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1.0
Purpose

This procedure defines requirements and describes the process for planning, performing, documenting, and providing verification for a VIHA required reading program.  It will define a process and a hierarchy of documents to provide for consistency in performing these tasks and compliance with defined requirements.  

2.0 Scope

This procedure applies to all operations of the Virgin Islands Housing Authority (VIHA) and defines the process for VIHA personnel to read and familiarize themselves with VIHA policies, procedures that govern the procurement activities at the Authority.  This procedure is part of a graded approach for quality assessment of a VIHA’s procurement activity including budgetary constraints, program compliance, and procurement and contract administration.

3.0 Requirements And References
3.1 Requirements

3.1.1 24 CFR 85.36 – Federal Procurement Requirements

3.1.2 VIHA Procurement Policy, dated March 24, 2004

3.2 References

3.2.1 U.S. Department of Housing and Urban Development handbook 7460.8 REV-1 titled “Procurement Handbook for Public Housing Agencies (PHAs) and Indian Housing Authorities (IHAs).”

3.2.2 U.S. Department of Housing and Urban Development handbook 2210.18 titled “Cost Principles for For-Profit Organizations”.

4.0 Responsibilities
4.1 Executive Director - Responsible for assuring that oversight activities are completed as required.  

4.2 Procurement/Contract Officer - Responsible for the overall management of the VIHA procurement operations including quality program oversight.

5.0 General Information
Required reading shall be implemented on a yearly basis using a graded approach commensurate with risk and importance.

6.0 Procedure
6.1 Program Participants  / Required Reading Form

6.1.1 Yearly the procurement contract officer shall prepare a list of VIHA personnel who shall be required to read and familiarize themselves with VIHA procurement documents including required policies and procedures.

6.1.2 At minimum the personnel listing shall include:

6.1.2.1 Executive Director’s Office – Executive Director.

6.1.2.2 Procurement Office – All personnel.

6.1.2.3 Modernization and Development Office – All personnel.

6.1.2.4 Accounting and Budget – CFO and accounting supervisor.

6.1.2.5 Legal - Chief Legal and Contract Specialists.

6.1.2.6 Office of Administration – All personnel.

6.1.2.7 Maintenance – Director of Maintenance, Maintenance Managers, Zone Foremen and Supervisors.

6.1.2.8 Management – District Managers, Public Housing Management Coordinators and Supervisors.

6.1.2.9 Section 8 – Director of Section 8 Programs and Section 8 Manager

6.1.2.10 Personnel – Personnel Manager

6.1.3 The procurement/contract officer shall review the required reading form (Attachment A) to insure it is:

6.1.3.1 Comprehensive - Lists all applicable documents including policies, CFRs, handbooks, forms, and VIHA procedures.

6.1.3.2 Current – All referenced documents are the latest version.

6.1.4 The procurement contract officer shall develop a required reading form for each person included on the above list.  

6.1.4.1 Employee’s name and title shall be typed on a form.

6.1.4.2 The thoroughness of the required reading shall be selected.

6.1.4.3 The procurement contract officer shall initial and date the required reading form.

6.1.5 The Executive Director shall review and approve the require reading forms for each employee.

6.1.5.1 The Executive Director shall initial and date the required reading form.

6.1.6 The procurement contract officer shall make a copy of the required reading forms for each employee.

6.1.7 The required reading forms shall be hand delivered to each employee.

6.1.7.1 Each employee is to initial receipt of the required reading form on both the original and copy.

6.1.7.2 The employee is to keep the original form.

6.1.7.3 The copy is to be filed by the procurement contract officer in the yearly required reading file.

6.1.8 The employee is to complete the required reading assignment by the defined due date.

6.1.9 The employee hand delivers the completed required reading form to the procurement contract officer.

6.1.10 The procurement contact officer signs the required reading form concurring that the required reading has been completed.

6.1.11 The completed required reading form is maintained in the yearly required reading file.

6.1.12 When all required reading has been completed, the procurement contract officer shall submit a memo to the executive director certifying that all yearly required reading by VIHA staff has been completed.

7.0 Records Maintenance
7.1 Records generated as a result of implementing this document are identified as follows:

7.1.1 Yearly listing of VIHA personnel who are required to read and familiarize themselves with VIHA procurement documents including required policies and procedures.

7.1.2 Required reading forms for each employee.  

7.1.3 Memo from procurement contract officer to the executive director certifying that all required reading has been completed.

7.1.4 Records shall be maintained in the procurement office, yearly-required reading file.

8.0 Attachments

8.1 Attachment A –Required Reading Form
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