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1.0
Purpose

This procedure defines requirements and describes the process for planning, performing, documenting, and providing verification for award of purchase orders utilizing the small purchase bid method of procurement.  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 procure products, equipment and services through the small purchase method of procurement.  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 Definitions
· AICC – Assistant Inventory Control Chief

· ICC – Inventory Control Chief

· ICT – Central Stock Clerk

· ICT – Inventory Control Technician

· Small Purchase Procedure – Acquisition of supplies, materials, and non-personal services that do not exceed the PHA’s small purchase acquisition dollar threshold in the aggregate using methods which include petty cash, small purchases, credit cards, and purchase orders.  (Federal threshold is $100,000; the VIHA threshold is currently $50,000. as defined in the PHA Procurement Policy.)

5.0 Responsibilities
5.1 Executive Director - Responsible for assuring that oversight activities are completed as required.  

5.2 Procurement Contractor Officer - Responsible for the overall management of the VIHA procurement operations including quality program oversight including:

5.2.1 Assuring that adequate and effective internal and external controls are in place.

5.2.2 Maintaining a schedule and log of program activities.

5.3 Director Maintenance – Responsible for the overall management of the VIHA maintenance operations including inventory control.

5.4 Procurement Specialist – Responsible for implementation of procedure as noted.

6.0 General Information
Small Purchases shall be processed using a graded approach commensurate with risk and importance.

7.0 Procedure
7.1 Requisition - 

7.1.1 Initiating User – 

7.1.1.1 Requisition data entered by any department user via the Emphasis computer system.  Minimum fields include:

7.1.1.1.1 User name

7.1.1.1.2 Department

7.1.1.1.3 Part Number {optional}

7.1.1.1.4 Description

7.1.1.1.5 Quantity

7.1.1.1.6 Suggested Vendor

7.1.1.1.7 Accounting code.

7.1.1.2 Computer assigns requisition number and date.

7.1.1.3 Department user releases requisition.

7.1.2 Department Head – Approves requisition on computer.

7.1.3 Budget – Preliminary Approval – {Estimated Costs}

7.1.3.1 Budget reviews the requisition request and provides approval.  Budget verifies that:

7.1.3.1.1 The accounting code is correct.

7.1.3.1.2 Funds are available.

7.1.3.2 Budget approves requisition.

7.1.4 Procurement Office –

7.1.4.1 Manually checks computer system requisition module twice a day.

7.1.4.2 Prints out copy of requisition.

7.1.4.3 Procurement specialist fills out the small purchase procurement data form (Attachment A).
7.1.4.3.1 References the current vendor listing to obtain the names of three independent vendors.

7.1.4.3.2 Contacts the vendors to obtain three independent costs.

7.1.4.4 Procurement specialist inputs vendor and price information into computer system for lowest responsible vendor.

7.1.5 CFO – approves the requisition in the computer
.  

7.1.6 Budget  - Final Approval – {Actual costs}

7.1.6.1 Budget verifies that:

7.1.6.1.1 The accounting code is correct.

7.1.6.1.2 Funds are available.

7.1.6.2 Approves requisition in computer.

7.2 Purchase Order

7.2.1 Computer assigns purchase order number to approved requisition.

7.2.2 Procurement Office 

7.2.2.1 Manually checks computer system purchase order module twice a day.

7.2.2.2 Prints out copy of purchase order.  {white copy}

7.2.2.3 Hand types the accounting information onto the purchase order.

7.2.2.4 Makes copy of purchase order for vendor  {green copy}

7.2.2.5 Enters the following information into the purchase order logbook.

7.2.2.5.1 Date

7.2.2.5.2 Requisition number.

7.2.2.5.3 Purchase order number

7.2.2.5.4 Vendor name.

7.2.2.6 Assembles the purchase order package including:

7.2.2.6.1 Purchase order {white copy}

7.2.2.6.2 Vendor copy of purchase order {green copy}

7.2.2.6.3 Requisition

7.2.2.6.4 Small purchase procurement data form

7.2.2.6.5 Supporting documentation.

7.2.3 Procurement Contract Officer

7.2.3.1 Reviews the purchase order package for completeness.

7.2.3.2 Initials purchase order.

7.2.3.3 Hand delivers purchase order package to CFO’s office.

7.2.4 CFO Office

7.2.4.1 Secretary date stamps purchase order package.

7.2.4.2 Accounting supervisor

7.2.4.2.1 Reviews purchase order package.

7.2.4.2.1.1 Verifies correct accounting number.

7.2.4.2.1.2 Reviews small purchase procurement data for completeness.

7.2.4.2.1.3 Verifies correct vendor name.

7.2.4.2.1.4 Verifies correct cost amount.

7.2.4.2.2 Initials purchase order package.  {white copy}

7.2.4.3 Secretary

7.2.4.3.1 Types purchase order transmittal letter (Attachment B).

7.2.4.3.2 Hand delivers the transmittal letter with the purchase order package attached to the CFO for approval.

7.2.4.4 CFO

7.2.4.4.1 Reviews purchase order package for completeness.  

7.2.4.4.2 Initials purchase order package.

7.2.4.5 CFO’s Secretary – Hand delivers transmittal letter and purchase order package to executive director for approval.

7.2.5 Executive Director

7.2.5.1 Reviews purchase order package for completeness.  

7.2.5.2 Signs transmittal letter and purchase order.

7.2.5.3 Purchase order transmittal letter and purchase order package is placed in CFO’s mailbox.

7.2.6 CFO’s Secretary

7.2.6.1 Makes copy of the signed transmittal letter.

7.2.6.2 Files original copy of the transmittal letter in chron file.

7.2.6.3 Calls procurement office by phone.

7.2.7 Procurement Office – 

7.2.7.1 Picks-up signed purchase order transmittal letter and purchase order package

7.2.7.2 The procurement specialist files the transmittal letter in a chron file in procurement.

7.2.7.3 The procurement specialist makes a copy of the signed purchase.

7.2.7.4 The copy of the signed purchase order along with the requisition, quote sheet and any backup are filled in a procurement file by purchase order number.

7.2.7.5 Purchase orders are transmitted to inventory.

7.2.7.5.1  St. Croix

7.2.7.5.1.1 The procurement specialist types a transmittal letter to mail the purchase orders to St. Croix.

7.2.7.5.1.2 The transmittal letter along with the purchase order original (white) and vendor copy (green) are mailed to St. Croix, ether Tadius Stevens or Deloris James.

7.2.7.5.1.3 St. Croix signs the transmittal letter and mails the transmittal letter back to procurement.

7.2.7.5.1.4 The procurement specialist files the transmittal letter in a chron file.

7.2.7.5.2 St. Thomas

7.2.7.5.2.1 Inventory control person picks-up the purchase order {white copy}, the vendor copy of the purchase order {green copy} and signs the procurement control log.

7.3 Placing Orders

7.3.1 Inventory control person faxes or hand delivers purchase order to the vendor.

7.3.1.1 Faxed Method

7.3.1.1.1 Copy of purchase order is faxed to the vendor.

7.3.1.1.2 Purchase orders are filed in a transitional file.  Paper according file system indexed by purchase order number.

7.3.1.1.3 The inventory department receives the item along with the vendor invoice.

7.3.1.2 Hand Delivered Method

7.3.1.2.1 Inventory control person hand delivers the purchase order to the vendor {green copy} and picks-up the items along with the vendor invoice.

7.4 Receiving 

7.4.1 Item is received in receiving department.

7.4.2 Inventory control person fills out the receiver form (Attachment C).

7.4.3 Inventory control person assembles a receiver package which includes:

7.4.3.1 Faxed Purchase Order Method – 

7.4.3.1.1 Purchase order (taken from transitional file)

7.4.3.1.2 Vendor Invoice – (received with order)

7.4.3.1.3 Receiver form

7.4.3.2 Hand Delivered Purchase Order Method 

7.4.3.2.1 Purchase order  {white copy}

7.4.3.2.2 Vendor Invoice – (received with order)

7.4.3.2.3 Receiver form

7.4.4 Receiver package is reconciled by inventory control chief (ICC) or assistant inventory control chief (AICC) to insure that materials received match the purchase order and are listed on the vendor invoice.

7.4.5 Computer system is updated to reflect receipt of the materials.

7.5 Payment Process – Inventory Control Person

7.5.1 St. Thomas – Inventory Control Chief (ICC) / Inventory Control Technician (ICT) / Inventory Control Person (ICP) 

7.5.1.1 Transmittal form to CFO’s office is prepared for payment of the invoice.

7.5.1.2 Purchase order and vender’s invoice are attached to the transmittal form.

7.5.1.3 Receiver form is filed in inventory file by purchase order number.

7.5.1.4 ICC approves invoice payment by signing transmittal form.

7.5.1.4.1 Full Payment – Purchase order stamped “Purchase Order Complete.”

7.5.1.4.2 Partial Payment – Copy of purchase order stamped “Partial Shipment Received.”

7.5.1.5 Transmittal form is hand delivered to CFO’s office.

7.5.1.6 Transmittal form is date stamped in CFO’s office.

7.5.1.7 CFO’s office initials receipt of the transmittal form and package.

7.5.1.8 Copy of transmittal form and package is made.

7.5.1.9 ICC files copy of purchase order and transmittal form:

7.5.1.9.1 PO filed by PO number.

7.5.1.9.2 Transmittal form filed by date.

7.5.2 St. Croix.

7.5.2.1 Assistant Inventory Control Chief (AICC) / Inventory Control Technician (ICT) / Inventory Control Person

7.5.2.1.1 Transmittal form to CFO’s office is prepared for payment of the invoice.

7.5.2.1.2 Purchase order and vender’s invoice are attached to the transmittal form.

7.5.2.1.3 Receiver form is filed in inventory file by purchase order number.

7.5.2.2 AICC approves invoice payment by signing transmittal form.

7.5.2.3 Copy of transmittal letter and invoice package is made.

7.5.2.4 Original transmittal letter and invoice package is mailed (interoffice mail) to Inventory Control Chief (ICC) at St. Thomas.

7.5.2.5 Copy of invoice package broken down and filed.

7.5.2.5.1 Purchase order and vendor invoice filed by PO number.

7.5.2.5.2 Transmittal form filed by date.

7.5.2.6 ICC receives transmittal letter with purchase order and vendor’s invoice from St. Croix.

7.5.2.7 ICC approves invoice payment by signing transmittal form.

7.5.2.7.1 Full Payment – Purchase order stamped “Purchase Order Complete.”

7.5.2.7.2 Partial Payment – Copy of purchase order stamped “Partial Shipment Received.”

7.5.2.8 Transmittal form is hand delivered to CFO’s office.

7.5.2.9 Transmittal form is date stamped in CFO’s office.

7.5.2.10 CFO’s office initials receipt of the transmittal form and package.

7.5.2.11 Copy of transmittal form and package is made.

7.5.2.12 ICC files copy of purchase order and transmittal form.

7.5.2.12.1 PO filed by PO number.

7.5.2.12.2 Transmittal form filed by date.

8.0 Records Maintenance
8.1 Records generated as a result of implementing this document are identified as follows:

	Record
	Responsible Person
	File Location

	A. Small Purchase Procurement Date Form
	Procurement Specialist
	Procurement Office

	B. CFO’s Transmittal Letter to Executive Director for PO approval.
	CFO’s Secretary
	Maintained in CFO’s office.

	C. Purchase Order Log Book
	Procurement Specialist
	Maintained within procurement office.

	D. Purchase Order
	Procurement Specialist
	Procurement Office

	E. Purchasing Transmittal Letter  (to St. Croix with signed purchase orders)
	Procurement Specialist
	Procurement Office

	F. Receiving Form  (Attach C)
	Inventory Control Person
	Receiving Offices

	G. Transmittal form to CFO’s Office for payment.
	Inventory Control Person
	Receiving Offices


9.0 Attachments

9.1 Attachment A – Small Purchase Procurement Data Form

9.2 Attachment B – Purchase Order Transmittal Letter

9.3 Attachment C – Receiver Form



















�This step can be removed.  As per Renae he does not need for this action.
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