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This procedure outlines the department's procurement authority for supplies pursuant to Chapter 34, RSMo.  See Purchasing Flowchart, Attachment 1.

Related DNR policies and procedures


Payments 7.07


Division of State Parks (DSP) Concession Procedures 

Related DNR resources

          
DNR Purchasing SAM II Training Manual 

   DNR State Purchasing Card Process Manual


   DNR Accounts Payable Disbursements SAM II Training Manual


   DNR Chart of Accounts and Budget Control SAM II Training Manual 

DEFINITIONS
Encumbrance:  Obligation in the form of a Purchase Order (PGQ, PDQ, SC, SCS) for which a part of an appropriation is reserved.  An encumbrance will remain in the system until it is liquidated by a referencing payment document or the encumbrance document is cancelled.

Exempt object codes: Expenditure object codes exempt from the Office of Administration (OA) encumbrance policy and the OA Division of Purchasing and Materials Management (DPMM) formal competitive bid process.

Memorandum of Understanding (MOU): a less formal written contract between DNR and another governmental entity that outlines the terms of the agreement for supplies. 

Organization: A division, program, district office, regional office, state park or historic site within the Department of Natural Resources.

Solicitation:  The process of notifying prospective bidders that DNR wishes to receive bids to furnish goods or services. 

Supplies: Materials, equipment, contractual services, and any and all articles or things, except for utility services regulated under Chapter 393 RSMo.

PURCHASES WITHIN DELEGATED AUTHORITY

Missouri's purchasing card

The purpose of the State of Missouri Visa Purchasing Card Program is to establish a more efficient, cost-effective method of purchasing and paying for small dollar transactions within established usage limits.  The VISA card may be used for commodity purchases in-store, or via mail, telephone, fax, or the Internet.  Refer to the DNR State Purchasing Card Process Manual.

Purchases under $3,000, inter-agency purchases, and purchases using exempt object codes

All purchases under $3,000, inter-agency purchases, and purchases using exempt object codes are not required to be bid or encumbered and can be paid using a Quick Payment Voucher (PVQ).  EXCEPTION:  to receive credit for MBE/WBE sub-contracting  participation in state contracts, the purchase must be encumbered.  See the Accounts Payable Disbursements SAM II Training Manual for data entry instructions.

Purchases  between $3,000-$25,000

All purchases between $3,000-$25,000 are required to be competitively bid and encumbered.  A minimum of three competitive bids is required for all solicitations. A "no bid" response from a vendor may be counted towards the requirement for three (3) competitive bids provided that all "no bid" vendors could have reasonably been expected to submit a bid.  An organization may utilize the Request for Quotation (RFQ) or Invitation for Bid (IFB) method for all procurements that fall within their delegated authority.  When it is impractical to solicit all potential bidders, requests for bids must be sent to different vendors on a rotational basis.

The RFQ method of solicitation is an informal request for prices. Organizations may utilize the Request for Quotation form (MO300-1224) for written bid solicitation. Bids can be solicited by mail, fax, phone or electronically.  Specifications are detailed to include the minimum requirements that the bidder must meet and do not provide for flexibility or creativity on the part of the bidders with regard to the minimum requirements. The bidder may offer a product that exceeds the minimum. Bids submitted in response to an RFQ may be written, faxed, electronically submitted, or verbally submitted to the purchasing staff.  The method of response is identified in the RFQ.  Evaluation of the bids is based on objective rather than subjective criteria. Awards shall be made to the bidder whose bid (1) complies with all mandatory specifications and requirements of the RFQ and (2) is the lowest and best bid considering price, responsibility of the bidder, and all other evaluation criteria specified in the RFQ. Low bid meeting specification requirements is the determining criterion. At the option of the buyer, an award may be made immediately upon the expiration of the target date/time or the buyer may continue soliciting and receiving quotations for a reasonable time thereafter.

The IFB method of solicitation is a formal request for sealed bids which is used for procurements that utilize weighted subjective criteria in the evaluation of the bids regardless of the value of the procurement. Specifications are detailed, specific, and provide for very limited flexibility on the part of the bidders.  The IFB must contain a description of and the relative weighting of the criteria used for evaluating bids. Bids submitted in response to an IFB must be written, sealed and delivered to the location listed in the IFB by the date and time specified to be considered responsive.  Bids are available for public review immediately after opening.  Awards shall be made to the bidder whose bid (1) complies with mandatory specifications and requirements of the IFB and (2) is the lowest and best bid, considering price, responsibility of the bidder, and all other evaluation criteria specified in the IFB.

Specifications

Specifications must be described with generic or functional terminology. Specifications may be based upon brand name descriptions if generic or functional specifications are not possible provided that the phrase "or functional equivalent" is added as an inherent part of the description. If possible, the organization must identify two or more brands equal to the specifications. Specifications, delivery dates, vendor location, etc., shall not be manipulated in order to restrict

competition. In the event the evaluation of bids will be based on subjective criteria in conjunction with price, the subjective criteria and relative weights must be stipulated in the solicitation document.

Confidentiality of bids

The organization must not reveal the price(s) or data quoted by any bidder to any other bidder or to any other person until after all quotations are received. Bidders are prohibited from changing quotations or submitting quotations once prices are revealed.

Evaluation of bids

The organization may utilize subjective criteria in the evaluation of the bids they receive. If subjective criteria are utilized, the criteria and the relative weight of each criterion must be stipulated in the solicitation document.  Bids may be evaluated by one individual, or an evaluation team may be formed to evaluate the bids.  If an evaluation committee is formed to evaluate bids, the committee should include minority representation.  Committees of five people or less should have at least one minority member. Committees of more than five people should have at least two minority members. Assistance in recruiting minorities for the role of evaluator may be obtained by contacting the Office of Administration, Office of Equal Opportunity at 

573-751-8130. 

Single feasible source procurement

As defined in RSMo 34.044, a single feasible source procurement exists when:

· Supplies are proprietary and only available from the manufacturer or a single distributor; or

· Based on past procurement experience, it is determined that only one distributor services the

      region in which the supplies are needed; or

· Supplies are available at a discount from a single distributor for a limited period of time.

For all single feasible source procurements, a memo of justification must be submitted to the department procurement officer for approval. The justification must include an explanation as to how the procurement meets the legal definition of a single feasible source, justification for the single feasible source, and documentation from the vendor noting the single feasible source nature of the specific supplies.  After review, the procurement officer will indicate approval/rejection and return justification memo to the organization if the purchase is $5,000 or less. If approved, and the purchase is $5,000, the organization must post the procurement for 5 days as a public posting.  If the purchase is over $5,000, the procurement officer will forward the justification memo to OA/DPMM.  If OA/DPMM approves the sole source request, they will advertise the sole source purchase in two daily papers and one minority paper and establish a contract.

Special delegation of authority (SDAs)

To request a special delegation of authority (SDA) the organization must address a memo to the department procurement officer stating the need and justification for the request.  Upon receiving the request, the department procurement officer will formally request the special delegation of authority from OA/DPMM.  If approved, OA/DPMM will assign an SDA number that shall be used to identify procurements made pursuant to the special authority.

When establishing a Quick Decentralized Purchase Order (PDQ) pursuant to SDA authority, the organization must identify the SDA number in the “Comment” field of the purchase order document.  When establishing a Simplified Service Contract (SCS) Order pursuant to SDA authority, the organization must identify the SDA number in the “Comment” field of the purchase order document. Payments for purchases made pursuant to the SDA shall be processed in the same manner as payments for other purchases. 

Special approvals by other state departments

Certain supplies, as indicated below, require review and approval by an agency within the State of Missouri, referred to as Resource Managers, prior to purchase. Resource manager approval is processed through two different methods based on the total value of the procurement. Approval for purchases of $3,000 or less may be obtained off line by e-mail or written document, while purchases that exceed $3,000 must be approved as indicated below. The written approval must be included in the organization’s documentation for all procurements unless the approval is applied online.  If a waiver is received, the agency may proceed with the purchase, following the competitive bidding requirements if the purchase is over $3,000.  If the purchase is under $3,000, the purchase does not require competitive bidding.

Audits: All anticipated procurements for auditing services must be reviewed by the State Auditor's Office (573-751-4213). The Auditor's Office will respond with a memo rather than an approval number.  Resource Manager approval will also be applied on-line in SAM II. 

Banking and Related Service: All solicitations for banking and related services must be approved by the Treasurer's Office, Accounting and Banking Services Administrator (573-751-9002).  The Treasurer’s Office will respond via e-mail or memo to the Office of Administration/Division of Purchasing and Materials Management.

Forms: All new or revised forms, regardless of use, must be approved by the Office of Administration, Forms Management Unit (573-751-2232). Reprints of previously approved forms will not require approval.

Insurance: All procurements for insurance and surety bond premiums require approval from the Office of Administration, Risk Management Unit (573-751-4044).

Missouri Vocational Enterprises (MVE): ALL equipment, supplies, and services provided by MVE must be obtained from them unless MVE certifies that such items are not currently available. Contact MVE at 573-751-6663 to determine availability.  If the supplies are not available, MVE will issue the agency a waiver.

Printing: Printing requirements require prior approval from the Office of Administration, State Printing Center. Prior approval can be obtained by contacting the State Printing Center at 573-751-3307. The State Printing Center will issue a waiver to an agency when a printing request cannot be produced by the State Printing Center. Approvals by State Printing are not applied on-line in SAM II. 

Printing and Copying Equipment: Requirements for the purchase, lease, or rental of any equipment that falls within the types listed below requires approval from the Office of Administration, Forms Management Unit (573-751-2232).

1. All printing equipment

2. Copiers capable of full four-color reproduction

3. Copiers producing in excess of 60 copies per minute

4. Special application copiers

Copiers available from a statewide contract do not require pre-approval unless otherwise noted on the notice of statewide contract.

Special approvals by DNR – information technology (IT) equipment and services

The Office of Administration’s Information Technology Services Division (ITSD) is responsible for reviewing all computer-related purchases and requisitions including hardware, software, maintenance, consulting services and any IT service regardless of cost.  A few examples of items include personal computers, handheld units, digital cameras and GPS units.  ITSD staff will review the purchase or requisition documents to ensure that the items included meet departmental hardware and software standards.  Upon a successful review, an ITSD member will notify the responsible person, as noted in the purchase/requisition document, via e-mail that the document has been reviewed by ITSD and that the program can proceed with the approval of the document. All purchases from established contracts are included.  Purchase or requisition documents using data processing related object codes must route to appropriate ITSD approvers.  The object codes are as follows: 2406, 2409, 2490, 2493, 2540, 2541, 2580, 2583, 2685, 2700, 2701, 2706, 2724, 2805, 2884, 2896 and 2919.  One exception to the requirement is that ITS does not need to review purchases of printer maintenance.

Contracts

All contracts originate in the organization. 

Architectural and engineering contracts

To establish an A&E contract, the organization must provide a list of qualifications required to the Office of Administration/Division of Facilities Management, Design and Construction (OA/FM, D&C).  OA/FM, D&C will provide the organization with a list of 3 to10 contractors meeting the qualifications needed.  This list is often referred to as a "short list".

The organization will select a minimum of 3 firms to send a Request for Qualifications (RFQ).  When the RFQs are returned, the organization will evaluate the qualifications and select the best firm meeting all the organization's needs.  Once the firm has been selected, the organization will request a price quote for the services required. 

All A & E contracts must be submitted to the department director and contain the following documents:

· One original submittal memorandum to the department director from the organization director.  This memo should explain the purpose of the contract.

· Two (2) originals of the A & E contract document (one for the contractor and one for the organization).

It is advantageous to initiate contracts 45 days prior to their expected start date.  This will assure that the department review and approval processes have been completed prior to the contract’s effective date.

If the contract is expected to be over $25,000, it is outside DNR’s delegated authority and the organization must request assistance from OA/FM, D&C.  The request can be made in the form of a memo to OA/FM, D&C Contract Services.

Contracting with a governmental entity/political subdivision

Governmental entities derive their funding from a public tax base; i.e., federal agencies, cities, counties, public school districts, colleges, etc.  Quasi-public governmental bodies as defined in 610.010 (4) RSMo are not included.

An organization may contract with a governmental entity/political subdivision meeting the above criteria, regardless of the funding amount. A Memorandum of Understanding (MOU) or a Memorandum of Agreement (MOA) is the usual contract documents negotiated with other governmental entities. Contracts with governmental entities/political subdivisions may include renewal options.  However, the scope of work must stipulate a definitive ending date regardless of the number of years of renewal.  

All contracts over $25,000 to governmental entities or political subdivisions, excluding Chapter 34 agencies, must be forwarded to OA/DPMM to establish the contract agreement in SAM II using a SAM II NR document. A copy of the signed contract must be forwarded to the department procurement officer to obtain department approval of the NR document. Completed contracts should be submitted for signatures and OA/DPMM review and approval processing 45 days prior to the effective contract date to assure all signatures and approvals are received prior to contractors beginning work. The organization will receive an Acknowledgment of Contract (AOC) once this process is completed by OA/DPMM.

Commencement of contract scope of work must coincide with the date signed.  Therefore, no authorization of expenditures is allowed prior to a contract being signed.  Problems occur when processing a recipient invoice for payment showing work performed prior to the contract's effective starting date.  A delay in processing of payments and possibly contract work milestones occurs due to insufficient availability of funds to continue work until payment is made.

All contracts must be submitted to the department director or designee and contain the following documents:

· One original submittal memorandum to the department director from the organization director. This memo should explain the purpose of the contract.

· Two (2) originals of the DNR contract (one for DNR and one for the contractor); the contract includes the scope of work and the signature page.  The scope of work may include detailed subclass categories, as defined in SAM II Chart of Accounts, or by federal object class categories.  Functional budget development (i.e. by type of activity) may also be utilized, if necessary, due to contract constraints. 

· One (1) original (for the contractor) of the Department's General Terms and Conditions when federal funds are used. 

A Service Contract (SC) document is to be processed by the organization to encumber contracts over $25,000 once OA approval has been received via an Acknowledgment of Contract (AOC). A Simplified Service Contract (SCS) is to be processed by the organization to encumber contracts under $25,000. 

Contract amendments

Amendments are submitted in the same manner as original contracts.  Three originals and one copy of the amended contract signature form and appropriate attachments are required for submittal.

Complete submittal of the entire scope of work is not required but only the portion being amended.  Revision to a scope of work is to be in the form of “from” and “to” statements.  “To” statements are to be fully explained so that extensive research does not have to be done to understand revision(s).  “From” statements should be as originally developed, with corresponding dates.  An entire new scope of work may be submitted if desired.

The amendment package must include a yearly written interim or draft report as required in the Department’s General Terms and Conditions, Section II. Administrative Requirements, F.  The report may be in any format but must explain project status in terms of utilizing state appropriated funding to complete the mutually agreed to scope of work objectives.

No contractor may incur expenditures prior to an amendment being signed by the Department Director or designee unless the original or last amendment budget period has not ended.

Purchase order processing
Defined below are the four types of purchase orders used in SAM II to encumber funds (see Purchasing Flowchart, Attachment 1, and the DNR Purchasing SAM II Training Manual):

Quick Decentralized Purchase Order (PDQ) -- This purchase order may be used to purchase supplies in accordance with delegated purchase authority.  The establishment of this purchase order will automatically encumber the funds necessary to pay for the supplies.  The PDQ includes quantities, units of measure, and unit prices. 

Simplified Service Contract (SCS) -- This purchase order may be used to purchase supplies in accordance with delegated purchase authority.  The establishment of this purchase order will automatically encumber the funds necessary to pay for the supplies. The SCS does not include quantities, units of measure, nor unit prices. The pricing on the SCS is a total price or a guaranteed-not-to-exceed price.  All encumbrances for Program Grant Authority (PGA) or Expenditure Registration System (ERS) payments must use the SCS document. 

Quick Price Agreement (PGQ) -- This purchase order is used to purchase supplies from an established contract in SAM II.  PGQ documents are utilized to issue orders against price agreements that involve fixed unit prices, units of measure, and quantities. 

Service Contract (SC) -- This purchase order is used to purchase supplies from an established contract in SAM II.  SC documents are utilized to issue orders against price agreements that involve pricing stated as a total price or a guaranteed not-to-exceed price. 

Purchases outside delegated authority

An organization may submit a requisition to OA/DPMM to request a procurement process on their behalf for purchases that are greater than $25,000 or are outside their authority.  Two requisitions that are used to request assistance from the Office of Administration/Division of Purchasing and Materials Management are the Quick Requisition (RXQ) and the Non-Pre-encumbering Requisition (NR).   Requisitions should only include supplies of a similar nature. All requisitions for computer products or services require ITSD review. All requisitions require program and department level approval.  An RXQ or NR shall not be used for facility leasing requirements or capital improvement projects.  All requests for facility leasing or capital improvement projects are communicated through a formal written memo to OA/Division of Facilities Management, Design & Construction.

The RXQ should be used when the solicitation will result in a fixed unit price purchase order and the solicitation, order, and delivery of the supplies will occur within the current fiscal year.  Instructions on completing an RXQ can be found in the DNR Purchasing SAM II Training Manual.  All RXQs must be closed or cancelled prior to the end of the fiscal year in which they were established.

The NR should be used when the accounting distribution for the next fiscal year is not yet known; to establish price agreements and orders for supplies needed during the next fiscal year in order to avoid interruption in the provision of the supplies; to establish "as needed" price agreements to facilitate order processing when the accounting distribution information will vary dependent on the program ordering the supplies; to renew or amend existing price agreements; and to establish revenue-generating price agreements.  Instructions on completing a NR can be found in the DNR Purchasing SAM II Training Manual. 

Cooperative purchasing - other governmental entity

If the organization desires to purchase from another agency or governmental entity's contract in excess of $3,000:

· Prepare a non-pre-encumbering (NR) requisition.

· Forward a copy of related documentation (the contract, related specifications, etc.), to the department procurement officer for review and approval.  Once approved, the department procurement officer will forward the documentation to OA/DPMM for processing.

· Once approved, OA/DPMM will add SAM II security access to the existing agency contract or set up a contract number for use in processing encumbrances (PGQ or SC document) and payments.

Statutory authority

Division of State Parks: Concession Contracts, RSMo 253.080

Refer to the DSP Concession Procedures.

Geological Survey and Resource Assessment Division: County Surveyor and Land Surveys Contracts, RSMo 60.510
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