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POLICIES ASSOCIATED WITH EXPENDITURES AND DISBURSEMENTS

71. PURCHASING POLICIES AND PROCEDURES

72. Overview (2/11/08) (2/16)(10/19)

THE POLICIES DESCRIBED IN THIS SECTION APPLY TO ALL PURCHASES MADE BY PEACE,
INC. . ' :

ADDITIONAL POLICIES APPLICABLE ONLY TO THOSE PURCHASES MADE UNDER FEDERAL
AWARDS ARE DESCRIBED IN THE SECTION “POLICIES ASSOCIATED WITH FEDERAL
AWARDS.” (Section 184) _

It is the policy of PEACE, Inc. to follow a practice of ethical, responsible and reasonable procedures
related to purchasing, agreements and contracts, and related forms of commitment. The policies in
this section describe the principles and procedures that all staff shall adhere to in the completion of
their designated responsibilities.

The goal of these procurement policies is to ensure that materials and services are obtained in an
effective manner and in compliance with the provisions of applicable Federal statutes and executive

orders.

Relevant OMB circulars and Uniform Guidance are reviewed periodically (and whevever changes to
circulars) to ensure adherence to directives. ‘

72.1 Procurement Procedures (2/16)

Refer to CFR, Subpart D, sections 200.317-200.326

73. Responsibility for Purchasing (2/11/08)

All department and project Directors shall have the authority to initiate purchases on behalf of their
department or project, within the guidelines described in this poliies manual. In addition, department
directors may delegate purchasing authority to responsible individuals within their department.  The
fiscal department shall maintain a current list of all authorized department and project signors.

The accounting department shall be responsible for processing purchase orders. The Executive
Director and/or CFO have approval authority over all purchases, and shall make the final determination

on any proposed purchases where budgetary or other conditions may result in denial.

The purchasing system of the Agency shall be overseen by the Purchasing Director. The Purchasing
Director can review a requisition or purchase at any time.
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74. Non-Discrimination Policy

All vendor contractors who are the recipients of Agency funds, or who propose to perform any work or
furnish any goods under agreements with PEACE, Inc. shall agree to these important principles:

1. Vendor Contractors will not discriminate against any employee or applicant for employment
because of race, religion, color, sexual orientation or national origin, except where religion,
sex, or national origin is a bona fide occupational qualification reasonably necessary to the
normal operation of the vendor contractors. '

75. Purchasing Overview (11/12), (2/16) (9/18)&E

Before committing to a purchase With a new vendor contractor, the Purchasing Dept. confirms that the
vendor contractor is not on the suspension/debarment list. On the Purchase Order Checklist there is
an indication if this is a new vendor contractor.

We can categorize our disbursements into three types:
Purchase Orders required — items we will receive an invoice for
Require a “Purchase Order Checklist’ to be completed by accounting or
Purchasing department
Cash Disbursement — no invoice will be received - example - expense reports and
credit card payments
Recurring Payments — leases and contracts and standard payments (example - utilities)
Includes master list of recurring, and coversheet for each with documentation
attached in a folder

As PEACE, Inc. is exempt from NYS sales tax, no NYS sales tax is to be charged directly or indirectly
to any grant. We do everything possible to eliminate sales tax. However, on occasion a minor amount
of sales tax may be charged. If so, it needs to be approved by the Controller, Purchasing Director or
CFO, and charged to “non-allocable”. Some tax payments are required such as for flights, hotels, etc.,
and are allowed on the grants.

There are 3 purchasing dollar levels. Refer to CFR, Subpart D, 200.320. We will use the dollar levels
included below:

76. Use of Purchase Orders (11/13)(6/17)

It is the policy of PEACE, Inc. to utilize a purchase order system. A properly completed purchase order
or Cash Disbursement form shall be required for each purchase decision with the exception of petty
cash accounts, recurring payments, travel advances and expenss reimbursements, cash advances,
etc. which require a separate form described elsewhere in this manual. Also, professional services
such as legal or accounting, do not require a purchase order, but fees will be analyzed periodically. A
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“Purchase Order Checklist” will be attached to a properly completed purchase order to indicate at a
minimum:

PO Date

Determine whether allowable under grant and initial

Indicate no sales tax included '

If item $5,000 or more and fixed asset, notify Senior Accountant, OR Construction in
Progress, acct #1540 ' '
If fixed asset must have lease vs buy analysis form

Indication that funds are available

Three quotes, indication NYS Contract, or Sole Source attached as required
Required signatures

Receipt of items

0. Recoghnition of Davis Bacon if applicable

ENFRNNIP

=2 OO NO O

Purchase orders shall be pre-numbered and kept in a secure area in the accounting department, and
issued upon request from an authorized purchaser. All purchase orders are logged out by the
accounting department when disbursed to employees/program managers.

If the purpose of the purchase is not readily apparent, a writteh description of the nature of the
_ purchase and how it relates to the applicable grant shall be attached.

A “Purchase Order Check List” will be attached to each Purchase Order to ensure all items are
considered, and we have adequate support for payment. Each Purchasing staff member will
initial/date the review items as they review through the receiving of product area and sign-off as all
complete up to that point. The Accounts Payable Specialist will initial/date the invoice area of the
checklist and sign-off that all is complete.

The Purchasing Department reviews the open purchase order file on a periodic basis to ensure the
open purchase order file is up to date.

77. Authorizations and Purchasin

_Limits (113), (2M16)(11118) (2/17)(2/18)
(9/18)(10/1)(11/18)(10/19)(01/20)(9/21)(11/21}

The following table displays required approval levels used by PEACE, Inc. for purchases,
whether using a Purchase Order or a Cash Disbursement Request.

If there is a required PO, there will be a Purchase Order Checklist attached.
If a PO is required, the PO will be written before the order is placed.
Any specific grantor requirements must be identified and adhered to.

Requisition Requests are not required.

Total Amount of Signatures required | Solicitation Process Documentation of
Purchase to Purchase , Decision
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Petty Cash

Project Director

Open and free competition
as a variety of vendor
contractors are used

Invoice/Receipt




Accountant °







-chasing requis

The decision of which tier a purchase fits into is based on the information on hand at the
time of the decision of which vendor to choose. There can be instances where a decision of a
vendor with applicable tier is made, and then more costs are added due to unforeseen events
(additional work or materials needed, additional people attend event, etc.). The tier above is
determined when the original decision is made
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Exceptions



The Director of Food Services may order food and supplies (no equipment or items out of ordinary
daily purchases) solely on his signature due to the nature of the program. The Purchase Order is then
remitted to Accounting for the Purchasing Director and Accountant signatures (and Executive Director
& CFO if required). ' '

The Weatherization Director may order supplies and materials for jobs (no equipment or items out of
ordinary daily purchase) solely on his signature due to the nature of the program. The Purchase Order
is then remitted to Accounting for the Purchasing Director and Accountant signatures.

The Head Start/Early. Head Start Nutrition Coordinator may order normal food and supplies (no
equipment or items out of ordinary daily purchases) solely on her signature due to the nature of the
program. The Purchase Order is then remitted for the Purchasing Director and Accountant signatures.

The Program Director is the only required signor prior to ordering ittms or service if the total is under
$2,000, except as noted above for food services and weatherization purchases. The Purchasing
Director and Accountant are able to sign after the purchase.

The Human Resourcés Director signs for HR related invoices for example: drug testing, employee
background checks, payments for small medical claims, insurance and tuition reimbursement.

All required approval signatures must be obtained prior to placing an order with the vendor contractor.

Only the Exacutive Director is authorized to enter into any contract (verbal or written) on behalf of
PEACE, Inc. '

The Controller may sign in place of the CFO for any appropriate items (not just when CFO is not
available). : ' '

Small, recurring purchases made routinely through the year may be supported by an annual memo of
authorization. This letter would reflect the dollar limit and type of purchase, along with “ailowable under
grant/cost center” and “grant funds available” clauses. This annual memo is signed by the Program
- Director or authorized person. '

Cash disbursements that do not require:a PO and do not involve vendor sourcing do not require the
Purchasing Director signature. Examples are the cash transfer from the operating account to the
Captive account, issuance of the Captive stop payment and Captive administrative fee, and other like
items.

Emergency trips for medical attention may have signatures dated after the medical visit, to ensure
medical issues are addressed as soon as possible.

Standard deliveries of contracted items such as uniforms may have invoices signed by accountant, as
the program director originally signed the contract.




77.1 Allowable Purchases .(12/14), (2/16){10/17) B

It must be determined that a purchase is allowable under the grant/cost center. To accomplish this:

There is a box on the Purchase Order and Cash Disbursement Request that must be checked
and signed by the Program Director that the item is allowable. At times this box may be
checked and initialed on the requisition or request, and attached to the Purchase Order.

A Partial Listing of Allowable/Unallowable Expenses for Head Start has been forwarded to Head
Start Senior Leadership

CFR, Subpart E, 200.420-200.475 Selected Items of Cost and Selected Unallowable Cost
Items are forwarded to Senior Leadership periodically.

See also CFR, Subpart E, 200.402 — 200.411 for Basic Consideration regarding costs.

78. Required Solicitation ij Quotations 'from }\iendor Contraétors {12/14),
{2/18)(9/16)(14/17)(10/18)(11/18)(11/21)

Also see CFR D 200.319
PEACE, Inc.’s choice of vendor contractors is based on full open and free competition. We
choose the vendor contractor most responsive to the solicitation and advantageous to the

agency.

Refer also to CFR, Subpart D, 200.319.

Purchases of § more (unless discussed in other sections of this manual — example Section
76), will be supported by quotes as required (see section 77). These quotes can be in the form of
either bids per purchase (documented by the Vendor Contractor Quote Verification - vendor contractor
quote form), indication on the NYS Contract list, sole source, or an annualized bid. An annualized bid is
a sampling of commonly used items in specific groupings ie: hardware, plumbing products, electrical
products, office supplies, food products, and is reevaluated on a yearly basis and determines
‘reasonable priced vendor contractors in locations common to our facilities. For purchases of multiple
items such as hardware, novelty goods, etc. from vendor contractors that do not have an annual bid on
file it is permissible to do a price comparison on a random sampling of those items to prepare a vendor |
contractor quote form. ‘

Petty cash purchases (section 126) do not require bids, but have free and open competition. Staff may
use a vendor contractor they feel is in the best interest for the agency.

Required governmental fees and similar situations where we have no control over the vendor
contractors used do not require bids. An example would be if we are required by contract to reimburse
expenses to a landlord or vendor contractor is specifically written into the grant. We would then review
for reasonableness.

(o))
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Certain purchases such as license fees, job fair fees, trainers, postage, mileage reimbursements,
“subscriptions, memberships, consuitants such as engineering consultants, etc (list is not all-inclusive)
do not require bids or sole source forms. We would review for reasonableness.

Written quotes are required for purchases of ‘ Bl or more. Exceptions to the three quote
requirement are: if the vendor contractor is on an approved New York State bid list, specialized
contract services ex: auditors, lawyers, consultants (who are reviewed periodically) or if a vendor
contractor is considered sole source of a product. (A sole source form must be filled out and attached
to the purchasing package).

A sole source form is to be used only when there is no other vendor contractor (not because they are
the lowest cost). :

If a new vendor contractor is being considered, the staff person responsible for the purchase must
confirm with the Purchaser that the vendor contractor is not on the disbarment list, before committing
to the purchase. ,

All Purchase decisions ﬁ more shall be made by obtaining written competitive proposals
from at least three (3) responSIble vendor contractors. Sealed bids shall be utilized when required by a
Federal awarding agency.

Solicitations for goods and services (requasts for proposals) should provide for all of the foliowing:
1. A clear and accurate description of the technical requirements for the material, pro_duct or
service to be procured. In competitive procurements, such a description shall not contain

features, which unduly restrict competition.

Requirerhents which the bidder/offeror must fulfill and all other factors to be used in evaluating
‘bids or proposals.

N}

3. A description, whenever practicable, of technical requirements in terms of functions to be
performed or performance required, mc:ludlng the range of acceptable characteristics or
minimum acceptable standards.

4, The specific features of "brand name or equal descriptions that bidders are required to meet
when such items are included in the solicitations.

p‘l

Preference, to the extent practicable _and economically feasible, for products and services that
conserve natural resources and protect the environment and are energy efficient..

6. A description of the proper format, if any, in which proposals must be submitted, including the
name of the PEACE, Inc..person to whom proposals should be sent.

7. The date by which proposals are due.

8. Required delivery or performance dates/schedules.
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9. Clear indications of the quantity(ies) requested and unit(s) of measure. (does not apply to
annual bids, as do not know quantities) ' |

79. Evaluation of Alternative Vendor Contractors for Proposals (1/6[091

PEACE, Inc.’s choice of vendor contractors is based on open and free competition. We chose
the vendor contractor most responsive to the solicitation and advantageous to the agency.

Alternative vendor contractors shall be evaluated on a weighted scale that considers the following
criteria:

Adequacy of the proposed methodology of the vendor contractor

Skill and experience of key personnel

Demonstrated company experience

Other technical specifications (designated by department requesting proposals)
Compliance with administrative requirements of the request for proposal (format, due date, etc.)
Vendor contractor's financial stability

Vendor contractor's demonstrated commitment to the nonprofit sector

Results of communications with references supplied by vendor contractor
Ability/commitment to meeting time deadlines

10. Cost

1. Minority- or women-owned business status of vendor contractors

12. Other criteria (to be specified by department requesting proposal)

O oo N OoTE N

~

Not all of the preceding criteria may apply in each purchasing scenario. However, in each situation
requiring consideration of alternative vendor contractors, the department responsible for the purchase
shall establish the relative importance of each criterion prior to requesting proposals and shall evaluate
each proposal on the basis of the criteria and weighting that have been determined.

80. Affirmative Consideration of Minority, Smal!l Business and Women-Owned Businesses

Positive efforts shall be made by PEACE, Inc. to utilize small businesses, minority'-owned firms, and
women's business enterprises, whenever possible. The following steps shall be taken in furtherance of
this goal:

1. Ensure that small business, minority-owned firms, and women's business enterprises are used
to the fullest extent practicable.

2. Make information on forthcoming opportunities available and arrange time frames for purchases
and contracts to encourage and facilitate participation by small business, minority-owned firms
and women's business enterprises. ‘
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