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PURCHASING POLICY:
PUBLIC HOUSING AGENCY OF THE CITY OF SAINT PAUL

Every purchase, rental or lease of services, supplies, materials, equipment, construction, alteration, repair, maintenance, or demolition of PHA property shall be in accordance with this policy.  The purpose of this policy is to assure that purchases are made in a fair and impartial manner and that the PHA will obtain quality workmanship, materials, supplies, and services that best meet PHA needs in the most cost effective manner possible.  Best efforts shall be made to meet PHA goals regarding minority and women owned business participation in purchasing activities.

All PHA purchasing shall be in accordance with 24 CFR 85.36, Federal, State, and HUD regulations, and approved PHA purchasing procedures.  Where there are discrepancies in regulations or procedures, the more restrictive shall apply.  Where there are discrepancies in dollar amounts, this policy shall apply.  Dollar amounts indicated are exclusive of any applicable sales tax and freight charges.

I.
PURCHASING METHODS
A.
Small Purchases:


1.
Petty Cash:



a)
Purchases for amounts less than $50 may be made with petty cash.


2.
Charge Accounts:



a)
Purchases for amounts up to $5,000 may be made utilizing PHA charge accounts.  Charge accounts shall be established using the non-competitive proposal method of purchasing, and shall have a maximum cumulative amount of $50,000 per fiscal year.  Terms and conditions of each charge account must be approved by the Contracting Officer.


3.
Purchase Order:



a)
Purchases up to $5,000 may be made by purchase order, without competition, if the price is considered reasonable and purchases are distributed among qualified sources.



b)
Purchases in amounts between $5,000 and $15,000 may be made by purchase order, following informal documented solicitation of a minimum of three competitive oral or written quotations.



c)
Purchases in amounts between $15,000 and $50,000 may be made by purchase order, following informal documented solicitation of a minimum of three competitive written quotations responding to written requirements provided to each bidder.

B.
Competitive Sealed Bids:


1.
Purchases in amounts up to $50,000 may be made by sealed bid.


2.
Purchases in amounts of $50,000 or more must be made by sealed bid.


3.
All requests for sealed bids for amounts of $50,000 or more must be publicly advertised, opened, read and recorded, all in accordance with PHA and HUD procedures.  The PHA reserves the right to reject any or all bids or to readvertise.


4.
Purchases may be made, (and PHA receipt of sealed bid is not required) under Joint or Cooperative Purchasing Agreements where other Minnesota public bodies have received sealed bids to establish the purchasing terms.

C.
Competitive Proposals:


The competitive proposal method of purchasing shall be used under any of the following circumstances:


1.
To purchase the services of consultants including architect, engineer, testing, real estate, computer training, design, surveying, title, legal, summons, banking, etc.


2.
For equipment leasing.


3.
When the use of sealed bids is inappropriate.


Under the competitive proposal method of purchasing:



a)
Solicitation of proposals is not required for purchases of $5,000 or less.



b)
Informal documented solicitation of a minimum of three written proposals is required for purchases between $5,000 and $50,000.



c)
Public issuance of a request for proposals is required for purchases of $50,000 or more.



d)
Proposals must be evaluated on the basis of factors identified in the request for proposals.  Proposals for consulting services may be evaluated on the basis of related experience, ability to provide timely service, professional qualifications, past performance, proposer's status as a Minority and/or Women owned business, other affirmative action efforts, and cost.  Additional evaluating factors may be added as needed, depending on the purchase being made.

D.
Non-Competitive Proposals:


The non-competitive proposal method of purchasing may be used under any of the following circumstances:


1.
If an emergency exists which permits no delay.


2.
If only one source of supply is available.


3.
If inadequate response is received to a competitive solicitation.


4.
If HUD approves the use of non-competitive proposals.


5.
If equipment repair is required and the cost of taking apart and reassembling the equipment is a significant part of the cost of repair.


6.
In order to establish the terms and conditions of a credit or charge account for small purchases.


Under the non-competitive proposal method of purchasing:



a)
Written justification must be provided for purchases of $5,000 to $50,000 and must be approved in writing by the Contracting Officer.



b)
Emergency purchases of $50,000 or more require the approval of the Executive Director.



c)
The PHA Board must be informed of purchases of $15,000 or more.

II.
 PURCHASING APPROVAL:
All purchases of $50,000 or more require the approval of the PHA Board of Commissioners.  All purchases of less than $50,000 require the approval of the Executive Director or the Contracting Officer or other staff as designated by the Executive Director. 

The PHA Board of Commissioners must be informed of changes or amendments to contracts that (cumulatively) result in an addition of $100,000 or more, or 25% or more of the original contract amount (whichever is less).  Changes or amendments to contracts that result in an addition of $100,000 or more for any single work item require PHA Board approval.

III. RECORD RETENTION:
Complete documentation regarding any purchase, such as proposals, bids, quotations, evaluations, etc., shall be preserved in the Agency files according to PHA procedures and HUD regulations.

IV. 
PURCHASING PROCEDURES:
The Executive Director or designee is authorized to issue rules and directives in the form of Purchasing Procedures as may be deemed necessary to implement this policy.
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