MCADSV Procurement Policy and Procedures


Montana Coalition Against Domestic and Sexual Violence (MCADSV) has established this policy to guide its procurement of supplies, equipment, and services.  The purpose is to ensure that the MCADSV makes procurement decisions and payments in an open and fair manner, in compliance with established laws and regulations and to document all purchases as needed.

This policy is intended to meet procurement standards in Office of Management and Budget Super-Circular.

All services and items will be purchased with consideration of these priorities:

· Organizational needs
· Best price
· Features and the quality of the item(s) or services
· Willingness to meet billing, delivery and service needs
· Minority-owned supplier
· Locally based supplier
· American Owned

Services and items less than $500:

Periodic comparisons of prices, quality, and features are made by visit, phone, or by consulting advertisements, catalogues, and consumer report type publications or web sites for competitive and comparison pricing.  MCADSV makes every effort to shop for the best prices and quality based on the needed item to be purchased. MCADSV does use both local businesses and franchise businesses for the purchase of supplies and services.  Purchases less than $100 may be approved by the Administrative Director.  All purchases over $100 must be approved by the Executive Director.  All vendor sales receipts confirming price, terms, and description of services must be kept on file. 

Services and items over $500:

Comparisons of prices, quality, and features must be made through the acquisition of either consumer report data on items or through the consultation of appropriate expert recommendation, or by inspecting the item(s) in person or by interviewing the service provider by telephone or in person.  No fewer than three suppliers must be contacted for purposes of comparing price and quality, unless there are not three suppliers available.  The Executive Director must authorize the purchase in writing (email is accepted) as well as briefly describe the need for the item or service and reasons supporting the final purchase decision in writing.  Written authorization and all vendor sales receipts confirming price, terms, and description of services must be kept on file.  The Administrative Director may request a written bid and submit to the Executive Director for approval. The Administrative Director may sign off on the written bid once approval has been received from the Executive Director. All correspondence, bids, estimates, receipts and rationale for making final procurement decisions will also be kept on file.

Services and items over $5,000:

[bookmark: _GoBack]For all services and items with a fair market value over $5,000, comparisons of prices, quality, and features must be made through the acquisition of either consumer report data on items or through the consultation of appropriate expert recommendation, or by inspecting the item(s) in person with printed material information followed by a written bid from a supplier.  No fewer than three suppliers must be contacted for purposes of comparing price and quality, unless there are not three suppliers available.  The Executive Director must authorize the purchase in writing (email is accepted) as well as briefly describe the need for the item or service and reasons supporting the final purchase decision in writing. The Executive Director will then take the request to the Board of Directors – Executive Committee for approval. The Administrative Director may request a written bid and submit to the Executive Director for approval. The Administrative Director may sign off on the written bid once approval has been received from the Executive Director. Written authorization and all vendor sales receipts confirming price, terms, and description of services must be kept on file.  All correspondence, bids, estimates, receipts and rationale for making final procurement decisions will also be kept on file. The purchase of services and items over $5,000 must be allowable under the OMB Super-Circular guidelines and the grants that support the Coalition.  
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