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(For Purchases $25,000 and under)
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Student Financial Assistance

Purchasing Overview

--You have a need for general office supplies, such as pencils, paper, paperclips, and the like.  How do you go about getting them?   

 --You need to buy a new chair.  How do you get it?

--Your office needs to buy a laptop for its employees to use while on travel.  How do you buy it?

Purchasing these products is easy if you follow the simple steps contained in this handbook.

Budget Contacts

When you have a need for a good or service, check with your supervisor for their approval first.  Then contact the Budget Contact(s) in your area.  They are:

Communications



Financial Partners

Kimberly Williams, Rm. 4004, 260-5781
Wanda Simms, Rm. 4616, 205-9818

Schools




CIO

Bruce Claiborne, Rm. 3905, 260-5258

Joy Burton, Rm. 4640, 708-9708

Pat Pestka, Rm. 3905, 708-9129 (Regions)
Dee Goldsmith, Rm. 4640, 708-4677

Tammy Quade, Rm. 3905, 260-8138 (HQ)

Ombudsman




CFO

Stephanie Robinson, Rm. 3012, 401-4498
Jackie King, Rm. 4608, 205-3430

SFA University



COO

Debbie May, Rm. 600C Portals, 401-2412
Janet Sharps, Rm. 4004, 690-5711

Acquisitions




Students

Lisa Clayton, Rm. 600 Portals, 205-4368
Michele Brown, Rm. 3900, 708-6017

For those areas not listed, contact the head of that channel area.  These individuals will assist you in getting the goods and services you need or direct you to someone who will.  All of the Budget Contacts are purchase cardholders.  What is a purchase card?

Purchase Cards

A purchase card is a VISA credit card used for government purchases.  The current card is issued through the Bank of America.  Purchase cards are the preferred method for buying goods and services because they are quick, easy, and the most cost efficient way for the government to buy things.   For a government purchase cardholder to use their purchase card to make a purchase, the following must be true:

--the purchase is for Government use.

--you have the funds to pay for the purchase.   The card may only be used if money is available.  If you spend money you do not have, it is a criminal violation of the Anti-Deficiency Act (31 U.S.C.).  A purchase cardholder MUST verify that funds are available BEFORE making the purchase.

--the amount of the purchase is within the limits set for the purchase cardholder.

See Appendix A for the listing of SFA purchase cardholders.

Purchases under $2,500:

All of the purchase cardholders have, at least, a $2,500 single purchase limit (micropurchase threshold).  Purchases under the micropurchase threshold require no competition.  Although no competition is required under the micropurchase threshold, the FAR (Federal Acquisition Regulation) does require you to “share the wealth.”  You should not continuously go to the same vendor each time for a purchase but should distribute your purchases “equitably among qualified buyers.” 

Purchase cardholders need to reconcile their credit card statements and turn their statements in, along with any backup documentation, to Deb Wrabley or Annette Wallace.  Deb is the approving official for HQ; Annette is the approving official for the Regions.  Both Deb and Annette are located in Rm. 3319, ROB 3, at 7th & D Sts., S.W., Washington, DC  20202-5389.  Their phone numbers are (202) 708-9454 (Deb) and (202) 205-9619 (Annette).  Their fax number is (202) 260-5381.  Statements are due to Deb/Annette by the 7th of the month.  

To make a purchase with the government purchase card, the purchase cardholder finds a vendor who sells the product(s)/service(s) you are looking for and procures the item(s).  The FAR requires that you select the best value.  

The purchase cardholder then inputs the purchase transaction into the EDCAPS system.  By obligating this transaction in the EDCAPS system, the cost of the item(s) is taken out of an office's funding.

Being a purchase cardholder is a privilege but also comes with responsibilities.  The purchase cardholder has been entrusted to make purchases on behalf of the Government with this card.  But the rules must be followed, as outlined in the purchase card training and by SFA Administration.  If the purchase card is misused, the purchase cardholder will be subjected to oral or written reprimand, revocation of the purchase card privilege, and/or possible disciplinary action.  They could also be personally liable for the illegal purchase.  

What do I do if the vendor does not take the purchase card?

Some vendors do not take credit cards.  If you need to make a purchase and the vendor does not take a credit card you can either look for a vendor who does or generate a purchase order.

What is a Purchase Order?

Purchase orders (PO’s) are required if the following conditions occur:

--the vendor does not take the government purchase card or;

--the purchase is between $2,500 and $25,000 (in most cases).

A purchase order is basically an offer from the government to procure goods/services.  Purchase orders must be done BEFORE the good or service is received and must be signed by a warranted contracting officer.  The warranted contracting officer in SFA for purchases $25,000 and under is Deb Wrabley.  Deb is with SFA Administration, CFO and is located in Rm. 3319, ROB 3.

Purchase orders are originated in the channel areas and routed to Deb for obligation, approval, and signature.  The contracting officer is to receive all quotes and materials associated with the purchase orders (these must be retained in the official file). All purchase orders are routed to Deb by the Budget Contact, along with an e-mail containing the following information:

--the PO number;

--information regarding the due date the PO is needed by; 

--quote information (if electronic);  

--any other pertinent information that will help in processing the PO.

When the purchase order is processed by Deb, she will send the Budget Contact an e-mail message that the vendor copy is ready for pickup.  The vendor copy is picked up by the Budget Contact and delivered to the vendor.

If you do not get your purchase order signed BEFORE obtaining the good or service, then a ratification will need to be done.

Ratifications

The program officer or other person who made the unauthorized contractual commitment may request that the commitment be ratified (made right) by the Director of Contracts and Purchasing Operations (CPO) (currently Glenn Perry).  The memo needs to be routed through the SFA Administration Director, Jim Barnard.  Please remember that this is only a request.  The Director of CPO can disapprove your request and you could be personally liable for the charges.  See Appendix B for Ratification Procedures.

Mandatory/Priority Sources:

As stated previously, if your goods will cost $2,500 or under, in most cases, you can look in a catalog for the goods, determine the price is reasonable, and order the item(s).  Use small businesses whenever possible.  In some cases, the items that you need must be ordered from Government mandatory sources.  Who are mandatory/priority sources and what are some of the items you must purchase from them?

Priority sources:  Federal Acquisition Regulation, Section 8.001 lists the priority of supply sources for Government buyers to use when making a purchase.  Federal Supply Schedules are among the highest priority supply sources, just after the mandatory sources such as UNICOR or Industries for the Blind.  Normally, an item won’t be available from both a mandatory source and a Federal Supply Schedule.  However to confirm whether an item is available from a mandatory source, you can check the GSA Federal Supply Catalog or GSA Advantage!  Mandatory source items are marked with a special symbol.

Javits-Wagner-O’Day (JWOD):  Under the JWOD Program, Federal employees are required by law to purchase certain mandatory source items, such as regular paperclips and small binder clips, from nonprofit agencies employing people who are blind or have other severe disabilities.  The largest distributor of JWOD items is GSA.  We recommend that when you need to order an office supply that you check the GSA catalog first to see if it is a JWOD item.  If it is, you will need to order it through GSA or another JWOD distributor.  Any supply that is not JWOD, you can order through a vendor providing the best value.  There are no waivers to the requirement to buy JWOD Program supplies and services; this requirement applies at any dollar amount.  

Purchases over $2,500 up to $25,000:  

We are required to obtain competition on anything over $2,500.   This includes training.  If your training will go over $2,500, then competition must be sought.  Also, all purchases between $2,500 and $25,000 are “automatically reserved exclusively for small business concerns” (FAR 19.502-2(a)).  Whenever possible, you must order from small businesses.  Generally solicitation of three sources meets the requirement for maximum practicable competition for orders of $25,000 or less.  When possible, use GSA Schedules and get three Schedule quotes.  When it is not possible to get GSA Schedule quotes and the price of your order will be between $10,000 and $25,000, then we may need to have an announcement posted on CPO’s web site to solicit for competition.  See Appendix C for further guidance.  If you need to have your statement of work published, contact Deb Wrabley for assistance.

Purchases over $25,000:  

Purchases $25,000 and under can be processed within SFA Administration.  Purchases over $25,000 must be routed through CFO’s Budgeting Process Staff before being processed by Group C in Acquisitions and Contract Performance.  A customer requisition must be done (using the customer worksheet in EDCAPS).  The requisition must be routed to Lori Mullins of  SFA CFO’s Budgeting Process Staff.  When you route the requisition to Lori, you must send her an e-mail.  Lori will put the accounting information in the requisition, (if it is not already available), commit the funds, and submit the customer requisition to Group C.   If you have any questions regarding your over $25,000 purchases, please contact Lori Mullins.  Her phone number is (202) 260-6673.  She is located in Rm. 4642, ROB 3.

“Advantages” of GSA:

GSA Advantage!  GSA offers an on-line shopping service called, “GSA Advantage!”, which enables you to search for products/services, review delivery options, place orders directly with contractors (or ask GSA to place orders on the agency’s behalf), and pay contractors (or GSA) for orders using the Government purchase card.  The web site address for GSA Advantage! is www.fss.gsa.gov.

Federal Supply Schedules:  This program, administered by GSA, offers a simplified process for obtaining commonly used commercial goods and services at low prices.  These Schedules are commonly known as “GSA Schedules.”

The GSA Schedules can be found at www.fss.gsa.gov.  To buy from a Schedule vendor, all you do is look for the Schedule that meets your needs.  Each Schedule lists vendors with their phone numbers.  You contact three vendors (for competition over $2,500), tell them what you want, and obtain their GSA Schedule price for your item.  Using your evaluation criteria, you select the vendor who gives you the best value.  

We, in SFA, encourage our employees to use the Schedules.  GSA has, in establishing these Schedules, done the work for us to find vendors for particular products/services, locate small businesses, and negotiate prices. 

Purchasing from GSA Schedules—Highlights

--Competition is required for orders over $2,500;

--Competition means reviewing three Schedule quotes and picking your best value;

--No “sole-source” orders are allowed (even with justification); 

--No small business preference requirements (but ED gets credit, if utilized);

--No Commerce Business Daily (CBD) notice.

Invoices:  How does the vendor get paid?

Vickie Banagan is the primary SFA staff member who processes invoice payments.  Vendors should be sending their purchase order invoices directly to Vickie.  Once Vickie receives the invoice, she will send it to the Budget Contact who generated the purchase order.  The Budget Contact will coordinate with the program person who obtained the good/service and either approve or disapprove the invoice.  If the invoice is approved, the person who received the good/service should write, “approved for payment” on the invoice and sign and date it.  This approved invoice should be forwarded to Vickie for processing of the payment.

If the vendor sends you the invoice directly for a product/service you have received, please sign it, “approved for payment,” date it, and forward it to Vickie for processing of the payment.  Vickie is located in Rm. 3319, ROB 3.  If you do not forward the invoice to her, she will not know that the invoice needs to be paid and the vendor will not receive payment in a timely manner.

If the goods/services were not received, or you have a problem with the quality or quantity of these goods/services, then the contracting officer who signed the purchase order must be contacted for further information and action.

Other ways to purchase items:

SF-1164’s—Claim for Reimbursement of Goods or Services:  If you have purchased a supply, book, taken a taxi or other public transportation to attend a meeting, etc., to be reimbursed for these expenditures that are government-work related, you need to fill out a SF-1164. You may get copies of the SF-1164 from the Budget Contact in your Channel, from the Intranet at http://sfanet.ed.gov/cfo/administration/index3.html, or from SFA Administration in Room 3319. 

To be reimbursed, fill out the form, attach your receipts, have your supervisor initial his/her approval, and route the form through your Budget Contact.  The Budget Contact will make sure that the form is filled out correctly and will include the appropriate accounting information.  The Budget Contact will then forward the form to SFA Administration.  Kimmeo Christmas of SFA Administration processes SF-1164’s for payment.  Kimmeo’s phone number is (202) 708-4616 and she is located in Rm. 3319, ROB 3.  SFA Administration will issue the reimbursement check.

Other uses for the SF-1164?

Metro fare cards:  Can be purchased for the office’s use using the SF-1164.  Your administrative person/Budget Contact or other responsible person would fill out a SF-1164 using the description, “to purchase metro fare cards for the office.”  You should indicate on the SF-1164 who is the responsible person that will be keeping track of the fare cards.  That person should keep a log of who uses the card(s), the date they're used, the amount used for each trip, the purpose of each trip, and the destination of each trip.  This log is subject to audit; so it must be kept up-to-date.

Tips for Budget Contacts:

Question:  How do I get my delivery address in the EDCAPS system so that when purchase orders are done, deliveries can be made to my office?

Answer:  To have your address put into EDCAPS, you need to come up with a short key word/group of characters that is no more than 7 characters long.  For example, Deb Wrabley’s address in EDCAPS is SFA-DW.  You then send an e-mail to Anmarie Lippert or Jean Milazzo with your special address and the address you want deliveries to be made to.  

Question:  What if my vendor is not in the EDCAPS system?  

Answer:  You will need to contact the vendor and ask for the following information:  

Name

Address

Phone Number 

Fax Number

Tax ID Number

Are you minority-owned, woman-owned, disadvantaged, small business, etc.?

Once you have obtained this information, an e-mail needs to be sent to the OCFO Vendor File Maintenance.  OCFO will input the vendor into the EDCAPS system and reply to your e-mail with the vendor number.  You can then, proceed with your requisition/purchase request or IMPAC.

Question:  I need to get EDCAPS training.  Who do I contact?

Answer:  If you or one of the employees in your area needs EDCAPS training, you can e-mail  Gordon Rairdin.  Gordon schedules all EDCAPS training for the Department and will register you. 

How do I ...

Purchase Furniture:   Current procedures are that you contact the Quality Workplace Group to see if surplus furniture is available.  They can be contacted at 708-help.  If surplus furniture is not available, then it can be purchased.

GSA's National Furniture Center has an Express Desk that will assist you with your furniture needs.  The voice number for them is (703) 305-7003.  They have representatives who will assist you with finding the furniture you need and will even help you get quotes.  The web site address for the GSA NFC is www.nfc.fss.gsa.gov.  Most furniture is a UNICOR mandatory source item.  (UNICOR is the trade name for Federal Prison Industries, Inc.)  But if you order through GSA Advantage or the GSA National Furniture Center, they take care of that for you.  Caution:  Since SFA is less than a year from moving to our new location at Union Center Plaza with new systems furniture, all requests for purchasing new furniture should be held to a minimum.

Purchase Business Cards:  For those employees who frequently deal with the public, business cards can be purchased.  The ONLY vendor approved for the purchase of business cards with appropriated funds is the Lighthouse for the Blind, Inc. in Seattle, Washington.  Copies of the form can be obtained through SFA Administration (Rm. 3319, ROB 3).  Visit the web site at www.lighthousestore.com for more information.

Order Computers, Printers, and other information technology items:   All SFA IT equipment must be purchased through SFA/CIO, Enterprise IT Services.  To access the request form and instructions, go to http://sfanet.ed.gov/reference/.  For additional questions and assistance regarding this matter, send an e-mail to the “OSFA IT Service Request” mailbox.  The IT coordinator for these requests is Barry Harvey.  His phone number is (202) 708-8158.

Hot Topics…

Membership Fees: Bar dues and membership fees in associations are considered personal expenses to be borne by the employee.  The Government does not pay for these fees.  SFA may join an organization and pay for a membership if that is a necessary expense of obtaining subscriptions or training for its employees consistent with SFA’s mission and the Training Act. 

Interesting Web Site Addresses:

The latest Federal Acquisition Regulation (FAR) www.arnet.gov/far
The Federal Supply Service www.fss.gsa.gov
GSA Advantage! www.fss.gsa.gov/cgi-bin/advwel
GSA National Furniture Center www.nfc.fss.gsa.gov
Lighthouse for the Blind www.lighthousestore.com

Javits-Wagner-O'Day www.jwod.gov


UNICOR www.unicor.gov


SFA Intranet Site http://sfanet.ed.gov/


Still have questions…

If you have any questions on purchasing, contact Deb Wrabley at (202) 708-9454.

