EXHIBIT A TO RFQ NO. 11-11-12
5   SMALL PURCHASES

5.0
General.

The VPPA permits a public body to establish small purchase procedures, if adopted in writing, not requiring the use of competitive sealed bidding or competitive negotiation for single or term contracts for professional services if the aggregate or sum of all phases is not expected to exceed $30,000 and for goods and services other than professional services if the aggregate or sum of all phases is not expected to exceed $50,000; however, such small purchase procedures shall provide for competition wherever practicable CG2.2-4303 (G) and (H), VPPA). The following small purchase procedures have been established by Purchasing Division for use by City departments when acquiring professional services not over $30,000 or goods and services other than professional services not over $50,000. Procurements made pursuant to these procedures may not require public openings of bids/proposals or newspaper advertising. For your convenience, process flowcharts for small purchases have been developed. {See Flowchart 1 of Purchasing Manual, Appendix 6, and follow links to other flowcharts.}

5.1A
Obtaining/Using a Qualified Vendor List (for Professional Services $30,000 or less).
If the total cost will be $30,000 or less, the following procedure may be used by the department, with prior written approval of the Purchasing Manager, to establish a qualified vendor list for professional services:

a. 
Advertise/post notice at least once a year requesting qualifications from vendors interested in providing professional services to the department on small projects where the fee will be $30,000 or less.

b. 
The Request for Qualifications (RFQ) should be similar to an RFP which lists information desired, the general types of work to be procured using these procedures, etc.

c. 
Require vendors' responses to RFQ documenting their qualifications for the type of small projects for which they seek to be considered. Statements of qualifications (RFQ responses) shall be accepted at any time to allow new vendors to be considered for work and to allow vendors to update their qualification forms to show current information. All RFQ responses shall be submitted to the Purchasing Division.

d. 
Departments using this procedure shall sort RFQ responses/interest packages, establish a listing of responding vendors by qualification or discipline/capability, and file RFQ responses by category for use in selecting vendors for interview. A copy of the list, including updates, shall be sent to the Purchasing Division.

e. 
Any qualified vendor list may be used by any City department with the prior written approval from the Purchasing Manager.

The department head shall designate, in writing, the person, persons or committee authorized to make the selections for professional services. Such persons shall be knowledgeable of the procedures for procurement of professional services conforming to this Manual and the VPPA.  
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When the department desires to select a vendor for professional services using these procedures, the department shall:
a.
If the total cost will be $10,000 or less, this 'small purchase' procedure will allow the department to select and interview one qualified vendor from the list on a rotating basis. If a contract satisfactory and advantageous to the City can be negotiated at a price considered fair and reasonable, the award shall be made to that vendor. Otherwise, negotiations with that vendor shall be formally terminated and negotiations conducted with the next vendor on the list, and so on until a satisfactory contract can be negotiated at a fair and reasonable price.
b.
If the total cost will be greater than $10,000 and not more than $30,000, the department shall select at random not less than three vendors from the list for interviews. The random selection will prevent the same vendors from competing against each other repeatedly. If three vendors are not available from the qualified list contact Purchasing for recommendations. Most vendors that employ a licensed professional in the applicable discipline(s) will be qualified to provide the service. Therefore, the department must establish selection criteria to select a vendor who is best suited for the work.
c.
Conduct telephone or personal interviews with vendor representatives to determine current personnel qualifications, location relative to the work, expertise, workload, capability to meet the proposed schedule, past performance on similar projects and ability to provide the service within budgeted costs.
d. 
Rank the order of vendors and negotiate fee for service using competitive negotiation procedures. Forward all documentation to Purchasing, and maintain a copy for the department files. Purchasing will award a contract. 

If a department chooses not to use a qualified vendor list they should contact the Purchasing Division for issuance of an RFP.
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