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I.

INTRODUCTION

<Organization> intends to use this Procurement Manual to support the administration of its
Federal grants. This Procurement Manual establishes policies and procedures for procurement
of goods and services for Federal awards. <Organization> designates this Procurement Manual
as the prime resource for Grants Specialists in the administration and management of the
procurement process for their respective grant programs. This Procurement Manual lists and
explains relevant Federal laws and policies regarding procurement for Federal grant
administration and contains sample forms most commonly used throughout the procurement
lifecycle. While this Procurement Manual is a primary resource, it is not intended to replace or
supersede any Federal guidance on grant administration or replace the procurement standards
contained in 2 CFR Part 200 aka the Uniform Guidance, Federal agency regulations, individual
award terms and conditions or other applicable laws regarding grant administration.
The Procurement Manual organizes the information in the following manner:





Section II: Background about the procurement function
Section III: A glossary of terms related to procurement for Federal grants
Section IV: Rules concerning Federal grant procurement
Section V: Information on managing procurements through the lifecycle of the
Federal award

Additionally, in Section VI, the Appendices include examples of a variety of relevant forms and
other sample documents commonly used for managing procurement for Federal grants.


EFFECTIVE DATE

<Organization> will implement the procurement standards in 2 CFR Part 200 for fiscal years
beginning on [insert effective date.] which is on or after December 26, 2017, as required.
Before that date, we choose to use the previous procurement standards contained in [Insert
prior regulation number for procurement standards] for our organization before adopting the
procurement standards in the Uniform Guidance.


REMINDER TO EMPLOYEES

Employees must follow our documented procurement procedures that conform to applicable
Federal, state, local and tribal law and the procurement standards in the Uniform Guidance
when making purchases with Federal funds.
Failure to follow our policies regarding Federal requirements can result in a wide range of
sanctions for the organization including disallowed costs, denied reimbursement requests,
debarment of our organization from all Federal funding including Federal student aid and in
some circumstances, criminal charges could result. Therefore, it is critically important to our
organization that the procurement policies are followed carefully. Violation of this policy may
result in disciplinary action, including termination of employment.
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II.

ABOUT THE PROCUREMENT OFFICE

A.


<OFFICE NAME>

DESCRIPTION OF PROCUREMENT OFFICE

[Enter a description of your procurement office here.]
Sample Description: The Procurement Office is a partner in the financial administration of
Federal awards, and as a result, the department reports to the Chief Financial Officer (CFO) of
the organization. The Procurement V.P. manages the Procurement Office and supported by
several Purchasing Agents.

B.


RESPONSIBILITIES

OUR RESPONSIBILITIES

[Enter the roles and responsibilities of your procurement office here.]
Sample Responsibilities: As a Federal grant recipient, the Procurement Office is the responsible
authority for administering the procurement function and the settlement of all contractual and
administrative issues related to procurements for the purchase of goods and services in support
of Federal grants and other awarding instruments. These responsibilities include source
evaluation, types of contracts, disputes, claims and other contractual matters.

C.


KEY CONTACTS

KEY CONTACTS

[List the key contacts of your procurement office here. Include titles and contact information.]
Name

Title

Phone

Email
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III.

GLOSSARY OF TERMS

Term

Definition

Administrative Requirements

Administrative requirements mean matters common to
grants in general, such as financial management, types,
and frequency of reports, procurement, and property
management and retention of records.

Award

Award means financial assistance that provides support to
accomplish a public purpose. Awards include grants and
other agreements in the form of money or property
instead of money, by the Federal government to an eligible
recipient. The term does not include technical assistance,
which provides services instead of money; other assistance
in the form of loans, loan guarantees, interest subsidies, or
insurance; direct payments of any kind to individuals; and,
contracts which are required to be entered into and
administered under procurement laws and regulations.

CFR

CFR means the Code of Federal Regulations where Federal
regulations are cataloged.

Claim

Claim means a written demand by one of the parties to a
Federal award seeking the payment of money, or an
adjustment of the terms and conditions of the Federal
award or other relief relating to a Federal award or a
request for payment that is not in dispute when
submitted.

Closeout

Closeout means the process by which a Federal awarding
agency determines that all applicable administrative
actions and all required work of the award was completed
by the recipient and Federal awarding agency. Closeout
includes many actions including final reporting for the
award, disposition of property and record retention
requirements.

Contract

Contract means a procurement agreement under a grant
or subgrant or a procurement subcontract under a
contract for purchases of property or services needed to
carry out the Federally sponsored project or program.
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IV.

FEDERAL GRANT PROCUREMENT RULES

The Federal government provides rules for how all grantees must spend, track, and report on
Federal funds. These rules are located in 2 CFR Chapter I, Part 200 titled the Uniform
Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards also
known as the “Uniform Guidance.” For procurement, all non-Federal entities must follow 2 CFR
Part 200 Subsections §200.318 General procurement standards through §200.326 Contract
provisions.
In this Procurement Manual, the set of Federal rules particularly relevant to procurement are
divided into four major categories:





General procurement standards
Procurement by states
Standards of Conduct
Other rules

A.

GENERAL PROCUREMENT
STANDARDS

The general procurement standards for grant management can be found in 2 CFR Part 200,
Subpart D Subsection §200.318 accessible online at https://www.ecfr.gov/cgi-bin/textidx?SID=741cd1dbcfbb7b7e6bd3212a488414b1&mc=true&node=se2.1.200_1318&rgn=div8
The general procurement standards cover a variety of topics including:
Oversight Responsibilities:

Our organization is required to maintain oversight to ensure
that contractors perform in accordance with the terms,
conditions, and specifications of their contracts or purchase
orders.

Use of Good Judgement:

Our organization is required to use good administrative
practice and sound business judgment, for the settlement of
all contractual and administrative issues arising out of
procurements.

B.

PROCUREMENTS BY STATES

Standards for procurement by states are found in 2 CFR Part 200, Subpart D Subsection
§200.317 accessible online at https://www.ecfr.gov/cgi-bin/textidx?SID=741cd1dbcfbb7b7e6bd3212a488414b1&mc=true&node=se2.1.200_1317&rgn=div8
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V.

PROCUREMENT LIFECYCLE

A.


GETTING STARTED

REQUESTING A PURCHASE

Consistent with organizational practice, staff may request the purchase of goods and services
that required processing by the Procurement Office by creating a purchase requisition,
receiving required approvals for the purchase and then submitting the purchase requisition to
the Procurement Department.
Purchase requisition forms must be used for all purchases over:
[Insert the threshold for a purchase requisition at your organization here.]
Purchase requisition forms are always required regardless of the amount if:
[Insert your additional requirements for a purchase requisition at your organization here. For
example, use of a consultant, requirement for a contract, etc.]
A sample purchase requisition form is included in Appendix A.


AUTHORIZING A PURCHASE

All purchase requisitions should be reviewed for approval by a designated official before
submittal to the Procurement Office to ensure the requisition is necessary for the project or
program, reasonable given the circumstances in place at the time the decision is made and
allowable to paid for with Federal funds and within the budget for the project or program.
We use the following signatory authorization matrix in Appendix B for approvals of Purchase
Requisition Forms.
[Insert your signatory authorization matrix here or in Appendix B.]


REVIEWING A PURCHASE

Once appropriate designated official approves the purchase requisition, the purchasing agent
shall review the terms and conditions of the funding agreement to ensure that there are not
additional procurement conditions, related to that award that would affect the allowability of
the procurement.
Next, the purchasing agent will review the scope of work to determine the proper classification
of the procurement as a subaward or a contract consistent with § 200.330 Subrecipient and
contractor determinations. (See Appendix I. Subawards must have prior approval of the funding
agency and are not procurement transactions.)
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NOT LIMITED BY COST PRINCIPLES

The cost principles include a variety of costs some of which are limited or unallowable to charge
the Federal award. For additional details review 2 CFR Part 200 Sections 200.420 thru 200.475
titled General Provisions for Selected Items of Cost. In addition, Section § 200.407 Prior written
approval (prior approval) lists types of costs that may require the prior approval of the funding
agency.


NET OF APPLICABLE CREDITS

(a) Applicable credits refer to those receipts or reduction-of-expenditure-type transactions that
offset or reduce expense items allocable to the Federal award as direct or indirect (F&A) costs.
Examples of such transactions are purchase discounts, rebates or allowances, recoveries or
indemnities on losses, insurance refunds or rebates, and adjustments of overpayments or
erroneous charges. To the extent that such credits accruing to or received by the non-Federal
entity relate to allowable costs, they must be credited to the Federal award either as a cost
reduction or cash refund, as appropriate.
(b) In some instances, the amounts received from the Federal government to finance activities
or service operations of the non-Federal entity should be treated as applicable credits.
Specifically, the concept of netting such credit items (including any amounts used to meet cost
sharing or matching requirements) should be recognized in determining the rates or amounts
to be charged to the Federal award. (See §§ 200.436 Depreciation and 200.468 Specialized
service facilities, for areas of potential application in the matter of Federal financing of
activities.)

E.


PROCUREMENT METHODS

SUMMARY OF PROCUREMENT METHODS

<Organization> must use one of the five methods for procurement of goods and services with
Federal funds.
[Note your policy can be more restrictive, but it can’t be less restrictive than the Uniform
Guidance.]
<Organization> must use documented procurement procedures which conform to applicable
Federal law and procurement standards covered in 2 CFR Part 200 Sections 200.317-200.326
and procedures which echo applicable State and local laws and regulations.
2 CFR Part 200 Section 200.320 specifies five methods of procurements to be followed as
illustrated in the table below:
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Method

Aggregate Dollar
Amt.

Notes 1:

Notes 2:

1. Micro-Purchase

Not to exceed $3,500

No quotations
To extent practicable
required if the price is distribute equitably
($2,000 for subject to reasonable.
among qualified
Davis-Bacon Act,
suppliers.
$10,000 for research
organizations)

2. Small Purchase

Up to $150,000

Rate quotations from
an adequate number
of qualified sources.

3. Sealed Bid

>$150,000

Primarily
Price is a major
construction projects- factor-formal
Firm fixed price
process for bidding
contract.

4. Competitive
Proposals

>$150,000

Fixed price or cost
reimbursement

RFP with evaluation
methods for an
adequate number of
qualified sources.

5. Sole Source

Available for
procurements of any
dollar amount.

No competition/Must
be authorized by
agency (or Passthrough entity)

Unique or public
emergency

No cost or price
analysis required

The five specified procurement methods must comply with:






The organizations’ documented procurement procedures
The necessity of the purchase
Open competition to the extent required
The organizations conflict of interest policy
Sufficient and proper documentation of the purchase

Here are more details on the five procurement methods.


MICRO-PURCHASE

The micro-purchase method is for the acquisition of goods or services when the aggregate
dollar amount does not exceed the micro-purchase threshold (§200.67 Micro-purchase)
currently $3,500. To the extent practicable, the non-Federal entity must distribute micro-
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J.


CLOSEOUT PROCUREMENT

RECORD RETENTION

it is critical that adequate documentation is maintained to support the procurement lifecycle as
required by the Uniform Guidance. Therefore records must be retained consistent with our
record retention policy.
Record retention requirements for Federal award recipients appear in the Record Retention and
Access section of 2 CFR Part 200 Sections 200.333 thru 200.337. The general rule for record
retention is that the records must be retained for three years from the date of submission of
the final expenditure report.
Exceptions:


For records related to litigation, claims or audits started before the three-year period
expires; the Federal award recipient must retain records until all actions have been
resolved and final action related to the litigation, claims, or audits has been taken.



For real property and equipment, records must be retained for three years from the
date of final disposition of the property.



When the Federal awarding agency maintains the records, the three-year retention
requirement does not apply to the Federal award recipient.



For program income received after the period of performance, the Federal award
recipient must retain such records for three years after the end of the Federal award
recipient’s fiscal year during which the program income was earned. For example, if a
Federal award recipient concludes its period of performance in 2015, but earns program
income in 2017, then it must maintain those program income records for three years
after the end of 2017.

Federal Grants Procurement Manual | Editable Documents for Grant Recipients (Revised December 2017)
Copyright © MyFedTrainer, LLC All Rights Reserved
V-40



APPENDIX C: SAMPLE SOLE SOURCE JUSTIFICATION FORM

[Replace with an example of your organization’s form or process.]
Sole Source Justification Form
Sole Source Justification
Form

<Organization>

Requested by:
Date:
Description
$$ Amount
Reason for Sole Source
(Check all that apply)

 The item is available only from a single source.
 The public exigency or emergency for the requirement will not
permit a delay resulting from competitive solicitation.
 The Federal awarding agency or pass-through entity expressly
authorizes noncompetitive proposals in response to a written
request from the non-Federal entity.

 After solicitation of a number of sources, competition is determined
inadequate.

Award #
Purchase Authorized
(Y/N)
Authorized by: (Official
Name)
Authorizing Official Title
Date Authorized:
Funding Agency by:
(Official Name)
Agency Official Title
Date Authorized:
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