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OFFICE OF PRIME RESPONSIBILITY

Any question or suggestions regarding this policy should be directed to the Purchasing Agent.

1.
POLICY
It is the policy of Advanced Sciences and Technologies, LLC (AS&T) to:

1.1 Apply sound business practices in placing all procurement actions; buy from qualified sources at the most economical price and in consonance with the terms and conditions of contracts, existing laws and government regulations, including those applicable to small business enterprises, minority business enterprises and labor surplus areas.

1.2 Continue centralized Purchase procurement at the Corporate Headquarters as a functional responsibility of the Corporate Purchasing Agent, in order to ensure maximum economy through bulk procurement of approved standard line items of supplies, furniture, and equipment. 

2. FORMS TO BE USED
2.1
Requisition for Purchase

2.2
Purchase Order

2.3
Petty Cash Voucher

3.
EXCEPTIONS
All procurement actions require a Purchase Requisition and if necessary a Purchase Order.
4.
DEFINITIONS
4.1
Direct Cost Charges
Costs identified specifically with an existing contract using general ledger task and/or subtask number for segregation of costs. In accordance with Federal Acquisition Regulation (FAR) 31.202 a direct cost is any cost that can be identified specifically with a particular final cost objective.

4.2 Indirect Cost Charges
Costs for common or joint use items not incurred solely for performance of a specific contract.

4.2.1
Allowable: In accordance with FAR 31.203 an allowable indirect cost is any cost not directly identified with a single, final cost objective, but identified with two or more final cost objectives or an intermediate cost objective.

4.2.2 Unallowable: In accordance with FAR 31.203 an unallowable indirect cost is any cost that is expressly unallowable or mutually agreed to be unallowable.

4.3 Capital Expenditures
Expenditures for capital assets having a useful like exceeding one year or more and cost basis of $1,000.00 or more.

5.
APPROVALS

5.1 Direct and Indirect Charge Procurements
The President will approve all requisitions involving direct and indirect charge procurements. 
5.2 Direct Charge Procurement

In addition to the approval required by Paragraph 5.1 above, the cognizant Program/Project Manager and the Director/Manager Contracts will approve all Requisitions involving direct charge procurements. When a proposed direct charge procurement action requires the approval of the Administrative Contracting Officer (ACO)/ Prime Contracts Department, the Director/ Manager, Contracts, will obtain written approval from the ACO prior to approving the Requisition.

6.
RESPONSIBILITIES
6.1 Director of Contracts


Interpretation and overall administration of this policy.

6.2 Purchasing Department
6.2.1 Negotiating with vendors, suppliers, and public carriers, solicitation of bids as required by Federal Acquisition Regulations (FAR) and selecting vendors, suppliers, and carriers as needed, to support requirements.

6.2.2 Obtaining three competitive bids for all procurements in excess of $2,500.00. Bids could either be in writing or documented from a telephone quote.

6.2.3 Insuring that “sole source” procurement is justified where the Requisition specifies such a procurement.

6.2.4 Initiating follow-up action when requested by the initiator of a Requisition when promised delivery dates are not met by a vendor.

6.2.5 Maintaining current price schedules and documentation on items handled by vendors who have demonstrated a capability to best satisfy AS&T’s needs for quality at the most economical price.

6.2.6 Maintaining close liaison with major distributors to insure timely placement of procurement action when the most favorable prices prevail for large volume buying.

6.2.7 Assisting technical staff members in the research and selection of equipment to be considered for procurement and placement of procurement action for equipment selected. In these cases, the technical staff member negotiates with the suppliers, obtains price quotes, attached one copy of the quotes to the Requisition for Purchase and retains one copy as documentation for his/her case file.

6.2.8 Assisting proposal team members in compiling cost data for items within the scope of his/her functional responsibility. In these cases, the proposed team member is provided with sufficient information and back-up reference to enable him/her to prepare written documentation for his/her files to support audit requirements.

6.2.9 Assisting Director/Manager, Human Resources, in planning for an employee relocation and, based upon written requests from the Director/ Manager, Human Resources, preparation and issuance of a Purchase Order to the selected carrier authorizing the movement of the household goods of the employee being relocated.

6.2.10 Insuring that the public carrier selected for the movement of household goods or any other cargo is:

The best carrier available for the job, has quality basis equipment and, where applicable, specialized equipment (air ride vans and riggers required for the movement of electronic and similar delicate equipment).

Where applicable, able to provide the most economical rates based on competitive bidding for a job.

6.2.11 If necessary, issue a Purchase Order for procurement of items requested by Requisitions after assuring that all required approvals including budgetary approvals have been obtained by the originator of a Requisition (A complete set of Terms and Conditions will be included with each Purchase Order).

6.2.12 Maintaining a system of accountability of incoming supplies vs. quantities ordered, a list of permissible general ledger accounts, and a solicitation and bidders list.
6.2.13 Purchasing Agents must be trained on activities prohibited by Purchasing Agents (i.e. acceptance of kickbacks, conflicts of interest, gratuities, etc.) 
7.
PROCEDURE

The purpose of this procedure is to establish a guide that must be followed by personnel when ordering on a “Requisition for Purchase”.

7.1
Preparing the Requisition
The Requisition form must be completed item for item by the orginator as follows:

7.1.1 A complete description of the item(s) to be purchased, including the part number and/or catalog number. Include drawings, specifications; data sheets, etc., when required for procurement of the item(s). If it is necessary or desirable to purchase an item(s) not identical to that requisitioned, the requisitioner will be contacted before proceeding with purchase.

7.1.2 If a procurement is a direct charge against a contract which specifies that items being procured must meet specific government specifications, the required specifications must be shown in detail on or referred to in the Requisition and attached thereto.

7.1.3 Show justification and/or benefit for ordering the material or services (i.e. subscriptions and memberships). If special justification is required, attach a memo to the requisition (i.e. sole source justification).
7.1.4 Estimated or actual value if known.

7.1.5 Recommended source – The final selection of a source resides solely with the Purchasing Agent; however, all known sources should be recommended by the requisitioner. 

7.1.6 Provide a description of the item(s) that are requested in the “The following requisition is needed for” block on the Requisition for Purchase form in enough detail so that the proper accounts, sub-accounts and/or contracts can be assigned by the Controller.

7.1.7 Requisition by: Name of Requisitioner, extension number and signature as originator. 
7.1.8 Deliver to:  Address/Location.

7.1.9 Date Requisition is prepared.

7.1.10 Date Required:  Show actual required date.

7.1.11 When issuing a change order or a Purchase Requisition referencing a previous or existing Purchase Requisition, refer to this Purchase Requisition number in the body of the Requisition.

7.1.12 Incomplete Requisitions must be returned to the originator for any missing information or approvals.

7.1.13 Obtain signature of designated approving authorities as required by Paragraph 11 of this Policy.

7.1.14 If direct charge procurement is involved, the requisition will be forwarded to the Director of Contracts for other required approval action and subsequent submission to the Corporate Purchasing Agent for procurement action.
7.2 Emergency Procurement

In emergency situations, items may be purchased by an employee of the Company from local sources up to a maximum of $100.00 with subsequent reimbursement being made after the fact on a Petty Cash Voucher when approved by the employee’s supervisor/manager and submitted in accordance with Policy #7006 Petty Cash.

9.1 Corporate Purchasing Agent:
7.2.1 Upon receipt of a completed Requisition, the Purchasing Agent will submit the requisition to the Controller who will assign the correct Account Number(s). The Corporate Purchasing Agent will then prepare the Purchase Order transcribing thereon all appropriate information from the Requisition for Purchase when necessary.  

8.0 RECEIVING

8.1 Material/Supplies

Requestor receiving supplies must sign and date the “packing slip” verifying that the supplies/materials shipped are in accordance with the purchase requisition and in satisfactory condition and return it to the Purchasing Department. If there is no “packing slip” available, the requestor must provide the Purchasing Agent with a memorandum detailing the supplies/material that were received, that they are in good order and in the correct quantity and quality.

8.2 Services

Requestor must verify that the services requested were performed and he/she must provide a memorandum to the Purchasing Agent stating that the services were performed and in satisfactory condition.

9.0 PURCHASE REQUISITIONS FROM LOCATIONS OUTSIDE THE CORPORATE OFFICE
9.1 The receiving function is performed by personnel independent of the buying function and accounting functions.

9.2 Normal Purchase Requests will be sent to the Corporate Purchasing Agent in   the Corporate Office after the necessary signatures at the site have been obtained (i.e. Program Manager, Contracts, President/CEO, if applicable).

9.3 Emergency requests can be sent via facsimile or telephoned to the Corporate Purchasing Agent at any time. The original must be immediately mailed to the Corporate Purchasing Agent indicating the facsimile or telephone conversation.

10.
DELEGATION OF AUTHORITY FOR PURCHASE REQUISITIONING
All purchase requisitions must be signed by the Originator, Manager, Sr. Executive Vice President/COO and the President/CEO. 

11.
EXCEPTIONS

Exception to this policy requires prior approval of the President/CEO.

12.
REFERENCES

7001 Authorized Travel Expenditures.

7002   Procedure for Petty Cash.

8003
Permanent Relocation of Newly Hired Employees within the Continental U.S.

8004 Permanent Relocation of Existing Employees within the Continental U.S.

The following forms are incorporated into this policy by reference and can be found in the forms section:

· Purchase Requisition

· Purchase Order
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