RESOLUTION
Spokane Tribal Resolution 2016-232

UPDATED PURCHASING/PROPERTY POLICY AND PROCEDURES

WHEREAS, the Spokane Tribal Councll is the duly constltuted governing body of the Spokane Tribe by
authority of the Constitution of the Spokane Tribe; and

WHEREAS, undér the Constitution of the Tribe, the Spokane Tribal Council is charged with the duty of
protecting the health, security and general welfare of the Spokane Tﬁbe and all reservation residents; and

WHEREAS, and the Spokane Tribal Purchasing/Property Department has been updated'to change the -
Small Purchases Threshold to add a Type 1 and Type 2 purchase; and _

WHEREAS the Finance Officer and Executive Director recommend approval of the updated
Purchasing/Property Policy and Procedures; and

WHEREAS, upon approval of the updated Purchasing/Property Policy and Procedures the policy shall
become effective for all tribal programs, departments and/or employees operatmg under the Spokane

Tribal Government; and

NOW, THEREFORE, BE IT HEREBY RESOLVED by the Spokane Tribal Business Council meeting
in Special Session this 4" dayof May, 2015, that the Tribal Council does hereby approve and
authorize signature authority to the Tribal Council Chairwoman or her designated representative on the

Updated Purchasing/Property Policy and Procedures.

Certification

The foregoing was duly enacted by the Spokane Tribal Business Council on the 4t day
of May, 2016, by the vote of 5 for 0 against and 0 abstain under authority contained in
Article VIII of the Constitution of the Spokane Indians ratified by the Spokane Tribe on

November 22, 1980.

Chairwoman ,
Spokane Tribal Business Council

Yes | No |Abstain | Absent
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Tribal Council Date

Spbkane Tribe of Indians

P.O. Box 100 » Wellpinit, WA 99040 = (509) 458-6500 » Fax (509) 458-6575

PURCHASING/PROPERTY DEPARTMENT POLICIES
(Amendment # 4)

April 1, 2016

This Purchasing/Property Department Policy has been prepared as a guide for all
managers/directors of the Tribe. The policy established is here for all of us to implement;
implementation will begin at time of signature by the Spokane Tribal Business Council. You are
the individuals who must apply and put into action the below policies. It is upon you that we
depend for the successful development of a productive and harmonious working environment.

Accordingly, policies have been developed that challenge each of us to set standards of conduct
and work related purchases that honors our families, our work community and us. Each manager
and/or director will need to thoroughly familiarize themselves with the obligations and
responsibilities, as noted in these policies. To ensure fairness in all of our undertakings we must
seriously consider what is best for our organization today, tomorrow and the future.

Sawl Ecar.  8/5//s

Original Resolution #:

2012-039/2013-407

Amended Resolution #:

2016-048

Aménded Resolution#:
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Spokane Tribe of Indians

P.O. Box 100 » Wellpinit, WA 99040 « (509) 458-6S00 « Fax (509) 458-6575

PROPERTY: Section A

Sec A... Pﬂ -I... Pg‘ 2-..
' Organization and Objectives

The purchasing/property director and staff have the responsibility of safe guarding tribal assets
and assuring all documentation has proper, authorized signatures. The purchasing/property
director is also responsible for the formulation of property management policies and procedures,
interpreting all instructions and regulations pertaining to the management of property or materials
for the Spokane Tribe of Indians. The Purchasing/Property director will maintain and operate a
Property Management System that ensures systematic control, maintenance, surveillance,
optimum utilization and disposal of all property or materials in the custody of the tribe. The
property management system will effectively support all user program requirements with an
emphasis on continuous accountability of property from acquisition through final disposal.

Sec A... Prt 2., Pg. 2...

Property Custodians
(2 CFR 200.313(d))

Each tribal department and program will have an appointed Property Custodian (known from here

~ forward as: PC) who will be responsible for non-capital and sensitive property assigned to their

specific departments or areas. The property custodians are appointed by the supervisor of each
department or program of the Tribe. Each department must furnish the purchasing/property
director; at the beginning of each fiscal year, with a list of all assigned personal property
custodians. However, if the current PC is not available to complete the requirements, the program
manager/director must notify the purchasing/property department within 10-days. Each appointed
PC is responsible for the property and equipment assigned them, while safeguarding and
monitoring the use and location of property within the department or program. Each PC will be
contacted by the inventory specialist for any and all questions regarding Spokane Tribal property.
Also, the listed PC will be contacted for annual Spokane Tribal inventories and for any questions
regarding insurance coverage’s. '

Sec A... Prt3... Pg. 2

Property Accouhtability and Utilization
, (2 CFR 200.313(d)) '

The PC is responsible for monitoring and safeguarding all Spokane Tribal Property designated to
his or her custody. Spokane Tribal equipment which have a Tribal fee simple title, may be utilized
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Sec A... Prt3... Pg. 3 (éont.)

“only” as described below; by enrolled tribal members or their inmediate family (family
definition is according to Spokane Tribal policy & procedures manual) living within the Spokane
Tribe of Indians seeded territory. All requests must be written and approved by program managers
with the department director’s approval. .

Tribal Vehicles (with tribal fee simple title) ---- Use of the vehicles listed under the
Spokane Tribal general fund are allowed for personal use under the following conditions -
“only”; by immediate family (family definition is according to Spokane Tribal policy &
procedures manual) members, living within the Spokane Tribe of Indians seeded territory.

¢ . Funerals of Enrolled Tribal Members or an Enrolled Tribal Members Spouse

Tribal Program vehicles (with either “tribal conditional, restricted or reversionary title
(2CFR 200.431(f) and 41CFR§102-34.205) -- Personal use of vehicles under other tribal
programs by tribal members or employees is “prohibited” under all circumstances

HHS handicap vans may be utilized by tribally enrolled members for medical
appointments. Users must have written authorization and provide a copy of a current and
valid driver’s license to the purchasing/property department prior to use. If the van was

_ purchased with federal funds, it cannot be used by someone outside of the program. The
program staff can drive the tribal member, but the member cannot use the van unless it was
purchased with tribal funds. '

Law Enforcement vehicles are allowed to be used by 24-hour on-call emergency
personnel; however, prior written approval from the program director must be submitted

and on-file with the purchasing/property department.

With an “approved” contract the Spokane Tribal Roads Program and the Spokane Tribal
DNR Programs may contract usage of (with program employee assistance) any heavy or
program equipment. The Roads and DNR Programs will schedule the use according to :
availability and program time. All equipment must be operated by program staff according
to and only with approved program fees and/or rates. Funds generated by such use will be
defined as program income and will be put back into the program and used for the -

purposes of the program and in accordance with the standards for the program.(2 CFR
200.307(e)(2) and 25 USC 4505-1(m) )

Program equipment---- Use of these items is prohibited unless allowed under the current
grant or contract Scope of Work. -

Sec A... Prt 4... Pg. 3...
’ Tracking of Property
(2 CFR 200.313)

Transfers
Programs transferring and requesting property will and/or must follow tribal funding and agency .
guidelines. Transfer requests will be completed with the assistance of the purchasing/property




Sec A... Prt 4... Pg...4 (cont.)

Director. All transfers must have completed transfer documents (form #: STOI 10/16 001; forms
are provided by the purchasing/property department). submitted to the purchasing/property
department. When equipment is no longer needed for the original program or project, the
equipment may be transferred to other Tribal program activities in the follbwing order of priority:

‘ (i) Activities under a Federal award from the same Federal awardlng agency whnch funded
the original program or project, then

(ii) Activities under Federal awards from other Federal awarding agencies, then
(iii) Activities under other Tribal ﬁrograms (2CFR 200.313(c))

All financial questions regarding insurance premiums for insured equipment being transferred will
be taken care of by the two departments involved. All insurance premiums and/or payments for
transferred items will be determined by both departments and noted on the transfer document prior
to final signatures. :

Disposals/Losses/Thefis
Any items given to other departments, no longer used, destroyed, lost, stolen, or broken must
follow tribal policy unless specified otherwise in contracts/grants. In such cases it is the tribe’s
policy to have completed all appropriate forms (form #: STOI 10/16 002, or STOI 10/16 003) for
each item submitted to the purchasing/property office. The purchasing/property office, along with
the reporting department, will then take the proper steps for completion. Copies of appropriate
forms will be available from the purchasing/property department.

Sec A... Prt 5... Pg. 4...
Purchase Deliveries

Capitalized and Non-capitalized purchases delivered directly to each department must be reported
to the purchasing/property office, by the responsible PC. The Purchasing/Property Department
will complete a Property Receiving report (2CFR 200.303). Purchaser needs to identify makes,
models, serial numbers, dates of purchase, vendors, program fund numbers used to purchase item,
and cost of items. Then, reported items will be added by the purchasing/property department to
inventory, insurance, and tagged if necessary and/or according to Sec A... Prt 8... Pg. 5

Sec A... Prt 6... Pg. 4...

Control of Property
(2 CFR200.313)

The purchasing/property director will maintain records of all capitalized personal property
(according to Sec A... Prt 8... Pg. 5...) for the Spokane Tribe. Property records must be maintained
to

include a description of the property, a serial number or other identification number, the source of
funding for the property (including the FAIN), who holds title and the type of title (fee simple,
conditional, reversmnary or restricted), the acquisition date, and cost of the property, percentage of

Federal participation in the project costs for the Federal award under which the property was
4




acquired, the location, use and condition of the property, and any ultimate disposition data
including the date of disposal and sale price of the property (2 CFR 200.313(d)(1). However; PC’s

Sec A... Prt 6... Pg. §... (cont.)

are responsible for: proper storage, maintenance, use and accountability of property and materials
assigned to them.

It is the responsibility of each tribal department to report to the purchasing/property department;
through the completion of the transfer, disposal, or loan documents, when property is transferred,
loaned, stolen, damaged or no longer in use. -

Sec A... Prt 7... Pg. 5...

Inventories
(2 CFR 200.313) .

The purchasing/property department will routinely, and/or at a minimum; annually, inventory each
tribal department according to a current list of inventoried items. (2CFR 200.312) Any changes

will be completed and/or corrected by the purchasing/property department and an updated
inventory filed. Items that are required to have tribal tags for inventory will have a bar code. label
affixed in an area easily read; vehicles will use license plate as tag reference. Fol]owmg is a list of

items that will be tagged.

A: ALL CAPITALIZED EQUIPMENT
Equal to, or Greater than $5,000.00 total acqmsmon cost and a useful life of one (1)
year or more. “ALL” cars, trucks, recreational vehicles, tractors, trailers, or
moving vehicles (SIR plates will be used as tags if applicable)

B: NON-CAPITALIZED EQUIPMENT-
1. Electronics with a life span of 3 years or more and valued at $1 000.00 or

above.
2. Appliances with a life span of 3 years or more and valued above $600.00

3. Office Equipment with a life span of 3 years or more and valued at
$1,000.00 or above.

C: SENSITIVE ITEMS .
All sensitive items, including computer equipment (as units) that is not tagged
should continue to be monitored and accounted for. Department PC’s, supervisors,
or directors are the responsible persons for all such equipment.

Sec A... Prt 8... Pg. §...

Lost, Stolen, Damaged or Missing Property
(2 CFR 200.313)

The PC will immediately report to the purchasing/property departnient any lost, stolen, damaged
or missing property using the “Lost/Stolen or Damaged Property Form” (STOI 10/16 002). If the
property was stolen a police report also needs to be filed.




" SecA... Prt9.. Pg. 6.

Unserviceable Property
(2 CFR 200.313)

For property or material determined unserviceable by the PC (property custodian), a “Disposal

Form” (STOI 10/16 003) will be initiated and forwarded to the purchasing/property department.

The purchasing/property department will determine property disposition procedures after a review

of the property and its condition. If appropriate, the purchasing/property department shall make a

determination of “fair market value” prior to disposal to determine compliance requlrements

related to disposal (2CFR 200.313(e) ). . ‘ |

Electronic and computer equipment must be analyzed by the IT Department; the IT department
will be responsible for all computer/electronic equipment disposal or excess approvals. If there
are any tribal tracking tags on any item, the IT department will notify the purchasing/property
department. If the IT Department approves electronic or computer surplus equipment their initials
must be documented on a disposal form (STOI 10/16 003) .

Sec A... Prt 10... Pg. 6...

Surplus/Excess Property
(25 CFR 900 Subpart )

The purchasing/property department will review all property reported as excess as indicated on a
transfer document (form STOI 10/16 001), review funding source requirements, and keep updated
lists on all items for their possible use and transfer. If no need is established the
purchasing/property department will determine the final disposition of the property or material.
Property moved from excess to surplus, will be cleared for final disposal and destroyed or sold to
the highest bidder after items are posted to the public for at least 10 days. All surplus property

. being advertised for bids must be approved by resolution prior to posting.

Periodically the purchasing/property director will screen government sites and maintain contacts
with GSA and DRMS to determine availability of excess items from the various government
agencies and will notify the department/program managers of materials or property that is
available. :

| Sec A... Prt 11... Pg. 6...

Maintenance
(2 CFR 200.313)

Routine Repair and AdJustment of Equipment:
"This is done when convenient or on a scheduled basis and is accomplished by the user.

Preventive Maintenance:
This is maintenance performed on a regularly scheduled basis to- prevent major
breakdowns. Preventive maintenance includes periodic cleaning, servicing, mspectlon,

and replacement or working parts.

Emergency Repair:
This is unscheduled repair as a result of equipment failure. Wlthm the maintenance
function, routine repair and preventive maintenance are designed to keep emergency

repairs to a minimum. If properly performed these maintenance procedures result in direct
_ 6




Sec A... Prt 11... Pg. 7... (cont.)

dollar savings. Appropriate records will be maintained for all tribal vehicles by the
department PC and/or manager and available for review during inventory.

Sec A... Prt 12... Pg. 7... .
: Walk-Throughs

Property inspection tours or walk-throughs are conducted periodically to comply with all .
insurance and federal requirements. Walk-throughs will be conducted by the purchasing/property
manager or his’her designee with the department/program and with the PC at least once every two
years at a mutually convenient time. Walk-through records include: date of tour, participants,
areas covered, and findings. '

Sec A... Prt I3... Pg. 7..

Insurance
(2 CFR 200310)

All capitalized, and items meeting the current deductibles of the tribes insurance values will be
added to the tribes insurance if required or needed. It is the department manager’s responsibility
to notify the purchasing/property department when such an addition or deletion is needed. '
Buildings, storage, or other items will be added if necessary.

Item’s requiring insurance will be added to the policy by the purchasing/property director. .
Federally-owned property need not be insured unless required by the terms and conditions of the
Federal award (2CFR 200.210). All federal equipment purchased or given to the tribe by the
federal government and is held in title by the federal government, does not need to be insured.
However, any equipment purchased with federal dollars and the tribe holds title too; requires
insurance. -

All payments to the tribes insurarice will be the responsibility of the listed department. Lists of
insured items will be sent to all program managers for review prior to renewal for submission of
insurance. Program managers shall indicate any additions or deletions and whether insurance
should be based on replacement cost or fair market value (2CFR 200.310). Insurance coverage
will be completed and paid at the start of the “tribes” fiscal year. Managers “must” approve
invoices at least 15 days after invoices are distributed.

Tribal employees who are using their personal vehicles for tribal business must carry at least
liability insurance at all times. Employees on official tribal business must possess a valid driver’s
license and must have a DMV background conducted without a DUI or more than three moving
violations within the last three years (as mandated under DOI regulations). According to the
trib¢’s insurance policy, those tribal employees using personal vehicles on official tribal business
will rely on their insurance as the primary insurance carrier; tribal insurance will come into effect
only as a secondary source and only for liability coverage. Accident procedures should be kept in

- the glove compartment of each tribal vehicle, if none are found please contact the

purchasing/property department at 509-458-6550 or 509-458-6544. Employees involved in.an
accident while on official business may be required to submit to a post-accident drug/alcohol test
(49 CFR parts 653 & 654).




PURCHASING - SECTION B

Sec B... Prt 1... Pg. 8...
General Information

This section establishes policies for the purchasing/property department. These standards are
established to ensure goods and services are obtained efficiently, and applicable federal and
funding source rules and regulations are complied with. General guidelines for purchases will be
made according to contracts/grants requirements, Code of Federal Regulations (CFR), and other
required Federal Regulations. It is the policy of the tribe to purchase only needed goods or
services which are necessary for the business operations of the Spokane Tribe and to ensure its
business is fairly and equitably distributed. -

It is imperative that we continually strive for lower costs in every area of our daily operations. The
primary responsibility is to provide for the purchase of materials, supplies and services with the
objective that they will be available at the proper time, place, in quantity, quality and price
consistent with the needs of the Spokane Tribe. A

Only tribal council, the executive director, and the purchasing/property director (w/authorization)
are authorized to commit the Spokane Tribe in leases, supplies, agreements or services obtained on
behalf of the tribe. All un-authorized persons signing for, or on behalf of the tribe will be held
financially responsible for any or all parts of signed document and will be subject to personnel
policies accordingly. S ' .

A review by the purchasing/property department of the proposed purchase will be conducted to
avoid purchases of unnecessary or duplicate items. Consideration should be given to
consolidating procurements to obtain a more economical purchase. Where appropriate, an
analysis will be made of lease versus purchase alternative, and any other appropriate analysis to
determine the most economical approach. Departments are encouraged to verify availability of
any surplus or excess property in lieu of purchasing new equipment whenever possible.

Sec B... Prt 2... Pg. 8...
Purchasing and Property Responsibilities

The Spokane Tribe and/or its departments will make awards only to responsible, reliable, and
responsive contractors and vendors possessing the ability to perform successfully under the terms
and conditions of a proposed procurement and/or contract. Consideration will be given to such
matters as contractor integrity, compliance with public policy, record of past performance, and
financial and technical resources. Purchasing personnel are to seek to obtain and purchase all
goods at the lowest possible cost, considering the guidelines of prices, service, quality,
responsibility, and delivery.




Sec B... Prt 2... Pg. 9. . (cont.)

The purchasing/property department has the responsibility of making the final determination on
sources of supply, quantities purchased, delivery schedule and price negotiations when needed.
Other than general supplies and services these decisions will be made with the assistance of the
requesting department. Purchasing/property department is responsible for initiating and
maintaining effective and professional relationships with suppliers. The purchasing/property
department staff will conduct all correspondence with suppliers involving prices or quotations in
writing. In cases where details are necessary, the using program may correspond with suppliers
and shall provide the purchasing/property department with copies of all correspondence. Close
communication between purchasing/property and program must occur. When vendor sale
representatives make personal sale calls, they are to be directed to the purchasing/property
department.

All purchasing employees involved in the purchasing activities shall work to maintain the Spokane
Tribe’s image by good public relations. Purchasing is to assume full authority to question the
quality and kind of material asked for in order to assure that the best interest of the Spokane Tribe
are served. Purchasing/Property is to inform ordering programs whenever the quantity or
specifications of material ordered are inconsistent with purchasing practices, or market conditions.
Purchasing/property shall work to establish and encourage punctual delivery of goods or services
in correct quantities. '

The Purchasing/Property Department will be responsible for posting bids, proposals, and quotes
for all departments in a timely manner. Requests for postings will be requested using and
completing the bid request form (form # STOI10/16-005). When the complete form, and any
required documents are received by the purchasing/property director a draft will be forwarded

" back to the requesting department for review and approval within 7 working days. The

purchasing/property department will have the responsibility to post the final bid, proposal, or
quote within 3 working days from the date of final approval of the requesting department.

Sec B... Prt 3... Pg. 9...

Code of Conduct
(2 CFR 200.318(c))

Any individual participating in the ordering, selection or award of a procurement action, will
demonstrate no conflict of interest whether real or apparent. Conflicts of interest can arise -
whenever an employee of the purchasing department, ordering department; or any member of their
family employed in the organization in which the procurement is taking place, and/or any member
of the tribe that has a financial or other interest in or a tangible personal benefit from a firm
considered for a contract.

No tribal employee will accept gifts, personal loans, entertainment or other special considerations
from an individual or business organization doing business with the

Spokane Tribe of Indians. Items received with a value of $10.00 or more should be delivered to
the purchasing/property director. No tribal employee will permit any influence that could conflict
with the best interest of the Spokane Tribe, or prejudice the Spokane Tribe’s reputation.
Individuals who represent the Spokane Tribe must be beyond challenge or reproach in every
business transaction and not allow themselves to be put into a position where



Sec B... Prt 3... Pg. 10... (cont.)

their judgment can be influenced. Any employee who is offered or receives such payment or gift
of more than a $10 dollar value should/may refuse the offer in a tactful and dignified manner;
advising the giver of the Spokane Tribes policy prohibiting its acceptance. If the employee
accepts any gifts with a value of $10.00 or more they will be subject to disciplinary action.
Department Managers will assure conformity to this policy by assuring compliance by their
subordinates. ‘

Sec B... Prt 4... Pg. 10...

Conflict of Interest
(2 CFR 200.318(c))

A conflict of interest exists when the personal business or professional concerns of a staff member
are real and/or apparent and conflict with the interests of the entire tribe. When the personal or
professional concerns of a staff member affect his or her ability to put the welfare of the Tribe
before personal benefit, a conflict of interest exists. Staff must remember that as representatives
of the Spokane Tribe, their conduct during work hours reflects upon the integrity and honor of the
Tribe, and they must act accordingly. To address conflicts of interest in the procurement process
the following rules apply:

% No staff may take any procurement action on a matter in which the staff member has a
known direct, indirect, or apparent economic interest that would benefit by the action or
that conflict with the interest of the Tribe.

< Staff may not use their position for private gain or for the gain of their immediate family.
“Immediate family” includes: a spouse; a child, stepchild or adopted child; grandchildren;

- parents or step-parents; grandparents; siblings; aunt or uncle and niece or nephew.

Examples of matters that could involve private gain include but are not limited to: A)
awarding contracts to family members. B) Procuring from family owned businesses.

% Tribal employees cannot be hired under contract to perform services for their cost center or
fund/program/department.

Tribal staff being hired under contract within other Tribal programs must provide legitimate
services with the following verification attached to any contract service, prior to approval of the
contract:

A) A letter of approval from the immediate supervisor that validates the service does not pose a
conflict of interest with their primary tribal position :

B) A time schedule, (within regular work hours of employee or after regular work hours)

C) A copy of the contract to be retained in the employee’s work file. Staff cannot be hired under
contract to perform a function equivalent in nature to the function for which they are employed
Fair Labor Standards Act (FLSA). Staff hired under contract must meet the “independent
contractor” criteria (IRS Pub. 15A)

«% Staff has an affirmative duty to disclose to their Supervisor and the Executive Director
known hidden interests, direct or indirect, that would benefit from actions by the
Supervisor or Executive Director. Staff should abstain from recommending procurement
action where that staff person has an appearance of a conflict of interest.




Sec B... Prt 5... Pg. 11...

Competition
(2 CFR 200.319)

All procurement transactions will be conducted in a manner providing full and open competition.
Some of the situations considered to be restrictive of competition include but are not limited to:

% Placing unreasonable requirement on.firms in order for them to qualify to do business.

% Requiring unnecessary experience and excessive insurance.

< Noncompetitive awards to consultants that are on retainer contracts

% Organizational conflicts of interest. '

% Specifying only a “Brand Name” product instead of allowmg “an equal” product to be
offered and describing the performance of other relevant requirements of the procurement

% Any arbitrary action in the procurement process.

In order to ensure objective contractor performance and éliminate unfair competitive advantage,
contractors and consultants that develop or draft grant or contract proposals submitted to the
funding :

agencies, procurement specifications, requirements, statements of work, or invitations for bids or
requests for proposals must be excluded from competing for such procurements. (2 CFR
200.319(a)) :

Departments will have written selection procedures for proposals and submit to the -
purchasing/property department:

% Clear and accurate descriptions of the technical requirements for the material, product, or
service to be procured. Such descriptions shall not, in competitive procurement contain
features which unduly restrict competition. The description may include a statement of the
qualitative nature of the material, product or service to be procured, and when necessary,
shall set forth those minimum essential characteristics and standards to which it must
conform if it is to satisfy its intended use. Detailed product specifications that are
considered restrictive should be avoided if at all possible. When it is impractical or

-uneconomical to make a clear and accurate description of the technical requirements, a
“brand name or equal” description may be used as a means to define the performance or
other salient requirements of procurement. However, the specific features of the named
brand which must be met by offerors shall then be clearly stated; and

% Identify all requirements, which the offerors must fulfill, and other factors to be used in
evaluating bids or proposals

Departments will ensure that all pre-qualified lists of persons, firms, or products, which are used
in acquiring goods and services, are current and include enough qualified sources to ensure
maximum open and free competition. Also, departments will not preclude potential bidders from
qualifying during the solicitation period.

11




Sec B... Prt 6... Pg. 12...

_Purchasihg Thresholds
(2 CFR 200)

Cultural Purchase Threshold

All services pertaining to cultural activities or services, and; or, are available to tribal members, -
are required to be posted. All postings for services will be posted for a minimum of 10-days and
are required to be posted through the purchasing/property department. All services and/or
activities require an approved contract between the awarded vendor and the Spokane Tribe of

Indians prior to any services being provided.

Micro-Purchase Threshold
A Micro Purchase is a purchase of equipment, consulting/professional services, or construction.

A micro purchasing threshold for construction is any purchase costing between $0.01 and
$2,000.00.

A micro purchase threshold for consu]ting/professional services is any purchase costing
between $0.01 and $2,500.00.

A micro purchase threshold for equipment is any purchases costing between $0.01 and
$3,000.00. :

Any procurement transaction estimated to cost from $0.01 to the Micro Purchase threshold ($2000
for construction services, $2500 for consulting or professional services or $3000 for equipment,
hardware or supplies) and that does not have a perceived conflict of interest does not require
competitive bid, quotes, or proposals. .

% A purchase of construction services under $2000 needs only one quote.
% A purchase of a consultant under $2500 needs only one quote.
& A purchase of supplies or equipment under $3000 needs only one quote.

The purchasing/property department and the program manager shall not subdivide the requirement
to get the purchase under the defined threshold. If needed the purchasing/property department and
program manager/director will make every effort to get the best reasonable price. Quotes for
micro-purchases can be obtained by the program manager/director; however, copies of all
documentation for the purchases must be forwarded to the purchasing/property department when
complete. o

12




Micro Purchases Requiring Bids, Quotes, or Proposals
Any micro-procurement transactions estimated to cost from $0.01 to the Micro Purchase threshold
($2000 for construction services, $2500 for consulting or professional services or $3000 for
equipment, hardware or supplies) with a perceived conflict of interest requires competitive quotes

Sec B... Prt 6... Pg. 13... (cont.)

or bids. In these cases competitive quotes must be obtained by the purchasing/property
department. The program manager is responsible to submit to the purchasing/property department
form number STOI 10-16 005 along with a statement of work, a list of requirements for the
proposed contract, specifications and any other pertinent information for the proposed contract.
This information will be used by the purchasing/property department to obtain-quotes. After the
program manager/director submits the complete information to the purchasing/property
department the request for quote will be completed and/or posted within 10-working days.

Small Purchases Threshold-Type 1
A Small Purchase-Type 1 is more than a micro purchase but less than a Small Purchase- Type 2.

The small purchase is an aggregate purchase of equipment, consultmg/professwnal services, or
construction.
A small purchasing threshold (in aggregate) is for construction for any purchase costing
between $2,001.00 and $25,000.00.

A small purchasing threshold (in aggregate) for consulting/professional services is any.
purchase costing between $2,501.00. and $25,000.00.

A small purchasing threshold (in aggregate) for equlpment is any purchases costing
betwcen $3,001.00 and $25,000.00. .

Small purchases require reasonable price comparison using three quotes. The quotes must be
written and email quotes are acceptable. The quotes must be provided by a vendor or sales person.
The quotes must be comparing similar products/services to be acceptable. The quotes may be
obtained by the program manager. Unless there is a perceived conflict of interest then the quotes
must be obtained by the purchasing/property manager. The quotes do not require cost/price
analysis. The quote must be summarized on the Small Purchase-Type 1 request form and must be
submitted to the purchasing/property department for approval. The purchasing/property
" department manager or his/her designee will authorize the purchase on the request form. The
manager may obtain a purchase order after approval. The property request form and the quotes
will be maintained in the property office.

Small Purchases Threshold-Type 2

A Small Purchase is an aggregate purchase of equipment, consulting/professional services, or
construction.

A small purchasmg threshold (in aggregate) is for construction for any purchase costing
between $25,000.01 and $99,999.99
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