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1.0 INTRODUCTION 

1.1 General. Established for the Roxboro Houstnt Authority (Jlereinafter, "the .4iency") by 
Action of the Agency Board of Commissioners (Board) on 7'l18t'f'-6 I _, 20Jj, this 
Procurement Policy (Policy) complies with the Annual Contributions Contract (ACC) between 
the AHency and the United States Department of Housing and Urban Development {HUD), 
federal Regulations at 2 CFR §200.317 through §200.326, Procurement Standards, the 
procurement standards of the Procurement Handbook for Public Housing Authorities (PHAs), 
HUD Handbook 7460.8, REV 2, and applkabte State and Local laws. 

2,0 GENERAL PA.OVfSIONS 

2.1 G4ffler11I. The Agency shall: 

2.1.1 Provide for a procurement system of quality and integrity; 

2.1.2 Provkle for the fair and equitable treatment of all penons or firms involved tn 
purchasifli by the Agency; 

2.1.3 Ensure tflat supplies and services (tocluding construction) are procured 
efficiently, effecttvely, and at the most favorable and valuable prices avaitable to 
the Agency; 

2.1.-4 Promote competition in contracting; and 

2.1.5 Assure that the Agency purchasing actions are in full compliaoce with applicable 
Federal standards, HUD regulations, State, and local laws. 

2.2 Application. This Policy applies to all procurement actions of the Agency, re9ardless of the 
source of funds, except as noted under 111exclu:dons" below. However, nothlna in thts Policy 
shall prevent the Agency from complying with the terms and conditions of any g:rant1 

contract, gift or bequest that is otherwise consistent with the law. When both HUD and non· 
Federal grant fl..Slds are used for a project, the work to be accomplished with the funds 
should be separately identtflecl prior to procurement so that appropriate requ1rements can be 
applied, if necessary. If It is not posslbte to separate the funds, HUD procurement regulations 
shall be applied to the total project. If fmds and work can be separated and wor1c can be 
completed by a new contract, then regulations applfcable to the sou-ce of funding may be 
followed. 

2.3 Definition. The term "procurement," as used in this Policy, iocludes the procuring, 
pu-chasing, leasing, or renting of: (1) goods, supplies, equipment, and materials, (2) 
construction and maintenarx:e; consultant servkes, (3) Architectural and Engineeortng (A/E) 
services, (4) Social Services, and (5) other services. 

2.4 Exclusions. This policy does not govern admirristrattve fees 8fned under the Sect1on a voucher 
proeram, the award of vouchers under the Section 8 program, the execution of landord 
HOUSVli Assistance Payments contracts lJlder' that prosram, °' non-program income, e.g., 
fee-fOf•service reYenUe under 24 CFR §990. These excluded areas are subject to applicable 
State and local reciuirements. 

2.5 ChanteS tn Laws and Re,Julatlons. In the event an applicable law or resulation Is modirted 
or eliminated, or a new Law°' regulation is adopted, the revised Law or resulation shall1 to 
the extent inconsistent wfth the5e Policies, automatically supersede these Policies. 
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2.6 PubHc Access to Procurement Information. Most procurement information that is not 
proprietary ls a matter of public record arld shall be available to the public to the extent 
provided in the State of North Carolina Freedom of Information Act under G.S. §132-1, 

3.0 ETHICS IN PUBLIC CONTRACTING 

3.1 General. The Agency hereby establishes this code of conduct regarding procll'ement issues 
and actions and shall imptement a system of sanctions fOf' violations. This code of conduct, 
etc., ts consistent with appUcable Federal, State, or local law. 

3.2 Conflicts of Interest. No employee-, officer, floard member, or a:aent of the Agency shall 
part1clpate directly Of' Indirectly In the selectton, award, or admtntstration of any contract if 
a conflict of interest, either real or apparent, would be involved. This type of confUct would 
be when one of the persons listed below has a financial or any other type of interest in a firm 
competing for the award: 

3.2.1 An employee, officer, Board member, or agent Involved In makine the award; 

3.2.2 Hfs/her relative (including father, mother, son, daughter, brother, sfster, uncle, 
aunt, first cousin, nephew, niece, husband, wife, father-in-law, mother-in-law, 
son-in-law, CDughter-in-law, brother-in-law, slster·ln·law, stepfather. 
stepmother, stepson, stepdau11hter, stepbrother, stepsister, half-brother, or hatf
sister); 

3.2.3 Hislher partner, or 

3.2.4 An organization which employs or is negottatfng to employ, or has an arrangement 
concerning prospecttve employment of any of the above. 

3.3 Gratutttes, Kickbacks. end Use- of Confidential Information. No officer, employee, Board 
member, Of' agent of the Agency shall ask for or accept gratuities, f avcn, or items of more 
than $25.00 In value from any contractor, potential contractor, or party to any subcontract, 
and shall not knowingly use confidential tnformatton for actual or anticipated personal gain. 

3.4 Prohlbltfon apfnst Contingent Fees. Contractors wanting to do business with the Agency 
must not hire a person to solicit Of' sea.Jre a contract fOf' a commission, percentage, 
brokerage, or contingent: fee, except for bona fide established commercial sellins a8t'f'lcies. 

◄ .O PROCUREM!NT PLANNING 

◄ .1 General. Planning is essential to managing the procurement fLmct1on properly. Hence, the 
Agency will periodically r'evtew its record of prior purchases, as well as future needs, to: 

4.1.1 find patterns of procUl"ement actions that could be perfonned more efficiently or 
economk:ally; 

◄ .1.2 Maxtmfze competition and competitive pricing among contracts and decrease the 
Agency's procurement costs; 

4', 1. 3 Reduce Agency administrattve costs; 

◄ .1. ◄ Ensure that s~tes and services are obtained without anv need for re
procurement (i.e., resolving bid protests); and 
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-4.1.5 Minimize errors that occ...- when there is inadequate lead time. 

Consid«atfon shall be given to $torage, security, and handling requirements when planning 
the most appropriate pLB"chasing actions. 

5.0 PROCUREMENT M!THODS 

5.1 Petty Cesh Purchases. Purchases under $~0 may~ handled through the use of a petty cash 
account. Petty Cash Accounts may be established In an amount sufficient to cover small 
purchases made during: a reasonable period, e.g., one month. For all Petty Cash Accounts, the 
Agency shall ensure that security 1s mamtained and only author17.ed indMduals have access to 
the ac:count. These accounts shall~ reconciled and replenished periodically. 

5.2 Small Pllrchase- Procedures. For any amounts above the Petty cash ceiling, but not 
exceeding $150,000, the Agency may use small pw-chase p.-oce<kJres. Under small purchase 
procedures, the Aaency shall obtain a r~~nable r,1.111.ber of quotes (preferably three); 
however, for purchases of less than SJ,0,,0 (except for construction procurements which is 
set at $2,000), also known as Micro Purchases, only one quote is required provided the QLJOte 
is considered reasonab(e. To th~ greatest extent feasible, and to promote competition, small 
purchMeS should be distril:Juted amons Qualified sources. Quotations for Small Purchases 
(QSP), or Quotes, may be obtained orally (either in penon or by phone), by fax, in writing, or 
through e•procurement. Award shall be made to the responsive and respoosible vendor that 
submits the lowest cost to the Agency. If award is to be- made for reasons other than lowest 
price, documentations.hall be provided in the contract file. The Aael1cy shall flot break dO'Nl'I 
requirements aggregating more than the small purchase threshold (or the Micro Purchase 
threshold) into several purchases that are less than the applicable threshold merely to: (1) 
permit use of the ~au ptn:hase procedures or (2) avoid any requirements that applies to 
purchases that exceed the Micro Purchase threshold. 

5.3 Seated Btds. Sealed bidding, also known as Invitation for Btds (IFB), shall be used for all 
contracts that exceed the small purchase threshold and that are not competitive proposals or 
non-competltfve, proposals~ as these terms are defined in thjs Policy. Under sealed bids, the 
,\&ency publicly solicits bids and awards a Orm fixed•price contract (lump sum or unit price) 
to the responsive and responsible bidder whose b1d, conforming: with all the material terms 
and conditions of the IFB, Is the lowest tn price. Sealed bidding ts the preferred method for 
procurifll cOOM:ruction, supply, aCld oon-complex service contracts that are e,cpected to 
exceed S150,000. 

5.3.1 Conditions for U1tn1 Sealed Bids. The Agency shall use the sealed bid method If 
the following conditions are present: a complete, adequate, and reallstk 
statement of work, specification, or purchase description Is available; three or 
more responsible bidders are wflllns and able to compete effectively for the 
work; the contract can be awarded based on a firm fixed price; and the setectlon 
of the successfut bidder can be made principally on the ~t price. 

5.3.2 Solk1tatton and Receipt of Bids. All lFB is issued whkh Includes the 
specifications and all contractual terms and conditions applicable to the 
procurement, and a statement that award will be made to the lowest responsible 
and responsive bidder whose btd meets the requirements of the soUcitation. The 
IFB must state the time and place for both receiving the bids and the pubUc bid 
opening. All bids received will be date and time-stamped and stored unopened in 
a secure place until the public bid opening. A bidder may withdraw the bid at any 
time prior to the bid opening. 
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5.3.3 Bid Opentns and Award. Bids shall be opened pubticly. All bids recetved shall be 
recorded on an abstract (tabulation) of bids, which shall then be made available 
for publ1c inspection. If equal low bids are received from responsible bidders, 
selection shall be made by drawing lots or other similar random method. The 
method for doing this shall be stated In the 1FB. If only one responsive bid rs 
received from a responsible bidder, award shalt not be made unle55 the price can 
be determined to be reasonable, based on a cost or price analysis. 

5.3.4 Mistakes In Bids, Correction or withdrawal of bids may be pennitted, where 
appropriate, before bid openillil by written or telegraphk: notice recetved in the 
office designated in the IFS prior to the timt! set for bid opening. After bid 
opening, corrections in bids me.y be permitted only if the bidder can show by 
clear and convincing evidence that a mistake of a nonjudgmental character was 
made, the nature of the mistake, and the Md price actually intended. A low 
bidder alleging a nonJuda.mental mistake may be permitted to withdraw its bid If 
the mistake is clearty evident on the face of the bid document but the 'il.tended 
b1d is ooclear or the bidder submits convincing evidence that a mistake was 
made. All decisions to allow correction or withdrawal of a bid shall be supported 
by a written clet@rm!nation signed by the Contracting OHicer. After bid open Int, 
changes in bid pr1ces or other provisions of bids prejudicial to the interest of the 
Agency or fair competition shall not be permitted. 

5.4 Competitive Proposals. Unlike sealed biddlntl, the competitive proposal method, also known 
as Request for Proposals {RFP), permits: consideration of technical factors other than pricej 
discussion with oHerors concerning offers submitted; negotiation of contract price or 
estimated cost and other contract terms and conditions; revision of proposals before the final 
contractor selection; and the withdrawal of an offer at any time up until the ~nt of award. 
Award ts normally made on the basts of the proposal that represents the beSt overall value to 
the Agency, considering price and other factors, e.g., techntcal experti5e, past experience, 
quality of proposed staffing, etc., set forth in the solicitation and not solely the lowest price. 

5.◄ .1 ConditloM for Use. Where conditions are not approprtate for the use of sealed 
biddl11R, competittve proposals may be used. Competitive proposals are the 
preferred methoo tor procuring professional services that will exceed the small 
PlKchase threshold. As detailed withkl Section 7.2.B of HUD PrOCt.Wement 
Hnndbook 7460.8 REV 2, "Only under limited circumstances would construction 
services be procured by competitive proposals;" accordfn;ly, construction 
services will most typically be prOCU"ed utiltzlng the sealed bid (IFB) or small 
purchase procedures (QSP). 

5.4.2 Form of Sotidtatlon. Oth@r than A/E services, developer-related servkes and 
energy performance contracting, competitive proposals shall be solicited through 
the issuance of an RFP. The RFP shall clee.rty identify the Importance and relative 
value or eacli or the e-,aluation fact~ as well as any subfactors and pnce. A 
mechanism for fatrty and thoroughly evaluatina the technical and prtce proposals 
shall be established before the solicitation is issued. Proposals shall be handled so 
as to prevent dtsclosure or the runber of offerors, identity of the oHerors, and 
the contents of their proposals until after award. The Agency may assign price a 
specific weight in the evaluation factor! or the Agency may consider pri<:e In 
conjunction wtth tedmkat factm; 'i1. either case, the method for evaluating 
price shalt be e5tablbhed in the RFP. 
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5.4.3 

5.-4.4 

5.-4.4 

Evaluatton. The proposals shall be evaluated only on the factors stated in the 
RFP. Where not apparent from the evaluatioo factors, the Agency shall establish 
an Evaluation Plan for each RFP. Generally, au RFPs shall be evaluated by an 
appropriately appointed Evaluation Committee. The Evaluation Committee shall 
be required to disclose any potential conflicts of interest and to sign a Non
Dlsdosure statement. An Evaluation Report, st.mmarizlng the resulll. of the 
evaluation, shall be prepared prior to award of a contract. 

l'itatottattons. Ne,votiations shall be conducted with all offerors who submit a 
proposal determined to have a reasonable chance of bein&: selected '°' award, 
unless it is detennined that negotiations are not needed with any of the offerors. 
This determination ;s based on the relative score of the proposals as they are 
evaluated and rated in accordance With the technical and price factors specified 
in the RfP. These offerors shall be treated f airty and equally with respect to any 
opportunity for nevoaat1on and revi5ion of their proposals. Mo offeror shall be 
given any information about any other offeror's proposal, and no offeror shall be 
assisted fn bringing its projX)Sal up to the level of any other proposal. A common 
deadline shall be established for receipt of proposal revisions based on 
negotiations. Negotiations are exchanies (in either competitive or sole source 
environment) between the Aljency aod offerers that are undertaken With the 
Intent of allowing the offeror to revise its proposal. These negotiations may 
Include bargaining. Bargafntng includes persuasion, alteration of assumptions and 
posttfons, give-and-take, and may apply to price, schedule, technical 
requirements, type of contract or other terms of a proposed contract. When 
negotiations are conducted in a competitive acqutsition, they take place after 
establishment of the competittve range and are called discussions. Discussions are 
tailored to each offeror's proposal, and shall be conducted by the contracting 
offfcer With each offeror within the competitive range. The primary object of 
discussions fs to maximize the Agency's ability to obtain best value, based on the 
requirements and the evaluatloo factors set forth in the solicitation. The 
contracting officer shall Indicate to, or discuss with, each offerer still being 
considered for award, signiflc:ant weakn6Se'S, deficiencies, and other aspects of 
its proposal (such as technical approach, past perform!IM.e, and tenns and 
conditions) that could, fn the opinion of the contracting officer, be altered or 
explained to enhance materially the proposer's potential for award. The scope 
and extent of discussions are a matter of the contracting offker's Judgment. The 
contracting officer may fnform an offeror that Its price is considered by the 
Agency to be too high, or too law, and reveal the results of the analysis 
st4)p0fttng that conclusion. It ,s also permissible to tndlcate to all offerors the 
cost or price that the Agency"s price analysis, market research, and other revi@Ws 
have identified as reasonable. "Auctioning" (r~ealing one offerer's price tn an 
attempt to get another offeror to lower their price) is prohibited. 

Award. After evatuatton of the revise<l proposals, if any, ttie contract wll be 
awarded to the responsible firm whose techntal approach to the project, 
qualifications, pr1ce and/or any other factors consideredJ are most advantageous 
to the AaerlCY provided ttlat the price ts within the maxinu•n total project 
budiJE'led amount established for the specific property or activity. 
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5 . .C,6 A/£ Services. The Agency shall contract for A/E services usfns Qualifications· 
based Selection (QJl,S) procedures. utilizing a Request for l)Jalifications (RFQ). 
Sealed bidding shall not be used for A/E solicitations. Under QBS procedures, 
competitors' qualifications are evaluated and the most qualified competitor is 
selected, su,ject to negotiation of fair and reasonable compensation. Pnce is not 
used u a selection factor under this method. QBS procedures shall not be used to 
purchase other types of services, other than Energy Perfonnance Contracting and 
Developer services, though architectural/engineering finns are potential sources. 

5.5 Moncompetlttve Proposals. 

5.5.1 Condit1ons for UW. Procurement by noncompetitive proposals (sole- or single
source) may be used only when the award of a contract fs not feasible using small 
purchase procedures, sealed bids, cooperative purchasins, or competitive 
proposals, and if one of the following applies; 

5.5.1.1 The item is a~ilable only from a single sou-ce, based on~ jOOd f~ith 
review of a~ilable sources; 

5,5. 1.2 Art emergency exists that seriously threatens the public health, 
welfare, or safety, or endangers property, or would otherwise cause 
serious injury to the Agency, as may arise by reason of a flood, 
earthquake, epidemic, riot, equipment failure, or similar event. In 
such cases, there must be an immediate and serious need for 
supplies, services, or construction such that the need cannot be met 
through any of the other procurement methods, and the emervency 
prooxement stiall be limited to those suppt'6, services, or 
construction necessary simply to meet the emergency; 

5.5.1.3 HUD authori?es the use of noncompetitive proposals; 06 

5,5. 1 • .C After solicitation of a nwnber of sources, competltton is determirted 
Inadequate. 

5.5.2 Justification. Each procurement based on noncompetittve proposals shall be 
supported by a written jUstiOcation for th@ selectk>n of this method. The 
justification shall be approved in writing by the responsible Contracting Officer. 
Poor planning or lad of planninv ts not justification for emergency or sole-source 
p-ocurements. The jU5ttflcation, to be included In the procurement file, should 
include the fallowing information: 

5. 5. 2. 1 Description of the requirement; 

5.5.2.2 History of prior purchases and their nature (competitive vs. 
noncompeti tfve); 

5.5.2,3 The specific exception in 2 CFR i200.320(f)(1)·(4) which applies; 

5.5.2.4 Statement as to the L.f'llque circumstances that require award by 
noncompetftive proposals; 
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5.5.2.5 Description of the efforts made to find compecitfve soorces 
(advertisement in trade journals or local publications, phone calls to 
la<:al s1.4>pliers, Issuance of a written solicitation. etc.); 

!5.5.2.6 Statement as to efforts that will be taken in the future to promote 
competition for the requirement; 

5.5.2.7 Signature by the Contracting Officer's supervisor (or someone above 
the level of the Contracting Offlc~r); and 

5.5.2.8 Price Reasonableness. The reasonabl~ of the price fo,- all 
pr<>awements based on noncompetitive proposals shall be determined 
by performing an analysis, as described in this Policy. 

5.6 Cooperattve Purchastne/lnt«aovernm«ital Asreements. The Aaency may enter Into State 
and/or local cooperative or intergovernmental agreements to purchase or use common 
supplies, equipment, or services. The decision to use an interagency agreement instead of 
conductinQ a direct procurement shall be ba~ on economy and efficiency. Jf used, the 
interagency ltifeement shall stipulate who is authortzed to pu'chase on behalf of the 
participating parties nnd shall specify inspection, acceptance, terminatfon, payment, and 
other l"elevant terms and conditions. The Agency may use Federal or State excess and surplus 
property instead of purchasi111 neYo' equipment and property ff feasible and if it will result in 
a reduction of project costs. The goods and services obtained under a cooperaUve purcha.sins 
agreement must have been procured in accordance with 2 CfR §200.317 through §200.326. 

6.0 IHDEPEHDENT COST ESTIMATE (KE) 

6.1 General. For all purchases above the Micro Purchase threshold, the Agency shall prepare an 
ICE prior to solidtation. The level of detail shall be commensurate wtth the con and 
complexity of the Item to be purchased. 

7 .0 COST AHO PRJCE AMA!. YSIS (CPA) 

7. 1 General. The Agency shall recpJf re assurance that, before entering into a contract, the price 
is reasonable, in accol"dance With the following Instructions. 

7 .1.1 Petty Cah and Miao Purchases. Mo formal cost or price 8.nalysis is required. 
Rather, the execution of a contract by the Contracting Officer (through a 
Purchase Order or other means) shall serve as the Contracting Officer's 
detenninat1on that the price obtained ts reasonable, which may be based on the 
Contracting Officer's prior experience Of" other factors. 

7.1.2 Small Purchases. A comparison with other offe.-s shall generally be sufficient 
detennination of the reasonableness of price and no further analysis ts required. 
If a reasonable number of quotes are not obtained to establish reasonableness 
through price competition, the Contracting Officer shall document price 
reasonableoess throuwh other means, such as priol" purchases of this nature, 
catalog prices, the Contracting Offlcer·s personal knowted9e at the time of 
purchase, comparison to the ICE, or any other reasonable basis. 
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7. 1. 3 SeakKS Bids. The presence of adequal:.f' competition should genera.Uy be 
sufficient to establish pr1ce reasonableness. Where sufficient bids are not 
received, and when the bkl received is substantially more than the ICE, and 
where the Agency cannot reasonably determine price reasonableness, the Agency 
must conduct a cost analysts, consistent wtth federal guidelfnes, to enwre that 
the prk:e paid 1s reasonabte. 

7 .1.4 Compettttve Proposals. The presence of adequate competition should generally 
be sufficient to establ~h price reasonableness. Where sufficient proposals are not 
re<:eived, the Agency must compare the pr1ce with the ICE. For competitive 
proposals where prices cannot be easily compared among offerorsJ '#here there ts 
not adequate competition, or where the price ts substantially ereater than the 
ICE. the Agency must conduct a cost analysis, consistent with Federal guidelines, 
to ensure that the pnce paid ts reasonable. 

7. 1. 5 Contrad Modifications. A cost analysis, consistent wtth federal Rllldelf nes, shall 
be conducted fo,- all contract modifications for projects that were procured 
llYouah Sealed Bids, Competitive Proposa(s, or Non-Competitive Proposals, or for 
projects or1ainatly procured through Small Purchase procedures and the amount 
of the contract modification will result in a total contract pr1ce in excess of 
S150,000. 

8.0 SOUCITATIOH AND ADVERTISING 

8. 1 Method of Solkitation. 

8.1.1 Petty Cash and Micro Purchases. The ARency may contact only one source ff the 
pr1ce Is c~ed reasona~e. 

8.1.2 Small Purchases. Quotes may be solicited orally, throuah fax, E·Procurement, or 
by any other reasonable method. 

8.1.3 Sealed Blm and Competitive Proposals. Solicitation m11St be done publicly. The 
Agency must use one or more followlnt solicitation methods, provided that the 
method employed provides for meanirt9ful competition. 

8.1.3.1 Advertising in newspapers or other print mediums of local or general 
drculat1om. 

11.1.3.2 Advertising In var1ous trade jouma~ or publications (for 
construction). 

11.1.3.3 E-Procurement. The Agency may condi.x:t its public procLrements 
through tne Internet using e•procurement systems. However, all e• 
procu.-ements must otherwise be fn compliance With 2 CFR !200.317 
through §200. 326, State and local requirements, ancl the Agency's 
procurement policy. 

8.2 Ttme Frame. for purchases. of more than S150,000, the public notice should run not less 
than once each week fo.- two consecutive weeks. 
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8.3 Form. Notices/advertisements should state, at a minimum, the place, date, and time that 
the bids or proposals are due, the soltcitatlon number, a contact that can provide a copy of, 
and information about, the solicitation, and a brief description of the needed items(s), 

8. ◄ Time Period for SUbmlsslon of Btds. A minimum of 30 days shall generally be provided for 
preparation and slbmisston of sealed bids and 15 days fOf' competitive proposals. However, 
the Executive Director may allow for a shorter period under extraordinary drcumstances. 

8.5 Canceflatlon of SOlkttations. 

8.5.1 An IFS, RFP, or other solicitation may be cancelled before bkts/offen are due If: 

8. 5.1, 1 The s~plies, services or coostructton is no longer required; 

8. 5. 1. 2 The f 1J1ds are no tonger available; 

8.5. 1.3 Proposed amendments to the solicitation are of such magnitude that 
a new soHcitation would be best; or 

8. 5.1.4 Other similar reasons. 

8.5.Z A soltcitation may be cancelled and all bids or proposals that have already been 
received may be rejected if: 

8, 5. 2, 1 The supplies or services (including construction) are no longer 
requtred; 

8.5.2..2 Ambiguous or otherwise inadequate speciftcations were part of the 
solicitation; 

8.5.2.3 All factors of significance to the Agency were not considered; 

8.,.2. ◄ Pr1ces exceeci available funds and tt wootd not be appropr1ate to 
adjust quantities to come wtthln available funds; 

8.5.2.5 There ts reason to believe that blds or proposals may not have bl!et1 
independently determined 1n open competition, may have been 
collU5fve, or may have been submitted in bad faith; or 

1.5.2.6 For good cause of a similar nature when it fs In the best Interest of 
the Agency. 

8.5.3 The reasons fOf' cancellation snail be ooci.mented fn the procurement flle and the 
reasons for cancellation and/or rejection shall be provided upon request. 

8.5.4 A notice of cancellation shall be sent to all bidders/offerOf's solicited and, if 
appropriate, stiall explain that they will be given an opportLflity to compete on 
any re-soUdtation or future procurement of similar items. 
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8.5.5 If alt otherwise acceptable bids receNed in response to an IF! are at 
unreasonable prices an analysts should be conducted to see if there is a problem 
1n either the specfftcations or the Agency's cost estimate. tf both are determined 
adequate and If only one bid is received and the price is unreasonable, the 
Contracting Officer may cancel the solicitatfon and either 

8.5.5.1 Re-soUdt using an RFP; or 

8.5.5.2 Complete the procurement by using the competitive proposal 
method. The Contractfng Officer must determine1 ln writins, that 
such action Is appropriate, must inform au bidders of the Agency's 
intent to negotiate, and must give each bidder a reasonable 
opportunity to negotiate. 

8.5.6 If problems are fotn:I with the specifications, the Ager1cy should caocel the 
solicitation, revise the specifications and re•sol.lcit ustn1 an IFB. 

8.6 Credit (or Purchasing) Cards. Credit card usage snow:t follow the rules for all other small 
purchases. for exampte, the Contracting Officer may use a credit card for Micro Purchases 
without obtaining addttional quotes provided the price is considered reasonable. However, for 
amounts above the Micro Purchase level, the Contracting Officer would generally need to 
have obtained a reasonable nlmbef of quotes before purchas'i18 via a credit card. When 
using credit cards, the Agency shall adopt reasonable safep,ilnb to assure that they are used 
only for intended purposes (for instance, limiting the types of purchases or the amount of 
purchases that are permitted with credit cards). 

9 .. 0 BONl>JHG REQUIREMENTS 

9.1 GeneraL The standards under ttils section apply to construction contracts that exceed 
$150,000. There are no b<>nding requirements for small purchases or for competitive 
proposals. The A11ency may require bonds in these latter circumstances when deemed 
appropriate; however, non-construction contracts should generally not require bid bonds. 

9.1.1 Bfd 8onds. For construction contracts exceeding S150,000, offerors shatl ~ 
required to submit a btd guarantee from each bidder equivalent to 5% of the bid 
price. 

9. 1.2 Payment Bonds. For construction contracts exceeding S 150,000, the succes:sf ul 
bidder shall f umish an assurance of completion. This assurance may be My one of 
the f oltowtng f o .. : 

9.1.2.1 A performance and payment bond in a penal sum of 100% of the 
conuact pr1ce; or 

9.1.2.2 Separate performance and payment bonds, each for 50%. or more of 
the contract pr1ce; Of 

9.1.2.3 A 20 ~ ai.sh escrow; or 

9.1.2. ◄ A 25 % trrevocabte letter of a-edit. 
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These bonds ml£t be obtained from 9uarantee or surety companies acceptable to 
the U. 5. Government and authori~ to do business in the State of North 
Carolina. lndlvtdual sureties shall not be considered. U. S. Treasury Circular 
Nunber 570 Usts companies approved to act as sureties on bonds securing 
Government contracts, the maximum underwritin11 limits on each contract 
bonded, and the States In which the company is licensed to do bLBiness. Use of 
companies on this circular is mandatory. 

10.0 CONTRACTOR QUALIFICATIONS AND DUTl!S 

10, 1 Contrador Responsfbflity 

10.1.1 The Agency ~all not awa,-d any contract until the prospective contractor, I.e., 
low responsive bidder, or successful offeror, has been determined to be 
responsible. A responsible bidder/offeror must: 

10.1.1.1 Have adequate financial resources to perfonn the contract, or the 
ability to obtain them; 

10.1. 1.2 Be able to comply with the required or proposed delivery or 
perfonnance schedule, takins into considentiUon all of the 
bfdder's/offeror's existing commercial and governmental busi~s 
commitments; 

10.1. 1. 3 Have a satisfactory performance record; 

10.1. 1.4 Have a satisfactory record of inteQr1 ty and business eth;cs; 

10.1.1.5 Have the necessary organization, experience, accounttng and 
operational controls, and technical skills, or the ability to obtain 
them; 

10.1, 1.6 Ha1t1e the necessary productton, construction, and technical 
equipment and facilities, or the abflity to obtain themi and, 

10.1.1.7 Be otherwise qua.ltfled and eUgible to receive an award mder 
applicable laws and regliattons, including not be suspended, 
debarred or under a HUD-Imposed LDP. 

10.1.2 If a prospective contractor is found to be non-responsible, a written 
determination of non-responsibility shall be prepared and Included In the official 
contract file, and the prospective contractor shall be advised of the reasons for 
the determfnatfoo. 

10.2 Susperislon and Debarment. Contracts shall not be awarded to debarred, suspended, or 
ineligible contractors. Contractors may be wspended, debarred, or determined to be 
inelfaible by NUD in accordance with HUD regulations (2 CFR 1200.317 tlvoush U00.326) or by 
other Federal a!l8)ctes, e.g., Department of Labor for violation of labor retulatfons, 'M'len 
necessary to protect houslns authorities in their business dealinas. Prior to tssuanc.e of a 
contract, Agency staff shall, as deti,iled within Section 10.2.H.1 and 10.2.H.2 of NUD 
Procurement Handbook 7460.8 REV 2, conduct the required searches within the HUD Limited 
Denial of Participation (LD?) s~tem and the U.S. General Services Administration System for 
Award Management (SAM) and place within the applicable contract file a printed copy of the 
results of each such search. 
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10.l Vendor Ltsts. All interested businesses shall be ifven the opportunity to be included oo 
vendor matting lists. Arry lists of persons, ftrms, or products which are used in the purchase of 
supplies and services (including construction) shall be kept current and indude enoua:h 
sources to ensire competitim. 

11.0 CONTRACT PRICING ARRAHGEMEMTS 

11.1 Contract Types. Any type of contract which is a.ppropnate to the procurement and which 
will promote the best interests of the Agency may be U5€d, provided the cost -plus•a
percentage-of-cost and percenta1e-of-construct1on-cost methods are not used. All 
solicitations and contr!.cts shall include the clauses and provisions necessary to define the 
rights and responsibilities of both the contractor and the Agency. for alt cost reimbursement 
contracts, the Agency must include a written determfnatfon as to why no other cmtract type 
is suitable. Further, the contract must indude a ceiling pr1ce thal the contractor exceeds at 
its own risk. 

11.2 Options. Options for additional quantities or performance pertods may be tncluded in 
contracts, l)l"Ovided that: 

11.2.1 The option is CMtained in the solicitation; 

11.2.2 The option is a unilateral right of the Agency; 

11.2.3 The contract states a limit on the additional quantities and the overall term 
of the contract; 

11.2.• The options are evaluated as part of the initial ccmpetftion; 

11.2.!!I The contract states the per1od within which the opt\ons may be exercised; 

11.2.6 The options may be exercised only at the price specified 1n or reasonably 
determinable from the contract; and 

11.2. 7 The options may b@ exercised only if determined to be more advantageous to 
the Agency than conducting a new procurement. 

12.0 CONTRACT CLAUSES 

12.1 Contr•ct Pr1ctng Arrantements. All contracts shall Jdentify the contract pricing arrangement 
as well as other pertinent terms and conditions, as detenn1ned by the Agency. 

12.2 Rec,.lired forms. Additionally, the forms HUD·5369; 5369-A; 5369-8; 5369; 5370; 5370-C 
(Sect1ons I and II); 51915; and 5191 S·A, which contain all HUD-required clauses and 
certifications for contracts of more than S150~000, as well as any fom,s/clauses as required 
by HUD for smau purchases, shall be used, as applicable, In all corresponding soltdtations and 
contracts issued by the Agency. 

12.3 Requtred Contract Clauses: The Agency shall erisure that eKh contract e>cecuted by the 
~ ~ontalns required contract clauses detailed wlthtn 2 CF'R §200.326 and Appendix II. 
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13.0 CONTRACT ADMINISTRATION 

13. 1 General. The Agency shall maintain a system of contrttict adminlstrttition desiened to ensure 
that Contractor5 perfonn in accordance wtth their contracts. These systems shall provide for 
i~n of supplies, services, or construction, as well as monitoring contractor 
performance, status reportillj on major projects including construction contracts, and sfmlta.r 
matter5. for cost-reimbursement contracts, costs are allowable only to the extent that they 
are consistent with the cost pr1nciples in HUD Handbook 2210.18. 

14.0 SPECIFJCATJOHS 

14.1 General. All specifications shall be drafted so as to promote overall economy for the purpose 
intended and to encourage competition in satisfytns the A(j:ency's needs. Specifications shall 
be reYiewed prior to issuing any solicitation to ensure that they lire not unduly restricttve or 
represent unnecessary or duptfcative items. funct'°" or performance specifications are 
preferred, Detailed product specifications shall be avoided wheneve, possible. Consideration 
shall be siven to con:soHdatin9 or breakina out procurements to obtlJin o. mOfe econcmical 
purchase. for @Qlripment purchases, a lease versus purchase analysts should be performed to 
determine the most economiCZll fonn of procurement. 

14.2 Umftatton. The followlne types of spedflcat'lons shall be avoided: 

14.2.1 Geographic restrictions not mandated or encouraged by applicable Fede-rat law 
(except for A/E c.ontracts, which may include geographic location as a selection 
factOf if adequate competition is available); 

14.2.2 Brand name specifications (unless the specifications li5t the minimum essential 
characteristics llnd standards to which the item must conform to satisfy 1ts 
intended use). 

Nothins In this procurement policy sflall preempt any State licensing laws. Specifications shall 
be reviewed to ensure that organizational conflicts of Interest do not occur. 

15.0 APPEALS AND REMEDIES 

15.1 General. It is AiencY pohcy to resolve all contractual issues informally and wtthout 
litigation. Disputes wtll not be referred to HUD ll"lless all administrative remedies have been 
exhausted. When appropriate, a mediator may be used to help resolve differences. 

15.2 Informal Appeals Procedur•. The Agency shall adapt an informal bid protest/appeal 
procedure for contracts of $150,000 or less. Under these procedures, the bidder/contractor 
may request to meet wtth the appropriate Contract Officer, 

15. 3 Formal Appeals Procedure. A formal appeals procedure shall be established for 
'5Q(idtaaons/contracts of more than $150,000. 

15.3.1 Btd Prota,st. Any actual or prospective contractor may protest the solicitation or 
award of a contract for serious violations of the principles of this Policy. Any 
protest apinst a solicitation must be received before the due date for the receipt 
of bids or proposals, and any pro~t against the award of a contract must be 
received within teri (10) calendar days after the contract recetves notice of the 
contract award, or the protest will not be considered. All bid protests shall be in 
writing, submitted to the Contracting Officer or designee. who shall issue a 
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written decision on the matter. The Contracting Officer may, at his/her 
discretion, suspend the procurement pending reso{utlon of the protest If the facts 
presented w warrant. 

15.3.2 Contract.,,. Clatrm. AU claims by a contractOI' relating to perfonnance of a 
contract shall be sumnltted in writing to the Contracting Officer for a written 
decision. The contractor may request a conference on the claim. The Contracting 
Officer's decision shall infonn the contractor of lts appeal rtgllts to tile next 
hig~r level of authority in Agency. Contractor claims shall ~ governed by the 
Changes clause in the relevant fonn HUD-5370. 

16.0 ASSISTANCE TO SMAll. AND OTHER BUSINESSES 

16.1 Required Efforts. Coosistent with Presidential Executtve Orders 11625, 12138, and 12432, 
and Section 3 of the HUD Act of 1968, all feasible efforts shall be made to ensure that small 
and minority·owned businesses, women•s business enterprises1 and other individuals or firms 
located fn or owned in swstantial part by perwns residing in the area of the Agency are used 
when possible. Such efforts shall include, but shall not be limited to: 

16.1.1 Including such firms, when quatlf"led, on solicitatton mailing lists: 

16.1.2 Encouraglna their participation throu8h direct solicitation of bids or proposa(s 
wher,ever they are potential sources; 

16.1.3 Dividing total requirements, when economically feasible. into smaller tasks or 
quantities to permit maximum participation by such firms; 

16,1.4 Establtshint delivery schedules, where the requirement permits, which encourage 
partfcipatlon by such firms; 

16.1.5 Using the service!. and assistance of the Small Business Administration, and the 
Minority Business Development Agency of the Department of Commerce; 

16.1.6 Including tn contracts, to the greatest extent feasible, a clause requtrlng 
contractors to provide opport.lM"lities for training and employment for lower 
income residents of the project area and to award subcontracts for work fn 
connection wtth the project to business concerns which provide opportunities to 
low•income residents, as described in 24 CFR §13S (so-called Sectlon 3 
businesses); and 

16.1. 7 Req.ilrlng prime contractoo, when subcontracting ts antk.fpated, to take ~ 
positive steps listed above. 

16.2 Goals. Shall be established periodically for participation by small businesses, minority-owned 
businesses, women-owned business enterprises, labor surplus area businesses, and Section 3 
business cone.ems in Agency prime contracts and subcontracting opportunities. 
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16.3 Definitions. 

16.3. 1 A small busineU Is defined as a business that is: independently owned; not 
dominant in its field of operation; and not an affiliate or subsidiary of a business 
dominant In its field of operation. The size standards in 13 CFR §121 should be 
used to determine busint"SS stze. 

16,3.2 A minority-owned business ts defined as a business which ts at least 51%owned by 
one or more minority group members; or, In the case of a publicly-owned 
business, one in which at least 51% of its voting stock fs owned by one or more 
minority aroup members, and wflose management and daily business operations 
are controlled by one or more such indMduals. Minority group members include, 
but are not limlted to Black Americans, Hispanic Americans, Native Americans, 
Asian Pacific Americans, Asian Indian Americans, and liask:lic Jewish Americans. 

16.3.3 A women's business enterprise is defined as a business that Is at least 51S owned 
by a woman or women who are U.S. citizens and who control and ~ate the 
business. 

16.3.4 A "Section 3 bus1ness concern" is as defined under 24 CFR §135. 

16.3.5 A labor surplus area business JS defined as a business wflich, together with Its 
immediate subcontractors, will incur more than 50% of the cost of performing the 
contract In an area of concentrated unemployment or underemployment, as 
defined by the DOL in 20 CFR §654, Subpart A, and in the list of labor Sll"plus 
areas published by the Employment and Traini111 Admintstration. 

17.0 BOARD APPROVAL OF PROCUREMENT ACTIONS 

17.1 No Board ApprOYal Necessary. Other than approval of this Procurement Policy, approval by 
the Board of CommtSskmers ls not required for any procurement actions, as permitted under 
State and local law. Rather, tt is the respansibillty of the Executive Director to make sur~ 
that all proclJ"ement actions are conducted tn accordance wtth the policies contafn herein. I 

n-end .. 
18.0 DELEGATION OF CONlRACTING AUTHORITY ~ J 

18. 1 Oeleptton. While the Executive Director ts responsible for ensuring that the Agency's 
procurements comply with this Policy, the Executive Director may delegate in writing all 
prowrement authority as is necessa~ and appropriate to conduct the busfrless of the Agency. 

18.2 Procedures. Further, and in accordance with this delegation of authority, the Executive 
Director shall, wflere necessa~. establish operational procedures (such as a procurement 
manual or standard operatina procedlJ"es) to implement this Policy. The Executrve Director 
shall also establish a system of sanctions for violations of the ethical standards described in 
Section l.O herein, consistent with Federal, State, or local law. 
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19.0 DOCUMENTATION 

19.1 Required Records. The Agency must maintain records sufficient to detail the significant 
history of each procurement action. These records shall md.ude, but shall not necessarily be 
limited to, the following: 

19.1.1 Rationale for the method of procurement (if not self-evident); 

19.1.2 Ratk>nale or contract pricing arrangement (also if not self-evide'flt}; 

19.1.3 Reason for accepting or rejecting the bids or offers; 
19.1.◄ Basis for the contract price (as prescrfbed In this hi1mdbook); 

19.1.5 A copy of the contract documents awarded Of' issued and stgned by the 
Contracting Officer; 

19.1.6 Basis: for contract modifications; and 

19.1.7 Relaited contract administration actions. 

19.2 Level of Doc:umentatton. The level of documentation should be commensurate with the 
value of the procurement. 

19.l Record Retention. Records are to be retained for a period of tfw'ee years after final payment 
and all matters pertaining to the contact are dosed, 

20.0 CAPITALIZATION OF NON-EXPENDABLE EQ.UIPMEMT AND/OR ASSEn. 

20.1 General. All ttems of dwelling and non-dwelling equipment purchased by the Housing 
Authority shall be classified accordtng to the foltowing statement of policy. All items of non
expendable equipment~ according to the definitions herein, shall be capitalized and included 
on the books and records of the Authority as capital equipment. 

20.2 E>q)ltndable Equipment. Expendable equipment shall consist of all ftems of dwetlfng and 
non·dwelUng equipment having a reasonably anticipated useful lffe of less than one year, 
arid/or the cost of each item is less than $2,000.00. 

20.3 Mon-Expendable Equipment. Non-expendable equipment shall consist of au items of 
dwelling and non-dwelling equipment having a reasonably anticipated useful Ute of more than 
one year and costlna at or above $2,000.00. 

20.-4 Material Item. Parts, materials or other cons1.111able Items used for repairs, up keep or 
production. The anticipated shelf life is under one year. 
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20. S Capttal Asset Codes. The Executive Director or his/her des.ignee codes all capital asset items; 
that is, all non-expendable tools and equipment which are over $2,000 in value, or the 
amOUlt subsequently established be the approved capitalization policy. Coding w1U be 
completed according to the standard HUD categories and accooot number ror non-expendable 
items: 

20.5.1 Office Furniture & Equipment (14-75.1) 

20.5.2 Maintenance Equ1pm&nt (14-75.2) 

20.5.3 Community Space Equipment (14-75.3) 

20.5.4 Automotfve Equipment (14-75.5) 

20.s. 5 Refrf prators & Ranaes ( 1465, 1 ) 

20.6 Required Records. The Executive Director or his/her designee maintains a master list of au 
capital asset items owned by the Agency according to the HUD account numbers. For each 
item there is a description, the number assisned by the Aaency, the serial number ff there is 
one, the location, the dollar value and the date of acquisition. 

20.7 Responsible Parties wtthtn the Aeency. The Supervisor for each dMsion is responsible for 
all capital assets within his/her assisned department. Once a year the Executive Director will 
require a physical inventory of the capital assets for which supervisors are responsible, using 
the 11st supplied by the accOU'lting officer. Refrigerators and rallies are Inventoried during 
unit Inspections. 

20.8 Notification. If and when a capital asset Item is discovered a.s being stolen, damaged, lost or 
moved from a location, sold o, discarded, the 51.CJervtsor I.rider whose responsibiUty the item 
1s placed shall complete a notification of change in capital asset i!lnd delive-r the notification 
to the EJc:ecutive Director or his/her designee. 

20. 9 Purchasfn11 capttal Equ1pment. (apftal equipment can only be purchased 1f It has been 
included in the current fiscal year's budget (or budget revision) or if discr~t\onary ftmds are 
available. The E.lc:ecutive Director must approve all capital purchases, 
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21.0 DISPOSmOH OF SURPLUS PROPERTY 

21.1 General. Property no longer necessary for the Agency's purposes (norMeal property) shall be 
transferred. sold, or dtsposed of in accordance wtth applicable f ederail, state, and local laws 
and regulations. 

21.2 Dtsposttfon Authority. All disposition of capital assets shall require board approval. 

21,2.1 The executtve director shall be the disposition officer of the HA and shall have 
responsibiUty for proper disposition of excess materials, equipment and aH other 
assets. The executive director may designate persomet to carry out the dtspcsition 
function. 

21.3 Transfer of Assets. All sales must be made to the Mshest bidder, unless justified 
lfltra·go\fernmnental or 501 {c)3 non-profit agency transfer. 

21, J, 1 Such transfer recOl"ds shall include needs statement and justification, which will 
become part of tile permanent record. No pr-operty may be disposed of for less than 
the fair appraised mar1<.et value, unless excess or Wlusable item is donated to an 
intra-governmental agency or a 501 (c)3 non-profit agency. 

21.3.2 All transfers of assets to a government aQeflCY or a 501 (c}3 non-pr-ofit aaency shaU 
include documentation from the receiving asency, noting the agency Ila.me, date of 
receipt. person receiving item and intended use of tile item. 

21.4 Transfer of Property Thresholds 
21.4. 1 $0,00 to 1,000.00. .Authority properties within this monetary amount may be 

transferred, donated, assigned, loaned or otherwfse given to another pubtic, 
governmental or 501 (c)3 non•proftt organization at the discretion of of the Executive 
Director. Such discretionary action must include justiftcatton statement, which shall 
become a part of the permanent records. 

21.◄.2 $1,000.00 or More. Authority properties iire.!lb!r than $1.000.00 may be transferred, 
donated, assigned, loaned or otherwfse given to anothtt public governmental or 
501 (c)3 non-profit aiency by the action of the Board of Commissioners.. Such Board 
action must include a justification statement and be recorded in the mlnutes of the 
meeting as permanent record. 

21. 5 Sale or Disposition of Excess and/or Unusabl• Property. No property of money value, whkh 
can be salvaged, may be destroyed. Fair mari<.et value should be sea1ed for all property 
unless donated. Uosalvageable properties must have Board consent prior to disposition. Ho 
property can be gtven away except In an l1pproved inter-agency tramfer. 

21,5.1 $0.00 to $1,000.00. Aftef" Board appl"OV1lt the disposition officer may nei1otiate a 
sale in the open mar1<et after such informal inquiry as to emure a fair return to the 
Authority. Inquiry as to fair return shalt be documented. 

21.5.2 $1,000.00 to $2,500.00. The disposition officer or his/her desilJllee shall solicit 
informal bids orally by telephone or in writin11 from all known prospective bidders. A 
file shall be kept denoting tile bids solicited and offers recetved. This file wll 
become part of the permanent record. 
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21.5.3 More than $2,500.00. Fomial advertising shatt be used to dispose of such items. At 
least one newspaper shall be used to solicit bids. Mailing solicitations to prospective 
purchasers or a combination of both methods can be used to obtain bids. 

21.5.-4. This policy does not preclude advertising for format bid of an item of lessor value if 
the Executive D1rector/des1gnee feels such formal bid Is in the best interest of the 
Authority. 

21. 5. 5. Property haVing no remaining useful life and no monetary value m:ay be disposed of 
as junk. 

22.0 FUHDtHG AVAlLABILITY 

22. 1 General. Before initiating any, contract, the Agency shall ensure that ttlere are sufficient 
funds available to cover the antf<:ipated cost of the contract or modification. 

23.0 SELF·CERTtFICATIOM 

23.1 General. The Agency self-certifies that this Procurement Policy, and the Agency's 
procurement system, complies with all applicable Federal regulations and, as such, the 
Agency is exempt from prior HUD review and approval of individual procurement action. 
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21.5.3 More than $1,500.00. Formal advertising shall be used to dispose of such items. At 
least one newspaper shall be used to soliot bids. Mailing solicitations t~Jrospecttve 
purcha~ or a combinati"on cf both methods can be used to obtain bids~' 

21.5.4. Thfs pol'icy does oot preclude adv:ertismsi for formal bid of an ·item of lessor value if 
the Executlve D'frect.or /des1gneeo feels such formal t)id Is in the best Interest of the 
Authority. 

21.5.5, Property having no remaining useful ltfe and no monetary value may be disposed of 
as junk. 

22.0 FUN~MG AVAU.ABILITV 

22. 1 GeneraL Before initiating any contract, the Agency shall ensure that there are sufficient 
foods avaflable to cover the anticipated c.ost of ,the contract or modification. 

23.0 SELF·CEftTlf'ICA TIOH 

23, 1 General. The Aiency self-certifies that this Procuremeot Polfcy. and thE- Agency's 
procurement system, complies With all applicable Federal regulations and, as soch, the 
Ai.ency· is exempt from prior HUD rev1ew and approval of individual procurement ~lion. 

-::-¼Nnended 10/4/17 

In lieu of the aforanentioned, the HA may use online auction, CovDeals 
to sell surplus property. Whichever method deemed appropriate. 
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