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POLICY

To provide employees with instructions or guidance regarding the procedures to follow when making vehicle purchases on behalf of United Community Action Network. Each step of the procedure is necessary to assure all agency vehicle purchases are made in accordance with the UCAN Financial Policies.

PROCEDURE
· Step 1: Pre-Purchase Plan: A pre-purchase plan is required for all vehicle purchases; it assures staff members involved with purchase are aware of and have addressed all pre-purchase requirements or concerns.  Contents of plan:

1. Copy of purchase specifications or required features

2. List of potential vendors

3. Explanation of how bids/quotations will be obtained

4. Number of bids/quotes required (Minimum of three) if fewer than three quotes are submitted, documentation must include an explanation regarding why three quotes could not be obtained

5. Name of revenue source(s) to be charged for purchase

6. If required, proof approval has been obtained from revenue source

7. Check the GSA excluded parties list for purchases over $25000

· Step 2: Pre-Purchase plan approval: All vehicle purchases and procurements must be approved in advance by the Executive Director and require a Level # 3 approval

· Step 3: Solicitation of Bids: Bids can be obtained via fax, email or hard copy and must be obtained in such a way to provide equal opportunity for all potential vendors. Positive efforts will be made by UCAN agency to utilize small businesses, minority/owned firms, and women’s business enterprises, whenever possible in the solicitation of bids.

1. Send all potential vendors the Request for Bids form

2. If any vendor requests additional information respond to all potential vendors with the same information

· Step 4: Selection Process: Vehicles will be selected based on information provided from potential vendors. The selection criteria form will aid in determining which potential vehicle/ vendor is chosen. 

1. Review all presented bids with the program division director for which the vehicles are being purchased, as well as quality, thoroughness and timeliness of response to notification.
2. Select potential winning bid based on the selection criteria form.
USED VEHICLES: After selection has been made the winning vehicle will be inspected by a third/neutral party to ensure the vehicle meets all safety requirements and is mechanically sound. The expense to have the vehicle inspected will be paid by UCAN.  

· Step 5: Purchase Agreement: After vehicle selection has been completed present the Purchase Agreement along with the potential bid(s) to the Executive Director for approval.
1. Executive Director will sign Purchase Agreement
2. Submit Purchase Agreement to winning bidder for signature
· Step 6: Paperwork/ Follow up: Upon Executive Director’s approval for vehicle purchase:
1. Submit Check Requests for payment to fiscal for drawdown of funds
a) Include all submitted bids 
b) Copy of Pre-purchase plan
c) Copy of Purchase Agreement
2.   Notify/ thank other vendors for their bids 

This complies with 45 C.F.R. and Head Start Performance Standards 1304.52(i) (2)&(3) and Part 1309  § 1304.52 Human resources management.
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