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Purchasing
Purchasing Notes:
*Purchases that will be over 90 days or that are for services over $2,500.00 require a contract.
*State Parks do not require a procurement method.
*The vendor must be registered with the state & active in the system for purchases using a PO.
*All purchases over $2,500.00 require clearance checks with DOR, DWD, & SOS. Finance runs the clearance checks





*You must check the QPA, Ability Indiana, & Indiana Correctional Industries first for goods/services. If they do not have what is needed, a procurement method will need to be explored based off the estimated amount.

QPA’s
· List of QPA’s here: https://www.in.gov/idoa/procurement/active-contracts-and-qpas/qpa-supplemental-information/all-current-qpas/
Ability Indiana
· AI Website: https://www.abilityin.org/ 
· Go to catalog to see vendors & what they offer
Indiana Correctional Industries
· ICI Website: https://www.in.gov/idoc/indianacorrectionalindustries/ 
· Go to the Products & Services section to see what goods/services they offer






Procurement Methods (Based on Estimated Pricing)

$0.00-$1,499.99
· No procurement method is needed. 

$1,500.00-$5,000.00
· Informal Bid: Program reaches out to 4 vendors for bids. After receiving the four bids, the solicitation summary packet, should be filled out and submitted with the request to the purchasing team.
· SPR (Special Procurement Request): A SPR PDF form must be filled out & signed by Head Procurement Agent (Alex Stultz).

$5,000.00-$74,999.00
· RFQ (Request for Quote): Program fills out and sends in the RFQ Information document to the purchasing team. The purchasing team sends out for bids to 4 vendors. Once bid date has passed, responses are sent to the program area to decide which vendor to use.
· SPR (Special Procurement Request): A SPR REDcap link filled out and approved by IDOA.
· REDcap Link: https://redcap.isdh.in.gov/surveys/?s=NPEECFC83T

$75,000.00+
· RFP (Request for Proposal): Program reaches out to Purchasing team to start the process. This is over IDOH delegation, so IDOA must send out bids. Purchasing team shares the IDOA Letter of Intent link to be filled out, also located below. Once the program submits LOI, IDOA will review & reach out to continue the process. 
· LOI Link: https://forms.office.com/Pages/ResponsePage.aspx?id=ur-ZIQmkE0-wxBi0WTPYjQxs0-XtVAJBoT4R6Xu85ZJUMkNHTklURjhYVENPNDZGTlZCWDVFNjBOQi4u 
· RFP Process & Information Link: https://www.in.gov/idoa/procurement/how-to-build-a-request-for-proposal-rfp/ 
· SPR (Special Procurement Request): A SPR REDcap link filled out and approved by IDOA.


Special Procurement IC’s

IC 5-22-10-4: Emergency conditions
Sec. 4. (a) A purchasing agent may make a special purchase when there exists, under emergency conditions, a threat to public health, welfare, or safety. (b) The counterterrorism and security council established by 10-19-8-1 may make a purchase under this section to preserve security or act in an emergency as determined by the governor.
· Additional detail: In the absence of an Executive Order declaring the same, you must describe in detail the threat to public health, welfare, or safety, AND what might happen if this purchase is not made. It is insufficient to merely claim an “emergency,” without defining the circumstances and impact.

IC 5-22-10-5: Savings to governmental body
Sec. 5. A purchasing agent may make a special purchase when there exists a unique opportunity to obtain supplies or services at a substantial savings to the governmental body. 
· Additional detail: If the supplier is offering a discount off their price, provide documentation/verification that translates to actual savings. Perhaps their price is already much higher than the market price, so a reduction of a high price doesn’t translate into "savings”. If the savings is not in the form of money, explain that as well. Help the approvers understand what facts exist to support this section of the code. Also, a special discount if the State buys X date will not be sufficient justification. 
IC 5-22-10-6: Auctions
Sec. 6. A purchasing agent may make a special purchase at an auction. 
· Additional detail: This is not often cited so contact your budget analyst or IDOA to talk through why this approach is sought to help flush out what facts are relevant. 

IC 5-22-10-7: Data processing contract or license agreements
Sec. 7. A purchasing agent may make a special purchase of data processing contracts or license agreements for:
(1) software programs; or
(2) supplies or services, when only one (1) source meets the using agency's reasonable requirements. 
· Additional detail: Need to explain why this is the only solution that works for the program. Details & specifics are very important. 

IC 5-22-10-8: Compatibility of equipment, accessories, or replacement parts
Sec. 8. A purchasing agent may make a special purchase when :(1) the compatibility of equipment, accessories, or replacement parts is a substantial consideration in the purchase; and(2) only one (1) source meets the using agency's reasonable requirements. 
· Additional detail: Explain why the supplies listed in (1) are a large part of the decision process. Provide detail & justification as to why only this source meets the need. It’s helpful to provide information on those who are “close” to meeting the need & explain why they do not. 

IC 5-22-10-9: Purchasing method impairs functioning of agency
Sec. 9. A purchasing agent may make a special purchase when purchase of the required supplies or services under another purchasing method under this article would seriously impair the functioning of the using agency. 
· Additional detail: Keep in mind this is a temporary fix. The next step needs to begin the competitive process if this purchase will not resolve the issue that requires the purchase. Explain too how the function of the agency is impaired. If there were facts that prevented the time for a competitive procurement, provide them. 

IC 5-22-10-10: No offer received under other purchasing method
Sec. 10. A purchasing agent may make a special purchase when the purchasing agency has solicited for a purchase under another purchasing method described in this article and has not received a responsive offer.
· Additional detail: Explain the other purchasing method in detail (give the RFP # or RFQ #). Offer reasons why the program thinks no offers were received.

IC 5-22-10-11: Evaluation of supplies or system containing supplies
Sec. 11. A purchasing agent may make a special purchase for the Indiana Code 2015
evaluation of supplies or a system containing supplies for any of the following reasons:
(1) To obtain:
(A) Functional information; or
(B) Comparative data.
(2) For a purpose that in the judgment of the purchasing agent may advance the long term competitive position of the governmental body. 
· Additional detail: This is not commonly cited therefore it is advised to talk to IDOA & your budget analyst to work through the reasoning behind seeking to make the purchase.

IC 5-22-10-12: Governmental discount available
Sec. 12. A purchasing agent may make a special purchase when the market structure is based on price but the governmental body is able to receive a dollar or percentage discount of the established price. 

IC 5-22-10-13: Single source for supply; award of contract
Sec. 13. Subject to sections 14 and 15, a purchasing agent may award a contract for a supply when there is only one (1) source for the supply and the purchasing agent determines in writing that there is only one (1) source for the supply. 
· THIS MAY NOT BE USED FOR SERVICES. ONLY FOR GOODS.

IC 5-22-10-14: General Services Administration price
Sec. 14. A purchasing agent may make a purchase from a person when the purchasing agent determines in writing that:(1) supplies can be purchased from the person or the person’s authorized representative at prices equal to or less than the prices stipulated in current federal supply service schedules established by the federal General Services Administration; and (2) it is advantageous to the governmental body's interest inefficiency and economy. 

IC 5-22-10-15: Purchase from person who has contract with federal agency
Sec. 15. (a) A purchasing agent may purchase supplies if the purchase is made from a person who has a contract with a federal agency and the person's contract with the federal agency requires the person to make the supplies available to the state or political subdivisions.
(b) A purchasing agent for a political subdivision may purchase supplies if the purchase is made from a person who has a contract with a state agency and the person's contract with the state requires the person to make the supplies or services available to political Indiana Code 2015
subdivisions, as provided in IC 4-13-1.6 or IC 5-22-17-9.
· Additional detail: This is not commonly cited therefore it is advised to talk to IDOA & your budget analyst to work through the reasoning behind seeking to make the purchase.

IC 5-22-10-16: Acquisition of supplies through transfer from federal government
Sec. 16. (a) A purchasing agent may acquire supplies if the purchasing agent determines that the governmental body can obtain the transfer of the supplies from the federal government under IC 4-13-1.7 at a cost less than would be obtained from purchase of the supplies by soliciting for bids or proposals.
(b) A governmental body may not make a purchase under this section if title to the property will be transferred to the governmental body before a sufficient appropriation to pay the costs of the purchase is appropriated. However, if the supplies will be transferred to the governmental body upon conditional sale or under a lease, a lease with option to purchase, or a contract for the use of the supplies, the governmental body may make the purchase under this section if there are sufficient funds appropriated to pay the consideration required for one (1) year of the agreement.
(c) A purchasing agent who purchases or leases 
surplus federal materials shall, at the time of the purchase or lease, or immediately thereafter, give public notice in accordance with IC 5-3-1.
· Additional detail: This is not a common occurrence & IDOA Surplus should likely be involved. Therefore, contact IDOA to work through details before submitting a request. 

IC 5-22-10-17: Acquisition of supplies through acceptance of gift
Sec. 17. A purchasing agent may acquire supplies by accepting a gift for the purchasing agent's governmental body. 
· Additional detail: There could be some Ethical considerations therefore work with your agency Ethics Officer to ensure there are no issues. There is no need to provide the details that exchange, bud you do need to confirm the consultation was done and no issues were determined. 


IC 5-22-10-18: Special purchase of copyrighted material
Sec. 18. A purchasing agent for a state purchasing agency may make a special purchase of copyrighted materials to be used, provided, or distributed by a state agency. 

IC 5-22-10-19: Purchase from public utility following independent appraisal
Sec. 19. A purchasing agent may make a special purchase from a public utility if the purchase or lease price is a negotiated price that considers the results of an independent appraisal that the purchasing agency obtains and an independent appraisal that the public utility obtains. 
· Additional detail: You’ll need to document how all these requirements were confirmed.

Special Procurement Tips
· “Unique” or “Specific” knowledge/experience is not enough reason for IDOA
· If it is for a training, 
· Consider the following questions when filling out a SPR, this :
· What are the goods/services for? 
· Why are they necessary?
· Why do we need to use this vendor?
· What would happen if we did not go with this vendor or have these services/goods?
· How would not having these services/goods affect IDOH?
	


