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SECTION 1: Procurement of Goods & Services 
 
Policy Overview 
 
It is the policy of LEAP to follow a practice of ethical, responsible and reasonable procedures related to all 
purchasing, including binding agreements, contracts, and related forms of financial commitment. LEAP shall 
avoid purchasing items that are not necessary or duplicative for the performance of the activities required by a 
federal award (2 CFR Part  200.318(d)). The purchasing thresholds described in this section adhere to the 
micro-purchase limit, which states that anything under $10,000 (in aggregate) is a micro-purchase. As well as 
the Simplified Acquisitions Threshold (SAT) of $250,000. Micro-purchases may be made without soliciting 
competitive quotation and SAT purchases must adhere to a formal, sealed, competitive bidding process.  Note 
that LEAP has conservatively set the micro-purchase threshold at $7,500 based on the average purchasing of 
the agency throughout the fiscal year, in addition to setting the need for a sealed competitive bidding process 
to those purchases of $25,000 or greater. Where appropriate, an analysis will be conducted by the Finance 
Director, Executive Director and/or Finance Committee of the Board to examine lease versus purchasing 
options to ensure the most cost effective and efficient option is available to L.E.A.P. (Revised July 2021).  
 
Financial Instruments and safe-keeping of Assets 
 LEAP has a number of financial instruments available in order to make payment to vendors. These include 
physical check payment, American Express payment, ACH bank payment, Visa Debit Card payment. Check 
stock, account information and the agency Visa Debit Card will be maintained in a secured location within the 
LEAP Administrative Office. It is the responsibility of the Finance Director to ensure sufficient stock and safe 
keeping of financial instruments (including Rewards and Gift Cards). American Express cards, as discussed in 
more detail below, are made available to each of the five members of the Senior Administrative team, each of 
whom is responsible for safe keeping of said card. Copies of all credit card statements will be provided to the 
LEAP Board of Directors as well as the Head Start Policy Council on a monthly basis as part of the Finance 
Director’s Report.  
 
Opening of any new fiscal instrument (for example, a new agency credit card account or a certificate of deposit 
with the bank), would require prior approval from the Board of Directors as the fiduciaries of the agency. In 
the event that the agency credit card is lost or stolen, the Executive Director and the Fiscal Office must be 
notified immediately, and the card will be cancelled by the Executive Director (or designee).   
 
Note: the agency also maintains ‘Rewards’ card memberships with Hannaford, Price Chopper (Market 32), 
Staples, Wal Mart and Lowe’s. Rewards cannot be used for personal use and a receipt for transactions made 
with these specific vendors must be provided (per policy) to management and fiscal. Receipt serves as 
documentation for any rewards provided to the agency. Whenever possible, Rewards cards must be used in 
place of other forms of payments when purchasing from these vendors. Please refer to the appendix for the 
policy and employee sign-off form regarding Hannaford charge cards. 
 
 
A Note About Ethical Conduct 
 
Ethical conduct in managing the Organization's purchasing activities is absolutely essential.  Staff must always 
be mindful that they represent the agency and share a professional trust with BOD and other LEAP employees. 

• Staff shall discourage the offer of, and decline, individual gifts or gratuities of value in any way that 
might influence the purchase of supplies, equipment, and/or services. Staff shall notify their 
immediate supervisor if they are offered such gifts. 



 

3 

 

• No officer, board member, employee, or agent shall participate in the selection or administration of a 
contractor if a real or apparent conflict of interest would be involved.  Such a conflict would arise if an 
officer, board member, employee or agent, or any member of his or her immediate family, his or her 
spouse or partner, or an organization that employs or is about to employ any of the parties indicated 
herein, has a financial or other interest in the vendor selected. 

• Officers, board members, employees, and agents shall neither solicit nor accept gratuities, favors, or 
anything of monetary value from vendors or parties to sub-agreements. 

 
 

DEFINITIONS: Purchase Thresholds 
NOTE: For all categories listed below, the amount is defined by the total value of the contract for the good or 
service (not based on cost per year). Additionally, when contracting with a municipality or government entity, 
the contracting process must comply with the rules and regulations of said entity. 
 

1. Micro-Purchases up to $7,500  
Purchases up to $7,500 are considered “micro-purchases” and do not require solicitation of quotes or 
a competitive bidding process (unless a separate bidding process is required by a Grantor). However, 
please note that the best practice of collecting quotes and/or putting the request out into a 
competitive bidding process may be done on a case by case basis, as there may be situations where a 
competitive bidding process or comparative quotes would be in the best interest of the agency.   

2. Purchases at or above $7,500 and below $25,000 
When the estimated price reaches $7,500 (and not to exceed $25,000), and outside of purchases 
made as part of existing contracts or written MOUs, the agency will require (at minimum) three 
written quotes obtained from responsible vendors offering the needed commodities and/or services 

o All quotes shall be attached to the Purchase Order Request Form along with documentation 
of the process followed in the selection of the contractor and/or statement of any situation 
where reasonable competition was not available.   

o Again, while not a requirement of the policy, the agency may decide to  pursue a competitive 
bidding process for purchases within this threshold if it would be in the best interest of the 
agency.   

3. Purchases in Excess of $25,000 
When purchasing services in excess of $25,000, the agency will structure a formal competitive bidding 
process that complies with 2 CFR Part 200.319. Examples include Payroll Services, Audit Services and 
Insurance. Solicitations for goods and services (requests for proposals) should provide for all of the 
following:  

a) The procurement process should show clear documentation that “good faith efforts” were 
used to achieve maximum participation results.  

b) All solicitations should describe clearly and accurately the technical requirements and specific 
features that bidders are required to meet.   All factors that will be used in evaluating 
proposals should be described.   

c) The justification for awarding the chosen proposal should be well documented. There are 
many considerations, outside of pricing, to be reviewed in choosing a vendor/supplier.  The 
Program Director must participate in the evaluation process to determine that the costs are 
justified and that the proposals will meet program needs. 

d) Those evaluating responses to RFPs are encouraged to choose Minority or Women-owned 
Business Entities (MWBE) or vendors local to Washington County when the vendor also 
meets the other specifications of the RFP. 

e) LEAP will maintain records sufficient to detail the history of procurement, in accordance with 
2 CFR Part 200.318(i). 
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f) LEAP shall make all procurement files available for inspection upon request by a federal 
awarding agency.  

g) The term of the contract shall not exceed a five-year period, after which renewal would be 
subject to re-competition. L.E.A.P. may at its discretion enter into multiyear contracts with 
terms less than five years in order to allow for more frequent reviews of the competitive 
market for services.  (Revised September 2021) 

4. Capital Purchases 
The purchase of vehicles and equipment in excess of $5,000 and that have a useful life of more than 1 
year (i.e. non-consumable) are capital purchases.   The Program Director will make requests for the 
purchase of capital items during the development of program budgets for the next fiscal year. Capital 
purchases are considered authorized when included in the BOD approved agency budget. For capital 
purchases outside of the approval budget, funding/coverage and any needed Grantor approval must 
be secured, in order to move forward with the capital purchase. Capital Purchases will be depreciated 
over their useful life, rather than expensed at the time of purchase. They will be recorded as Fixed 
Assets and therefore will apply to the Fixed Assets policy and procedure discussed in a separate 
section. 

 
Check Signing Requirements 
The ED will sign all checks for payment up to $50,000.  When needed, an authorized signatory member of the 
Board, as outlined by the by-laws of the agency, may also sign checks. These authorized members of the Board 
must sign all checks that are made out to the Executive Director (for example: for travel reimbursement). 
Checks written for payment over $50,000 always require two signatures, one of which must be a designated 
Board member as outlined in the by-laws of the agency.  
 
Sign-off 
For all Purchase Orders, the Program Director is the first signer and the final sign-off is completed by the 
Finance Director. The following exceptions apply: 

a) When the requisitioner is the Finance Director, the Accounting Manager will be the first signer and 
the Executive Director signature will serve as the final sign-off 

b) When a requisitioner does not apply (standard monthly fiscal/administrative payments), the 
Accounting Manager will be the first signer and the Finance Director signature will remain as the final 
sign-off. 

c) If the Program Director is absent, the next senior level manager within said program will sign in the 
Director’s place. The Finance Director will remain the final sign-off in these situations. In the absence 
of the Finance Director (due to vacancy or leave of absence), the Accounting Manager signature will 
serve as the final sign-off. In the absence of the Executive Director (due to vacancy or leave of 
absence), the Board Chair Person’s signature will be used in its place. 

d) When the Executive Director is the requisitioner the HR Director will be the first signer and the 
Finance Director signature will remain as the final sign-off. 

 
Voiding Checks 
In the case where a check needs to be voided due to printing or other errors, copies of all voided checks will be 
provided to the ED, who will void the checks and provide them to the Accounting Manager, who will scan 
copies and save to the agency drive in the appropriate folder. All physical copies will be shredded.    
 
Stop-Payments 
In the case where a check is lost, the Fiscal department is notified of the need to stop payment and to reissue 
the check.  Prior to reissuing, a letter shall be sent to vendor to confirm the lost check.  Upon confirmation of 
the lost check by the vendor, the Accounting Manager shall notify the bank to stop the payment immediately 


