COWM TTEE ON HOUSE ADM NI STRATI ON

GUI DELI NES FOR PROCUREMENT
OF GOCDS AND SERVI CES
FOR THE HOUSE OF REPRESENTATI VES

As Anmended, February 2, 2000

|. Al acquisitions of goods and services for the House of
Representatives (hereinafter "the House") shall be conducted in a
manner above reproach. Any such acquisitions shall utilize the
maxi mum possi bl e conpetition consistent with the government's
interest. |Inconsistent practices, such as unreasonabl e )
qualifications, unreasonably short tinme franes to submt bids,
unnecessarg expenses, excessSive bonding, or arbitrary actions,
shal| not be utilized. Contracts will be awarded to a
responsi bl e bi dder whose offer conforns to the solicitation and
is the nost advantageous to the House when all relevant factors
are consi dered.

(A) The Chief Admnistrative Oficer (hereinafter the CAO

I's responsi ble for House procurenent act|V|t% and shal

ensure that awards are made only to responsible contractors

with denonstrable ability to perforn1successfull§ under the
u

terms and conditions of a proposed procurenment. Such natters
as contractor integrity, past performance, and financial and
techni cal resources may be considered in determning
responsi ble bids. The CAO shall maintain records detailing
the significant history of a procurenent, including at a

m nimum rationale for the method of procurenent, selection

of contract tyPe, bi d eval uati on process, bids received, and
the basis for the contract price.
B

The CAO shall be responsible for settlenment of
contractual and adm nistrative issues arising out of
procurenents, and shall deyeIoP procedures to handl e and
resol ve any disputes relating to procurenents.

(© The CAO shall develop witten selection criteria for
procurenents to ensure that all solicitations:

(1) Present a clear and accurate description of the
technical requirenents for the material, product, or
service to be procured. Such description shall not, in
conpetitive procurenents, contain features which unduly
restrict conpetition, The description may include a
statenent of the qualitative nature of the material,
product or service to be procured, and when necessary,
shal|l set forth those m ninmum essential characteristics
and standards to which it nmust conformif it is to
satisfy its intended use. Excessively detailed product
speci fications should be avoided. Wen it is

i npractical or uneconom cal to nake a clear and
accurate description of the technical requirenents, a
brand nanme or "equal to" description may be used in
deflnlag_perfornance. The specitic features of the nane
br and ich must be net by offerors shall be clearly
stated; and

(2) Identify all requirenents which the offerors nust
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fulfill and all other factors to be used in evaluating
bi ds or proposals.

(D) The CAO shall to the maxi num extent practicabl e:

(1) Acquire commercially available itens that neet the
needs of the House;

(2) Require prinme contractors and subcontractors to
I ncorporate comercially available itens as conponents,
to the maxi mum extent feasible; and

ES) Use specifications that enable and encourage
i dders and offerors to supply comrercially avail abl e

itens.
gE) Transactions relating to the expenditure of public
funds require the highest degree of PUD|IC trust and an
i npeccabl e standard of conduct. To this end, the CAO shal
mali ntain witten standards of conduct governing the
performance of enpl oyees engaged in the award and
adm ni stration of contracts. Such standards shall i nclude
penal ties, sanctions or other disciplinary actions for
viol ations of the standards by the O s officers, enployees

or agents, or by contractors or their agents.

(F?_ Such standards shall further provide that no enpl oyee,
ofticer or agent of the CAO shall participate in selection
or in the award or adnministration of a contract supported by
House funds if a conflict of interest, real or apparent,
woul d be involved. Such a conflict would arise en the
foll ow ng individuals or groups have a financial or other
interest in the firmselected for award:

(1) The enployee, officer or agent;
(2) Any nenber of his or her imediate famly;
(3) His or her partner; or

(4) An organization which enploys, or is about to
enpl oy, any of the above.

1. The CAO shall devel op and i nplenent a systematic and
coordi nated pl anning process for procurenent activities, to

i nclude a Procurement Plan for each Fiscal Year. By September
15'" of each year, the CAO shall approve and submt to the
Comm ttee on House Adm nistration (hereinafter “the Commttee”) a
Ic:_opy Pf Yt he CAO Procurenent Plan for the imedi ately follow ng

i scal Year.

I11. Al acquisitions made by the CAO for the House shall be
entered into in accordance with one of the nethods set forth
bel ow, or a conbi nation of these nethods.
%A) Federal Supply Schedul e and O her Governnent Sources.
he General Services Adm nistration directs and manages the
Feder al SUPﬁIy Schedul e whi ch provi des Federal agencies and
the CAO wi a sinplified process for obtaining comonly
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used supglles and services at prices associated with vol une
b%élng. he CAO may follow the procedures laid out in the
"GSA Supply Catal og" which includes a |isting of Federal
Supply Schedul es and information on their use. The CAO HEY
al so purchase goods or services under contracts entered into
or adm nistered by other federal agencies. The above nobdes
of procurenent naY be used on an optional basis as
apBroprlate, avai l abl e, and all owabl e. Further, pursuant to
2 U S C 111, the CAO may purchase such goods or services at
a unit price or under terns and conditions which are nore
favorabl e to the House than those offered to the contracting
entity of the Federal governnent.

&B? Qui del i nes for the Purchase of Equipnent, Software and
el ated Services by Ofices of the U S. use of _
Represent ati ves. | purchases covered by the aforenentioned
Gui del i nes, adopted by the Conmttee on y 10, 1995, should
be nade through Office Systems Managenent of the Office of
the CAO. House Ofices may purchase by this nmethod such
covered equi pnent, software and rel ated services as are
necessary for the operation of functions over which they
have responsibility, from funds appropriated for such
?ggposgs(H)Such pur chases shall be exenpt from paragraph 1|1
an .

&C) Smal | Purchase and Qther Sinplified Purchase
rocedures. These are sinple and informal procurenent

met hods for securing services, supplies, or other Property
that do not aggregate to nore than $50,000 in any fiscal
year .

When the amount involved for a single purchase

(1) I
order is in excess of $2,500, but not nore than the
Smal | Purchase Threshol d of $50, 000, such purchase nmay
be made by docunmented conpetitive quotations wherein
there shall be obtained a m ninmumof three offers from
three separate offerors, or two offers fromtwo
separate offerors, if only two are engaged in the
conduct of such business. Requirenents aggregating nore
than the small purchase dollar limtation shall not be
broken down into several purchases that are |ess than
the limt nerely to permt the use of snall Pugchasg

e made

Procedures, and every reasonable effort shal
to anticipate the need for subsequent purchases of such
itens durln? the fiscal year in determning the
procedures to be followed. The CAO shall place in
effect controls which ensure that no order is split to

avoi d conpetition requirenents applied above to the
Smal | Purchase Threshol d. *

(2) Wen the anmount involved in the procurenment in the
aggregate is less than twenty-five hundred dollars )
(%2,500), and the CAO determnes that the price is fair
and reasonabl e, no nore than one quote need be
obt ai ned, so |long as orders are not split to avoid the
conpetitive threshold requirenents.

* The use of Electronic Comerce will be reviewed and
may be tested on a trial basis.
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(D) Seal ed Bidding. The CAO shall establish and utilize
such procedures as necessary to insure fair and inparti al
awards of contracts for supplies or services for the House
after advertising a sufficient tinme previously for )
Broposals. Contracts are to be awarded to the responsible

i dder whose bid, conformng to the solicitation, wll be
t he nost advant ageous to the Governnent, conS|der|ng_pr|ce
and price-related factors specified in the solicitation.
Al l Dbids naY be rejected if such action is in the public
I nterest. nformalities and mnor irregularities 1 n bids

recei ved may be wai ved.

All bids submtted in response to a solicitat

t ( ion shall be
kept sealed until|l the opening date and tinme sp
c

o]
fleied in the
S

solicitation. The sealed bids shall be publicly opened in

the presence of at |east three House enpl oyees and anK

Prospectlve bi dders and/or nenbers of the public who choose
0 be present. The Commttee and offerors shall be notified
of the tinme and place of such bid oPenlng by nmeans of the
solicitation docunent. The CAO shall, consistent wth these

QU|deI|nes,_detern1ne the wi nner and award the contract to
he responsive and responsi ble bidder wwth the | owest bid

price.

(E) Conpetitive Proposals (Negotiated Contracts). After
advertising for a sufficient period of tine, conpetitive
proposal s submtted to the CAOin response to solicitations
of contracts for supplies or services for the House, shal

be eval uated for an assessnment of both the ﬁr0ﬁosal and the
offeror's ability to successfully acconplish the prospective
contract. Sufficient tinme is to be given to bidders to
Pre are offers. The CAO shall evaluate the proposal for
echnical quality and price. The criteria for evaluating
conpetitive proposals shall be based so!e!y on the factors
specified in the solicitation. The solicitation shall also
l1st the relative inportance of the evaluation criteria. 1In

t he absence of such listing, the criteria shall be

consi dered of equal weight or value. The CAO shall conduct
a cost or price evaluation to determ ne whether it is
reasonabl e and reflects the offeror's understandi ng of the
work and the ability to performthe contract.

The CAO shall establish and utilize such procedures as are
necessary to insure fair and inpartial evaluation of the
offers, and shall docunment the evaluations. A signed
witten determ nation nust be placed in the contract file by
t he CAO appropri at el dlscu55|2%‘hom1the w nni ng of fer was
determ ned and sel ected. The O shall award a contract
resulting fromthe solicitation to the responsible offeror
whose offer, conforn1n% to the solicitation, will be the
nmost advant ageous to the House, cost or price, and ot her
factors specified in the solicitation considered. The )
Comm ttee shall be provided a copy of the solicitation prior
to its public issuance, and advi sed of any changes not
reflected in the original solicitation, as well "as the
contractor selected for award.

(F) Oher Procedures. The CAO may, by entering witten
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certification in the acquisition file, authorize contracting
w thout utilizing the maxi mum possi bl e conpetition

consistent wth the governnent=s interest only when the
award of a contract s not feasible under anY of the above
procedures, and one of the follow ng circunstances applies:

(1) The itemis available only froma single source
and no other supplies or services wll satisfy the
requi renents;

(2) The Public exi gency wl| not Pernit a del ay
resulting fromconpetitive solicitation

(3) After solicitation of a nunber of sources,
conpetition is determ ned i nadequate; or

(4) It is in the public interest, none of the
recedi ng exceptions apply, and Comm ttee approval
as been obt ai ned.

g(ﬁ The CAO or his designee shall not commence negoti ations
or a single source confract, comence negotiations for a
contract resulting froman unsolicited proposal, or award
any other contract w thout providing for maxi num possi bl e

conpetition consistent with the government=s interest,
unless the CAO or his deS|Pnee justifies the use of such
actions in witing, having first certified a report on the
matter prepared by technical and requirenents personnel as
bei ng accurate and conpl ete, and having the data necessary
to support the recommendation for other than maxi mum

possi bl e conpetition consistent with the governnent =s
I nterest.

(Fm An acquisition that uses a brand nanme description or
ot her purchase description to speC|f¥ a particular brand
name product or feature of a product, peculiar to one
manuf acturer, shall not be nade, unless acconplished
pursuant to the sane witten justification and reports as
outlined i medi ately above. Cost analysis, i.e. verifying
t he proposed cost data, the projections of this data, and
the evaluation of the specific elenents of cost and profit,
may al so be required.

(I? The process | eading to contract award under paragraph
1T (B), ( %%1%,_(E? and (F) may allow for negotiation, a
a

Brocedure i ncludes the receipt of a proposal, permts
argalnln?, and usually affords an opportunity for the
offerors to revise their offers before award of a contract.
Bargai ning may apply to price, schedul e, technical

requi renents, type of contract, or other terns of a proposed

contract.

V. Bonds. Performance or Paynent bonds shall not be required
except when necessary to protect the interest of the House.

E)A)d The follow ng situations may warrant the posting of a
on

(1) Government property or funds are to be provided to
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the contractor for use in the contract.

(2) A contractor sells assets to or nerges with
anot her concern and the House, after recogni zing
| atter concern as the successor in interest, des
assurance that it is financially capable of

per f or mance.

t he
ires

(3?_ Substanti al progress paynents are nade before
delivery of an itemstarts.

(B) Wen a bond is required, the solicitation shall specify
the requirenent for the bond; the penal sum of each bond
(expressed as a fixed sumor percentage of the contract
prlceL or penal coverage required in case of annual bonds;
and the deadline for submtting acceptabl e bonds.

V The general rule is that no contract shall have a

erformance Perlod in excess of one (1) year. The CAO may,

owever, include renewal options in contracts for one or nore
periods, when it is in the interest of the House, or may execute
mul ti-year contracts for certain categories, such as
t el ecomruni cati ons, automatic data processing, |eases and others,
that | end thenselves to |longer periods. All contracts with a
Perfornance period in excess of one year, shall be approved b

he Commttee. Further, the CAO shall notify the Conmttee o
the intention to exercise a contract renewal option or to pursue
a contract extension sixty (60) days before the end date of the
current performance peri od.

VI. Al contracts and purchases of goods and services by the
CAQ, in excess of two hundred fifty thousand dollars ($250,000),
shal | be approved by the Conmittee’

VI All purchases of furniture and carpets by the CAO shall be
made pursuant to 40 U.S.C. 169 and 40 U . S.C. 170. Adoption_ of
these Cuidelines by the Commttee constitutes a standlnﬁ witten
order fromthe Chairman of the Commttee to the CAO authori zing

t he purchase of furniture and_carPets for the House of ]
Represent ati ves, consistent with the procedures contained in

t hese Cui del i nes.

VI11. Each nonth the CAO shall report all acquisitions exceedi ng
the Smal| Purchase Threshold to the Commttee. The CAO shal

al so make available to the Commttee any additional information
as may be requested regarding the procurenent and conpetitive
process for all acquisitions.

| X. The CAO shall establish, develop, inplenent, and utilize

such procedures as are necessarY to ensure these Quidelines, and
any anplifying instructions to them are inplenented in a fair,
i npartial, and consi stent manner.

X. Exam nati on of Records of Contractors. The CAQ actlnP
t hrough an authori zed representative, may audit the records of a
contractor or subcontractor perform ng a cost-reinmbursenent,
incentive, time-and-material, |abor-hour, or cost-plus contract,
or any conbi nati on of such contracts.

Xl . The CAO shall ensure that sufficient procedures are in
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assure that CAO awarded contracts are adequate!Y
red. Such procedures include, but are not |limted to,
g contract performance, performng audits when so

and managi hg contract nodifications.



