GUIDELINES FOR GSA PURCHASES OVER $3000.00

 When submitting orders for purchases that are $3001.00 to $25,000.00 and you can find it on GSA contract, we can place the order using the Government Credit Card (without sending it to contracting). We need a GSA evaluation form filled out with a minimum of three other GSA sources. You cannot mix GSA sources and open market sources for competition purposes on this form. 

If you can only find one source on a GSA contract that provides the item you want to purchase, then this order will have to go to Contracting for purchase. We cannot purchase an item over $3000.00 using a Government credit card without GSA competition.  

All orders that are over $25,000.00 whether on GSA contract or open market will have to go to Contracting for purchase.  If you plan to use a sole source justification for any order, please remember    that it must be based on technical specifications.  The product must have something unique about the specs that only that one vendor can provide and no other vendor. In addition, the Chief of the Equipment Management Branch (EMB),  may concur and approve a Sole Brand for standardization purposes.

Note:  When searching the GSA site for vendors that provide the product you are looking for, remember that if you find a vendor that has exactly what you need, and you find two other vendors that sell a like product but don’t have the product you are looking for, you can use those vendors as sources on your evaluation form. You will justify the reason why you chose the vendor you want to go with in the explanation box of the evaluation form. 

Example:  You have searched the GSA vendor online supply website, and you cannot find the product you’re looking for, i.e., (incremental needle suture #4) but the vendor does have (incremental needle suture #3). In this case, you have found a vendor that sells the same types of products you are looking for (incremental needle suture #3), although not the exact product you are looking for (incremental needle suture #4), you can use that vendor as one of your GSA sources.

I hope this help clear up any misunderstanding about the procedure process used for purchasing items on GSA contracts.

If you still have questions or concerns regarding the above procedures, please feel free to contact one of the CEEP managers.  Peggy Varoz, 719-526-7797 or Shirley Carr, 719-526-7835.

