ACQUISITIONS GREATER THAN $2,500 UP TO $25K
The requirement  must be competed 
3 quotes are needed.  (Oral solicitation is ok).

OR

Sole Source Justification is required

A Public Posting is required for acquisitions from $10k up.

What’s needed in the package?
a. Signed Purchase request

b. Statement of Work

c. Approved ACH (banking info) for source


TEMPLATE FOR A STATEMENT OF WORK
The rationale for proposed acquisitions over $2,500 up to $25,000 must be documented and furnished to the purchasing agent with the requisition. While no specific format is prescribed for acquisitions less than $25k, I recommend using the outline below:
Program OfficeInclude the name and address of the requesting office and the name and telephone number of the project officer.

Descriptive Project Title

Name of the Proposed Source:
A Brief Narrative (paragraph) Describing the Requirement for service/product
Gov’t Cost Estimate: 
4. Service-type acquisitions are typically are set up as:
4. Fee for service x Hours worked (Use GS-equivalency & justify hours)

4. Per Diem (Use gov’t rates)

4. Travel (Ground and/or Air)

5. Product-type acquisitions are typically set up as:
1. Deliverable (ie product, paper, etc)

Statement of Work:  
Determine that costs for services are fair and reasonable by documenting in a 2 or 3 sentence paragraph:

a. That the individual is a professional (has advanced degree, PhD, or MD)

a. State their specific occupation and field of expertise

a. State that this person is involved in discharging professional duties.
Sole Source Justification (if applicable, persuasively explain why competition is not feasible.)
Period of Performance (start date/end date)

