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DANVILLE REDEVELOPMENT AND HOUSING AUTHORITY 

PROCUREMENT POLICY 

EFFECTIVE MAY 1, 2019 

 

This Procurement Policy (“Policy”) complies with the Annual Contributions Contract (ACC) 

between Danville Redevelopment and Housing Authority (“DRHA”) and the Department of 

Housing and Urban Development (“HUD”), Federal Regulations at 2 CFR § 200.317-§200.326, 

the procurement standards of the Procurement Handbook for PHAs, HUD Handbook 7460.8, 

Rev 2, and applicable laws of the Commonwealth of Virginia (state and local laws). It is the 

policy of DRHA to comply with procurement procedures established by the Commonwealth of 

Virginia, provided that they conform to or are not preempted by applicable federal law and the 

standards set forth in 2 CFR § 200.317-§200.326.  Wherever HUD or other applicable federal 

procurement procedures are more restrictive than the procedures of the Commonwealth of 

Virginia, it is the Danville Redevelopment and Housing Authority’s policy to comply with the 

federal procedures. 

General Provisions 

General 

The DRHA shall: (1) provide for a procurement system of quality and integrity; (2) provide for 

the fair and equitable treatment of all persons or firms involved in purchasing by the DRHA; (3) 

ensure that supplies and services (including construction) are procured efficiently, effectively, 

and at the most favorable prices available to the DRHA; (4) promote competition in contracting, 

and assure that DRHA purchasing actions are in full compliance with applicable federal 

standards, HUD regulations, state, and local laws. 

Application   

This Procurement Policy applies to all procurement actions of the Authority, regardless of the 

source of funds.   

Definitions  

The term “procurement,” as used in this Policy, includes the procuring, purchasing, leasing, or 

renting of: (1) goods, supplies, equipment, and materials; (2) construction, maintenance, and 

consultant services; (3) Architectural and Engineering (A/E) services; (4) Social Services; and (5) 

other services.  

The term “professional services” means work performed by an independent contractor within the 

scope of the practice of accounting, actuarial services, land surveying, landscape architecture, 

law, dentistry, medicine, optometry, or pharmacy.   

The term “Contracting Officer” means the CEO/Executive Director of the Authority. 

Exclusions  

Administrative Fees: This policy does not govern administrative fees earned under the 

Section 8 voucher program, the award of vouchers under the Section 8 program, the 

execution of landlord Housing Assistance Payments contracts under that program, or non-
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program income, e.g., fee-for-service revenue under 24 CFR Part 990.  These excluded 

areas are subject to specific applicable federal, state and local requirements. 

 

Changes in Laws and Regulations 

In the event an applicable law or regulation is modified or eliminated, or a new law or regulation 

is adopted, the revised law or regulation shall, to the extent inconsistent with this Policy, 

automatically supersede this Policy.  

 

PURCHASING METHODS 

Petty Cash Purchases   

Subject to the approval of the Executive Director, purchases under $100 may be handled through 

the use of a petty cash account. Petty Cash Accounts may be established in an amount sufficient 

to cover small purchases made during a reasonable period, e.g., one month. For all Petty Cash 

Accounts, the DRHA shall ensure that security is maintained and only authorized individuals 

have access to the account. These accounts should be reconciled and replenished periodically.  

Micro Purchases 

Subject to the approval of the Executive Director, for purchases of goods or services less than 

$10,000, also known as Micro Purchases, the Executive Director or his authorized designee need 

solicit only one quote, provided the quote is considered reasonable, prior to making the purchase. 

No additional formal cost or price analysis is required prior to an award. 

 

Small Purchase Procedures   

DRHA may use a small purchases procedure, consistent with Va. Code §§ 2.2-4303(G) and (H) 

or similar law, as may be amended from time to time, for the procurement of 1) single or term 

contracts for goods or services (other than professional services) with an aggregate or sums of all 

phases between the $10,000.00 Micro Purchase ceiling and $100,000.00, and 2) single or term 

contracts for professional services with an aggregate or sum of all phases between the $10,000.00 

Micro Purchase ceiling and $80,000.00.  To the greatest extent feasible, and to promote 

competition, the specifications, terms, and conditions applicable to the goods or services to be 

procured and standards for the award shall be distributed among qualified sources by the 

Executive Director or his authorized designee. DRHA shall obtain a reasonable number of quotes 

(preferably three, if practical).  Quotes may be obtained orally (either in person or by phone), by 

fax, in writing, or through e-procurement. Award shall be made by the Executive Director or his 

authorized designee to the qualified vendor that provides the best value to the DRHA. If award is 

to be based on factors other than consideration of price alone, the factors used in evaluating and 

making the award determination shall be documented in writing and maintained as part of the 

procurement or contract file. The DRHA shall not breakdown requirements aggregating more 

than the small purchase threshold (or the Micro Purchase threshold) into several purchases that 

are less than the applicable threshold merely to: (1) permit use of the small purchase procedures 

or (2) avoid any requirements that applies to purchases that exceed the Micro Purchase threshold. 
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Competitive Sealed Bids  

Competitive sealed bidding shall be used by DRHA for all other procurements of goods and 

services that are expected to exceed the $100,000 small purchase ceiling unless competitive 

negotiation or non-competitive proposals, as described below, are not applicable or not 

authorized by the Contracting Officer or the Board of Commissioners. Under the competitive 

sealed bid procedure, DRHA will publicly solicit bids and award a firm fixed-price contract 

(lump sum or unit price) to the responsible bidder whose bid, conforming with all the material 

terms and conditions of the Invitation For Bids (IFB), is the lowest in price. Sealed bidding is the 

preferred method for procuring construction, supply, and non-complex service contracts that are 

expected to exceed $100,000.  Additional procedures related to Sealed Bids are found in the 

General Procurement Guidelines.  

Competitive Negotiation 

Competitive negotiation may be used for procurement of goods or services (other than 

professional services) expected to be in excess of $100,000.00 as authorized by either 

Contracting Officer or the Board of Commissioners that Competitive Sealed Bidding is either not 

practicable or not advantageous.  Likewise, Competitive Negotiation shall be used for the 

procurement of professional services, without prior authorization by the Board of 

Commissioners, when procurement and award of those professional services is expected to 

exceed $80,000.00. The competitive negotiation can also be used for procurement of goods and 

services expected to be less than $100,000 if the Contracting Officer deems it advantageous to 

DRHA.  The competitive negotiation method permits: consideration of technical factors other 

than price; discussion with offerors concerning offers submitted; negotiation of contract price or 

estimated cost and other contract terms and conditions; revision of proposals before the final 

contractor selection; and the withdrawal of an offer at any time up until the point of award. 

Award is made on the basis of the proposal that represents the best overall value to DRHA, 

considering price and other factors, e.g., technical expertise, past experience, quality of proposed 

staffing, etc., set forth in the solicitation and not solely the lowest price. Additional procedures 

related to Competitive Negotiation are found in the General Procurement Guidelines. 

Noncompetitive Proposals 

A. Conditions for Use. Procurement by noncompetitive proposals (sole-source) may be used 

only when the award of a contract is not feasible using small purchase procedures, sealed 

bids, cooperative purchasing, or competitive proposals, and if one of the following applies: 

1. The item is available only from a single source, based on a good faith review of available 
sources; 

2. An emergency exists that seriously threatens the public health, welfare, or safety, or 
endangers property, or would otherwise cause serious injury to the DRHA, as may arise 
by reason of a flood, earthquake, epidemic, riot, equipment failure, or similar event. In 
such cases, there must be an immediate and serious need for supplies, services, or 
construction such that the need cannot be met through any of the other procurement 
methods, and the emergency procurement shall be limited to those supplies, services, or 
construction necessary simply to meet the emergency; 

3. HUD authorizes the use of noncompetitive proposals; or 

4. After solicitation of a number of sources, competition is determined inadequate. 
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B. Justification. Each procurement based on noncompetitive proposals shall be supported by a 

written justification for the selection of this method. The justification shall be approved in 

writing by the responsible Contracting Officer.  Poor planning or lack of planning is not 

justification for emergency or sole-source procurements. The justification, to be included in 

the procurement file, should include the following information: 

1. Description of the requirement; 

2. History of prior purchases and their nature (competitive vs. noncompetitive); 

3. The specific exception in 2 CFR § 200.317-§200.326(f)(1-4) which applies; 

4. Statement as to the unique circumstances that require award by noncompetitive proposals; 

5. Description of the efforts made to find competitive sources (advertisement in trade 
journals or local publications, phone calls to local suppliers, issuance of a written 
solicitation, etc.); 

6. Statement as to efforts that will be taken in the future to promote competition for the 
requirement; 

7. Signature by the Contracting Officer’s supervisor (or someone above the level of the 
Contracting Officer); and 

8. Price Reasonableness. The reasonableness of the price for all procurements based on 
noncompetitive proposals shall be determined by performing an analysis, as described in 
this Policy.  

 The Board of Commissioners or the Executive Director or his authorized designee shall issue 
written notice of the award and basis for the award which shall be posted in a designated public 
area or published in the newspaper. 

Cooperative Purchasing/Intergovernmental Agreements   

The DRHA may enter into State and/or local cooperative or intergovernmental agreements to 

purchase or use common supplies, equipment, or services. The decision to use an interagency 

agreement instead of conducting a direct procurement shall be based on economy and efficiency. 

If used, the interagency agreement shall stipulate who is authorized to purchase on behalf of the 

participating parties and shall specify inspection, acceptance, termination, payment, and other 

relevant terms and conditions. The DRHA may use Federal or State excess and surplus property 

instead of purchasing new equipment and property if feasible and if it will result in a reduction of 

project costs. The goods and services obtained under a cooperative purchasing agreement must 

have been procured in accordance with 2 CFR § 200.317-§200.326. 

Credit (or Purchasing) Cards 

Credit card usage should follow the rules and dollar limitations for Small Purchase Procedures or 

Micro Purchases. For example, the Contracting Officer may use a credit card for Micro 

Purchases without obtaining additional quotes provided the price is considered reasonable. 

However, for amounts above the Micro Purchase level, the Contracting Officer would generally 

need to have obtained a reasonable number of quotes before purchasing via a credit card.  

When using credit cards, the DRHA will employ reasonable safeguards to assure that they are 

used only for intended purposes (for instance, limiting the types of purchases or the amount of 

purchases that are permitted with credit cards).  
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BONDING REQUIREMENTS   

The standards under this section apply to construction contracts that exceed $100,000. There are 

no bonding requirements for small purchases or for competitive proposals. The DRHA may 

require bonds in these latter circumstances when deemed appropriate; however, non-construction 

contracts should generally not require bid bonds.  

A. Bid Bonds. For construction contracts exceeding $100,000, offerors  shall be required to 

submit a bid guarantee from each bidder equivalent to 5% of the bid price. 

B.  Payment Bonds. For construction contracts exceeding $100,000, the successful bidder shall 

furnish an assurance of completion. This assurance may be any one of the following four: 

1.  A performance and payment bond for 100% of the contract price; or  

2.  Separate performance and payment bonds, each for 50 % or more of the contract price; or 

3.  A 20 % cash escrow; or 

4. A 25 % irrevocable letter of credit. 

C.   The Contracting Officer, via form HUD-5369, has the option to select any one of the above 
       Contract guarantees.  Careful consideration should be given to the selection, as the options  
       vary greatly in degree of security provided to the DRHA versus cost and degree of difficulty  
       in obtaining by the contractor.   

  

D. These bonds must be obtained from guarantee or surety companies acceptable to the U. S. 

Government and authorized to do business in the State where the work is to be performed. 

Individual sureties shall not be considered. U. S. Treasury Circular Number 570 lists 

companies approved to act as sureties on bonds securing Government contracts, the 

maximum underwriting limits on each contract bonded, and the States in which the company 

is licensed to do business. Use of companies on this circular is mandatory. 

CONTRACTOR QUALIFICATIONS AND DUTIES 

Contractor Responsibility   

DRHA shall not award any contract until the prospective contractor, i.e., low responsive bidder, 

or successful offeror, has been determined to be responsible. A responsible bidder/offeror must: 

A. Have adequate financial resources to perform the contract, or the ability to obtain them; 

B. Be able to comply with the required or proposed delivery or performance schedule, taking 

into consideration all the bidder’s/offeror’s existing commercial and governmental business 

commitments; 

C. Have a satisfactory performance record; 

D. Have a satisfactory record of integrity and business ethics; 

E. Have the necessary organization, experience, accounting and operational controls, and 

technical skills, or the ability to obtain them; 



   

  6  

F. Have the necessary production, construction, and technical equipment and facilities, or the 

ability to obtain them; and, 

G. Be otherwise qualified and eligible to receive an award under applicable laws and 

regulations, including not be suspended, debarred or under a HUD-imposed LDP. 

If a prospective contractor is found to be non-responsible, a written determination of non-

responsibility shall be prepared and included in the official contract file, and the prospective 

contractor shall be advised of the reasons for the determination. 

Suspension and Debarment   

Contracts shall not be awarded to debarred, suspended, or ineligible contractors. Contractors may 

be suspended, debarred, or determined to be ineligible by HUD in accordance with HUD 

regulations (24 CFR Part 24) or by other Federal agencies, e.g., Dept of Labor for violation of 

labor regulations, when necessary to protect housing authorities in their business dealings. 

Vendor Lists   

All interested businesses shall be given the opportunity to be included on vendor mailing lists. 

Any lists of persons, firms, or products which are used in the purchase of supplies and services 

(including construction) shall be kept current and include enough sources to ensure competition.  

APPEALS AND REMEDIES 

General    

It is DRHA policy to resolve all contractual issues informally and without litigation. Disputes 

which may be referred to HUD will not be unless all administrative remedies have been 

exhausted. The bidder/contractor may request to meet with the appropriate Contract Officer. 

When appropriate, a mediator may be used to help resolve differences.  

A. Bid Protest. Any actual or prospective contractor may protest the solicitation or award of a 

contract for serious violations of the principles of this Policy. Any protest against a 

solicitation must be received before the due date for the receipt of bids or proposals, and any 

protest against the award of a contract must be received no later than ten (10) calendar days 

after the award or announcement of the decision to award, whichever occurs first, or the 

protest will not be considered. All bid protests shall be in writing, submitted to the 

Contracting Officer or designee, who shall issue a written decision on the matter. The 

Contracting Officer may, at his/her discretion, suspend the procurement pending resolution of 

the protest if the facts presented so warrant. 

B. Contractor Claims. All claims by a contractor relating to performance of a contract shall be 

submitted in writing to the Contracting Officer for a written decision. The contractor may 

request a conference on the claim. The Contracting Officer’s decision shall inform the 

contractor of its appeal rights to the next higher level of authority in DRHA. Contractor 

claims shall be governed by the Changes clause in the form HUD-5370. 
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BOARD APPROVAL OF PROCUREMENT ACTIONS 

Except as otherwise specifically required by this Policy or applicable law, approval by the Board 

of Commissioners is only required for any procurement action with a value of $25,000 or greater. 

Even with Board approval, it does remain the responsibility of the Executive Director to ensure 

that all procurement actions are conducted in accordance with this Policy and applicable law.  

DELEGATION OF CONTRACTING AUTHORITY 

While the Executive Director is responsible for ensuring that the DRHA’s procurements comply 

with this Policy, the Executive Director may delegate all procurement authority as is necessary 

and appropriate to conduct the business of DRHA. 

Further, and in accordance with this delegation of authority, the Executive Director shall, where 

necessary, establish operational procedures (such as a procurement manual or standard operating 

procedures) to implement this Policy. The Executive Director shall also establish a system of 

sanctions for violations of the ethical standards described in Section III below, consistent with 

Federal, State, or local law. 

DOCUMENTATION 

The DRHA shall maintain records sufficient to detail the significant history of each procurement 

action. These records shall include, but shall not necessarily be limited to, the following: 

 A. Rationale for the method of procurement (if not self-evident); 

B. Rationale of contract pricing arrangement (also if not self-evident); 

 C. Reason for accepting or rejecting the bids or offers;   

 D. Basis for the contract price (as prescribed in this handbook); 

 E. A copy of the contract documents awarded or issued and signed by the Contracting 

Officer; 

 F. Basis for contract modifications; and 

 G. Related contract administration actions. 

The level of documentation should be commensurate with the value of the procurement.  

Records are to be retained for a period of three years after final payment and all matters 

pertaining to the contact are closed.  

ETHICS IN PUBLIC CONTRACTING 

General   

The DRHA hereby establishes this code of conduct regarding procurement issues and actions and 

shall implement a system of sanctions for violations, consistent with applicable Federal, State, or 

local law. 
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Conflicts of Interest   

No employee, officer, Board member, or agent of the DRHA shall participate directly or 

indirectly in the selection, award, or administration of any contract if a conflict of interest, either 

real or apparent, would be involved. This type of conflict would be when one of the persons 

listed below has a financial or any other type of interest in a firm competing for the award: 

A. An employee, officer, Board member, or agent involved in making the award; 

B. His/her relative (including father, mother, son, daughter, brother, sister, uncle, aunt, first 

cousin, nephew, niece, husband, wife, father-in-law, mother-in-law, son-in-law, daughter-in-

law, brother-in-law, sister-in-law, stepfather, stepmother, stepson, stepdaughter, stepbrother, 

stepsister, half brother, or half sister); 

C. His/her partner; or 

D. An organization which employs or is negotiating to employ, or has an arrangement 

concerning prospective employment of any of the above. 

Gratuities, Kickbacks, and Use of Confidential Information   

No officer, employee, Board member, or agent shall ask for or accept gratuities, favors, or items 

from any contractor, potential contractor, or party to any subcontract, and shall not knowingly use 

confidential information for actual or anticipated personal gain.  

Prohibition Against Contingent Fees   

Contractors wanting to do business with the DRHA must not hire a person to solicit or secure a 

contract for a commission, percentage, brokerage, or contingent fee, except for bona fide 

established commercial selling agencies. 

FUNDING AVAILABILITY 

Before initiating any contract, the DRHA shall ensure that there are sufficient funds available to 

cover the anticipated cost of the contract or modification.  

SELF-CERTIFICATION 

The DRHA self-certifies that this Procurement Policy and that DRHA’s procurement system 

complies with all applicable Federal regulations and, as such, the DRHA is exempt from prior 

HUD review and approval of individual procurement action.  

 


