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INTRODUCTION 

The enclosed policies and procedures represent the Fort Monroe Authority (“FMA”)’s 
commitment to prudent business practices when purchasing goods and services.  All 
purchasing will be done to support the mission of the FMA and will be in the best interest 
of the Commonwealth of Virginia.  The FMA will continue to consider the benefits of 
established State contracts to procure certain goods and services.  The FMA 
management is responsible for determining the appropriate and most desirable source of 
procurement. 
 
As an authority created to plan for and manage the reuse of Fort Monroe, a BRAC 
closure, the FMA is subject to the Virginia Public Procurement Act (“VPPA”), which can be 
found in Code of Virginia § 2.2-4300 et seq.  However per Code of Virginia § 15.2-6314.1, 
the closure of Fort Monroe authorizes the FMA to use “emergency” procurement 
procedures under subsection F of § 2.2-4303 of the VPPA.  Additionally as a political 
subdivision, the FMA is not required to follow the policies and procedures issued by the 
Department of General Services (“DGS”) or other procurement-related agencies.  All 
procurement policies and procedures are established by the Executive Director within 
the authority granted him/her by the FMA Board of CommissionersTrustees. 
 
Specifically, this Procurement Policies and Procedures Manual is intended to guide all the 
FMA procurements and ensure that the Authority: 

 

 Obtains high quality goods and services at a reasonable cost 

 Conducts all procurements in a fair and impartial manner, avoiding any 
impropriety or appearance of impropriety 

 Provides all qualified vendors reasonable access to public business and neither 
arbitrarily nor capriciously excludes or discriminates against any viable offeror 

 Seeks competition, consistent with the business needs of the FMA 

 Allows flexibility in fashioning details of such competition 

 Provides clear rules, in advance of competition, governing contract awards 

 Draws specifications that reflect the procurement needs of the FMA, rather than 
being drawn to favor a particular vendor 

 Freely exchanges information between purchasers and vendors, inasmuch as 
such exchange does not negatively affect the business objectives of the FMA, or  
violate associated confidentiality requirements 

 Procures services that, where applicable, ensure conformity with national and 
state standards for the preservation and treatment of historic properties and 
artifacts  



 Complies with the applicable requirements of the VPPA 

  
This manual provides instruction to all employees of the FMA as they identify and pursue 
the procurement of goods and services to fulfill the business needs of the FMA.  
However, as indicated herein, specific responsibilities and authorities have been defined 
for purchasing goods and services on behalf of the FMA.  All employees are therefore 
directed to the FMA responsible party, as defined herein, prior to pursuing any 
procurement. 
 
Certain procedures and forms referenced in this manual are subject to change, as the 
FMA continues to grow and evolve its procurement operations and systems.  For 
example, there may be positions referenced in this manual that have not yet been 
created, but which are planned for creation as reuse of Fort Monroe progresses.  In cases 
where this manual appears to contradict instructions on forms or other materials, the 
policies and procedures documented herein will take precedence. 
  
The Deputy Director of Operations Deputy Executive Director and his/her staff in the 
Operations Department are available to assist in any purchasing activity and to interpret 
and apply these policies and procedures.  The provisions of this manual have been 
developed at the discretion of management and may be amended or canceled at any 
time at the FMA’s sole discretion.  These provisions supersede all previously issued 
purchasing policies and procedures and may not be amended or added to without the 
express written approval of the Executive Director of the FMA within the authorization 
granted him/her by the FMA Board of Commissioners Trustees (the “Board”). 
 
No member of management or representative of the FMA has any authority to enter into 
any agreement contrary to these policies and procedures relative to contracts, purchases 
or other areas included in this manual. 
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SECTION 1 - ETHICS IN PUBLIC PROCUREMENT 

1.1 POLICY 

It is important that FMA employees conducting procurements on behalf of the FMA avoid 
improprieties as well as the appearance of such improprieties.  The integrity and 
credibility of the procurement program requires FMA employees to be impartial, fair and 
free of any relationships that may cause them to be unduly partial to any vendor or 
product.  It is up to each individual to ensure they do not violate the spirit of 
procurement ethics. 
 

1.2 PROCEDURE 

Procurement ethics will always include but may not be limited (depending on the 
circumstances) to the following considerations: 
 

A. LEGITIMATE BUSINESS NEED 

The procurement of goods and services will be limited to those necessary to the 
operation and mission of the FMA and its business interests.  Purchasing of goods and 
services through the FMA procurement process for non-FMA use is prohibited. 

 
 B. CONFLICTS OF INTEREST 

A FMA employee is prohibited from participating in a procurement transaction if he/she 
(or in some cases his/her spouse or family) has an interest in the potential vendor’s 
business. 
 

C. GIFTS 

No FMA employee having official responsibility for a procurement transaction shall 
solicit, demand, accept or agree to accept from a bidder, offeror, contractor or 
subcontractor any payment, loan, subscription, advance, deposit of money, services or 
anything of more than nominal value, present or promised. 
 

D. DISCLOSURE OF SUBSEQUENT EMPLOYMENT 

No current or former FMA employee having official responsibility for a procurement 
transaction shall accept employment with a bidder, offeror or contractor with whom 
he/she has dealt in any official capacity concerning procurement transactions for a period 
of one (1) year from the cessation of employment by the FMA unless the employee or 
former employee provides written notification to the FMA prior to commencement of 
employment by that bidder, offeror or contractor. 
 

E. KICKBACKS 



Kickbacks involve getting something of value from a bidder, offeror, contractor or 
subcontractor in an attempt to influence the award of business and are prohibited. 
 

F. ORDER SPLITTING 

Order splitting is the practice of unreasonably placing  multiple orders for the same, like, 
or related goods and services in order to avoid using the appropriate method of 
procurement or to remain within a specific employee’s delegated purchasing authority 
and is prohibited. 
 

G. MISREPRESENTATIONS 

Any FMA employee having official responsibility for a procurement transaction is 
prohibited from knowingly falsifying, concealing or misrepresenting material facts 
concerning procurement. 

 

H. INSUFFICIENT AUTHORIZATION 

No employee shall obligate the FMA to procurement without having received prior 
written authorization from an approved official.  To do so, is a misrepresentation of 
authority and is prohibited. 
 

Questions regarding the above or other procurement ethics issues, or the interpretation 
thereof, should be directed to the Deputy Director of Operations Deputy Executive 
Director or his/her designated representative.   
 

The willful violation of any of the above provisions may lead to disciplinary and/or legal 
actions. 
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SECTION 2- PROCUREMENT OFFICE 

2.1 POLICY 

The FMA will establish and maintain a central Procurement Office in its Operations 
Division, which will have overall responsibility for developing, interpreting and enforcing 
all FMA purchasing policies and procedures.  In some cases (as specified herein), approval 
from the Deputy Director of Finance will be required prior to pursuing the purchase of 
goods and services on behalf of the FMA.  Otherwise, the Executive Director may 
delegate procurement authority to Department Directors or their designated Purchasing 
Agents (“Agents”), as long as such delegated procurements are conducted in accordance 
with all applicable FMA policies and procedures. 

 

2.2 PROCEDURE 

 
A. The Procurement Manager will maintain this Procurement Policies and 
Procedures Manual (the “Manual”) by issuing updates or amendments as necessary.  
These updates or amendments will be reviewed by the Finance Committee and approved 
by the Executive Director.  The Procurement Manager will provide copies of the Manual 
to the staff, Agents and other parties as appropriate. 
 

B. The Procurement Manager will support the FMA with its purchasing activities 
and will maintain purchasing documentation and related files, as specified herein, in good 
order. 
 

C. The Procurement Manager will provide and/or coordinate training as needed to 
approved personnel to ensure continued compliance with FMA policies and adherence to 
sound procurement practices. 
 

D. The Procurement Manager will coordinate with the Deputy Director of Finance to 
ensure that payments for goods and services (or credits due) are processed timely and in 
accordance with all FMA policies and procedures. 
 

E.  The Procurement Manager will coordinate any inquiries, reviews or audits, of 
the Procurement Policies and Procedures, which may be requested and conducted from 
time to time. 
 
F. The Deputy Executive Director must be advised and will coordinate all vendor 
disputes, appeals and resolutions. 
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SECTION 3- TYPES OF PROCUREMENT 

3.1 POLICY 

Procurement of goods and services (professional or nonprofessional) shall conform to the 
FMA Procurement Table in Appendix A. 

 

3.2 PROCEDURE 

A. GOODS  

Procurement of goods, such as office supplies, furniture, equipment, computers and 
printing will be purchased in accordance with the rules established in this Procedure. 

In order to ensure the consistency and quality of furnishings, the Procurement Office will 
be responsible for procurement of all furniture.  If a division identifies a need for 
furniture, it must contact the Procurement Office.  

 

B. SERVICES - NONPROFESSIONAL 

Nonprofessional services are services not specifically identified as professional services 
including maintenance services, research services (unless conducted by one of the 
professionals listed below), marketing and promotional items. 

Because the FMA often schedules its work in phases, it may issue continuing contracts 
when authorized by the initial contract for nonprofessional services if each phase of work 
builds on another. Such contracts must be approved by the Executive Director.  

The Director of Human Resources Manager must also authorize all staff augmentation 
(“temporary staff”) services regardless of expenditure level or procurement method. 

 

C. SERVICES - PROFESSIONAL 

Professional services include work which must be performed by an entity licensed in the 
practice of accounting, actuarial services, architecture, land survey, landscape 
architecture, law, medicine, optometry, pharmacy or engineering.  

Because the FMA often schedules its work in phases, it may issue continuing contracts 
when authorized by the initial contract for nonprofessional services if each phase of work 
builds on another. Such contracts must be approved by the Executive Director.  

 

It should be noted that all legal services will be approved by the Commonwealth of 
Virginia Office of the Attorney General (“OAG”).  The FMA is precluded from obtaining 
other legal representation without prior approval of the OAG. 
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SECTION 4 – PROCUREMENT METHODS 

4.1 POLICY 

Due to the unique historic nature of Fort Monroe, it is normally not practicable or fiscally 
advantageous for the FMA to obtain goods or services, including construction by 
competitive sealed bidding.  Unless documented otherwise in the procurement file, 
goods and services, which do not qualify as an emergency, small purchase or sole source 
shall be procured through competitive negotiation and shall conform to the FMA 
Procurement Table in Appendix A. 
 

4.2 PROCEDURE 

It is important to select the proper procurement method.  The estimated or anticipated 
value of the contract must be determined first, unless the purchase is an emergency.  For 
emergency procurement see Section 5.  The anticipated value of the contract includes the 
dollar value for the initial period of the contract and all possible renewal periods.  The 
expected trade-in value of equipment should not be considered when determining the 
anticipated value of a contract. When determining the total value of a contract, include 
all cost elements such as travel related expenses (e.g., travel, lodging and meals) and 
direct bill expenses (e.g., copying costs, postage, shipping and handling costs and long 
distance charges).  If purchases under $50,000 are required, then the small purchase 
procedures in Section 6 shall be used. If over $50,000, then the competitive negotiation 
procedures in Section 7 shall be used.  For purchases where there is only one source 
practicably available, see Section 8.  For competitive sealed bidding, see Section 9. 
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SECTION 5 – EMERGENCY PROCUREMENT 

5.1 POLICY 

The closure of Fort Monroe authorizes the FMA to use “emergency” procurement 
procedures under subsection F of § 2.2-4303 of the VPPA per Code of Virginia §15.2-
6314.1.  Procurement through emergency procedures shall conform to the FMA 
Procurement Table in Appendix A. 
 

5.2 PROCEDURE 

 

A. In case of emergency, a contract may be awarded without competitive 
negotiation; however if practical, competition should be solicited through informal bids 
before issuing a Purchase Order (“PO”).  If competition is not practical, utilize the most 
direct and least time-consuming method to procure the goods or services.  

 

B. Emergency purchases require justification and authorization by the Executive 
Director.  Authorization of an emergency purchase indicates that in management’s 
judgment, the benefits of an immediate and direct purchase of goods or services 
outweigh the drawbacks of limited competition. 

 

 C. If an emergency purchase is deemed necessary, complete the Emergency 
Procurement Authorization Form, also known as the Sole Source-Emergency Justification 
Form provided in Appendix B, documenting the basis for this determination. 

 

D. The FMA shall issue a written notice stating a contract is being awarded on an 
emergency basis, identifying what is being procured, the contractor selected and the 
date on which the contract was or will be awarded. 

 

 E. The notice shall be posted in a designated public area or published in a 
newspaper of general circulation on the day the public body awards or announces its 
decision to award the contract, whichever occurs first, or as soon thereafter as is 
practicable.  The notice may also be published in the DGS’ central electronic procurement 
website (eVA) and other appropriate websites. 
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SECTION 6 – SMALL PURCHASE PROCEDURES 

6.1 POLICY 

Small Purchases shall conform to the FMA Procurement Table in Appendix A. 
Small Purchase procedures may be used for the purchase of goods and services 
(professional and non-professional) not expected to exceed $50,000. 
   

6.2 PROCEDURE 

A. Procurement of goods and services not expected to exceed $50,000 do not 
require competitive negotiation. 

B.  Any purchase expected to exceed $30,000 shall require the written informal 
solicitation of a minimum of four (4) bidders or offerors.  

C.  If available, petty cash may be used for expenses not exceeding $50.  The use of 
petty cash shall comply with the Financial Policies and Procedures Paragraph 3.1.C. 

D. Expenditures under $10,000 may be procured without the use of an FMA 
contract when a written vendor agreement is available that does not contain terms 
contrary to the Authority’s standard terms and conditions. 

 

6.3  EXEMPTIONS TO COMPETITION 

The FMA has determined that competition normally is either not practicable or available 
for purchases up to and including $5,000 and the following goods or services up to and 
including $50,000: 
 
A. Academic/research consulting services 

B. Honoraria and entertainment (e.g., speakers, lecturers, musicians or performing 
artists) 

C. Books, pre-printed materials, reprints and subscriptions (e.g., print or electronic), 
pre-recorded audio and video cassettes, compact discs, slide presentations, etc. when 
only available from the publisher/producer 

 

6.4 CORPORATE CREDIT/DEBIT CARD 

The FMA corporate credit or debit card may be used for small purchases not requiring 
competition.  Use of the corporate credit or debit card is restricted to official FMA 
purchases only.  Use of the card for personal items, cash advances or unauthorized 
expenses relating to business travel is not permitted. 
 
Employees who cannot produce documentation showing proof of purchase may be held 
responsible for payment. The Executive Director may establish waivers from this 
regulation. 
 



Corporate credit cards have a maximum of a $5,000 credit limit.  Corporate debit cards 
have a maximum daily limit of $3,000. 
 
A. Credit/Debit Card users may order products or services directly from 
participating suppliers. 

 

B. Once the supplier has processed and delivered the order, the card members shall 
verify all items have been received in good order. 

 

C. Credit/Debit card users shall record the purchase/receipt onto the personal card 
log form. (including expenditure coding.) 

 

D. The credit card company issues a monthly report for each credit card and an 
account statement, including debit card charges, to the Finance Office detailing all 
expenditures. 

 

E. Each card member holder is responsible to reconcile their monthly report and 
return to the Finance Office with all receipts and supporting documentation.  When 
reconciled, the Finance Office pays the credit card company.  Use of corporate credit or 
debit cards shall comply with the Financial Policies and Procedures Section 6. 

 

6.5  TRAVEL – SUSTENANCE, LODGING AND PUBLIC TRANSPORTATION 

Policies and procedures for arranging airline tickets, hotel rooms, public transportation 
and other travel for business purposes by FMA employees are described in the FMA 
Employee Handbook (Section V:  Fiscal Control Policies)Fort Monroe Authority Travel 
Policies and Procedures; FMA-F-001.  Procurement of sustenance, lodging and public 
transportation shall conform to the Small Purchase Procedures herein. 
 

6.6 CONFERENCES, TRAINING, OFFSITE TRAINING AND EDUCATION 

Policies and procedures for all training and education are described in the Fort Monroe 
Authority Employee Handbook  
 
NOTE: All training, education and associated travel expenses require additional approvals 
and does not comply with the Procurement Table Appendix A. 
 
. 
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SECTION 7 – COMPETITIVE NEGOTIATION 

7.1 POLICY 

Procurement of goods and services (professional and nonprofessional) by competitive 
negotiation shall conform to the FMA Procurement Table in Appendix A. 
 

7.2 PROCEDURE 

This method of procurement requires the issuance of a Request for Proposal (“RFP”) that 
describes in general terms the requirements, the factors that will be used to evaluate the 
proposal, the FMA General Terms and Conditions, plus any special conditions including 
unique capabilities or qualifications that will be required. 
 

 Competitive negotiation has the advantage of flexibility for describing in general terms 
what is being sought and the factors to be used in evaluating responses.  It offers the 
opportunity, through negotiation, to change the content of an offer and pricing after 
opening.  Negotiation is the dialogue that occurs to achieve mutually satisfactory 
objectives and benefits and to reconcile differences through mediation.  This discussion 
provides the means for both the buyer and seller to reach agreement on a contract’s 
content, terms, and conditions.  In the course of negotiation, both parties should be able 
to reach a mutually acceptable agreement.   

 

A. FORMAT 

FMA shall issue a written RFP indicating in general terms that which is to be procured.  
The RFP must specify and list the specific requirements to be addressed by the offerors 
that will be used in evaluating the proposals.  The RFP will include or incorporate by 
reference the specifications, drawings, and contractual terms and conditions applicable 
to the procurement, including any unique capabilities or qualifications required of the 
contractor. The RFP shall include a copy of FMA’s standard General Terms and 
Conditions. 

FMA shall establish a proposal submission due date and time which provide sufficient 
time for potential offerors to develop a proposal.  The minimum time period is ten (10) 
days from issue date of the RFP.  The time period used may be greater than the required 
ten (10) days based on the complexity of the requirement and whether or not a pre-
proposal conference is required.   The RFP shall be posted in a designated public area 
normally used for posting of public notices, by publication in a newspaper or newspapers 
of general circulation in the area in which the contract is to be performed so as to 
provide reasonable notice to the maximum number of offerors that can be reasonably 
anticipated to submit proposals in response to the particular request and may be 
published on the DGS’ central electronic procurement website (eVA) and other 
appropriate websites at least ten (10) days prior to the date set for receipt of proposals. 

If the method for receiving Best and Final Offers (“BAFO”) is to be used in the negotiation 
and evaluation process, then this must be stated in the RFP for the offerors’ notification 
and consideration.  



 
Mandatory requirements should be kept to a minimum and refer only to those areas that 
are required by law or regulation or are such that they cannot be waived and are not 
subject to negotiation.  The use of “shall” or “must” indicates a mandatory requirement.  
Specify any optional information desired.  The factors for use in evaluation shall be stated 
in the RFP, and the weights assigned to them must be included in the RFP.  Price shall be 
one of the factors considered, but need not be the determining one.  Include a pricing 
schedule in the RFP if applicable. 

 

B. CONFERENCES/SITE VISITS 

All pre-proposal conferences or site visits must be mentioned in the RFP and any 
advertisement.  If attendance at such a conference or site visit is a prerequisite for 
submitting a proposal, the public notice period must be at least ten (10) days after 
issuance to provide adequate opportunity for potential offerors to obtain a copy of the 
RFP and attend. 

   

C. RECEIPT AND EVALUATION 

Public opening of proposals is not required.  

The proposals are evaluated by an evaluation team approved by the Executive Director.  
As an option, evaluators may request presentations or discussions with offerors, as 
necessary, to clarify material in the offerors proposals and to help determine those fully 
qualified and best suited. 

Proposals are evaluated on the basis of the criteria set forth in the RFP, using the scoring 
weights previously determined. All RFP responses are to be evaluated.  Proposals not 
meeting requirements should be scored lower. 

Offerors may be given an opportunity to correct a deficiency in their proposals, within an 
appropriate period of time, as determined by the Purchasing Office.  Offerors who fail to 
submit required documentation  or  meet  mandatory  requirements, in  such  time for  
evaluation  purposes,  may  be eliminated from further consideration.  Two or more 
offerors determined to be fully qualified and best suited are then selected for 
negotiation.  Price is considered, but need not be the sole determining factor. 

 During the evaluation phase, it may be determined by the evaluation panel that only one 
offeror is fully qualified or that one offeror is CLEARLY more highly qualified than the 
others under consideration.  A written determination shall be prepared and retained in 
the contract file to document the meaningful and convincing facts supporting the 
decision for selecting only one offeror and negotiating with that offeror.  The 
determination shall be signed by the FMA Executive Director. 

D. NEGOTIATION  

FMA shall engage in individual discussions with two or more offerors deemed fully 
qualified, responsible and suitable on the basis of initial responses.   

Negotiation allows modification of proposals, including price.  Offers and counter-offers 
may be made as many times with each offeror as is necessary to secure a reasonable 
contract.  After negotiations have been conducted with each of the selected offerors, the 
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FMA selects the offeror which, in its opinion, has made the best proposal. Written 
confirmation shall be obtained from the offeror on any modifications of the original 
proposal.   

When a provision for receiving BAFO is included in the RFP, after negotiations, offerors 
are given the opportunity to submit a BAFO.  After the offeror submits a BAFO, no further 
negotiation shall take place with that offeror.  The offeror’s proposal, if already received 
and scored, may be re-scored to combine and include the information contained in the 
BAFO with the technical evaluation score previously assigned and the award decision 
made. The contract file shall be documented to show the basis for the award and include 
the final rescoring of the proposals following negotiation and receipt BAFOs. 

 

E. AWARD 

 Agencies may cancel a RFP or reject proposals at any time prior to making an award. 

The award documents shall incorporate, by reference, the terms and conditions of the 
RFP and the contractor’s proposal, together with all written modifications thereof.  

After negotiations, FMA shall award the contract to the offeror, which in its opinion, has 
made the best proposal based on the criteria identified for evaluation in the RFP. 

Awards may be made to more than one offeror when the terms and conditions of 
multiple awards are so provided in the RFP.  

 

7.3 BEST VALUE ACQUISITION (OVER $50,000) 

The FMA may obtain required goods or nonprofessional services using best value 
concepts.  A written determination for the use of Best Value Acquisition (“BVA”) is 
required when using BVA under competitive negotiation. The criteria, factors, and basis 
for consideration of best value and the process for the consideration of best value shall 
be as stated in the procurement solicitation. 
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SECTION 8 – SOLE SOURCE PROCUREMENT 

8.1 POLICY 

A purchase of goods or services is considered sole source if there is only one source 
practicably available.  Procurement through a sole source shall conform to the FMA 
Procurement Table in Appendix A. 
 

8.2 PROCEDURE 

Sole source must not be confused with proprietary purchases where only a specific 
brand, make or model is acceptable but may be obtained from several sources (e.g. 
dealers, resellers, distributors). 
 
A. Sole source purchase requires justification and authorization by the Executive 
Director.  Authorization of a sole source indicates that, in management’s judgment, no 
other viable source is practicably available that can supply the required goods or service 
in an adequate, efficient and timely manner. 

 

B. If a sole source is deemed necessary, complete the Sole Source Justification 
Form, also known as the Sole Source-Emergency Justification Form provided in Appendix 
B, documenting the basis for this determination. 

 

C. The FMA shall issue a written notice stating a contract is being awarded as a sole 
source, identifying what is being procured, the contractor selected and the date on which 
the contract was or will be awarded.  

  

D. The notice shall be posted in a designated public area or published in a 
newspaper of general circulation on the day the public body awards or announces its 
decision to award the contract, whichever occurs first, or as soon thereafter as is 
practicable.  The notice may also be published on the DGS’ central electronic 
procurement website (eVA) and other appropriate websites. 

 

E. Sole source documentation is not required for any procurement that would 
ordinarily not be competitively bid.  Such purchases include postal replenishment, 
marketing, trade shows and conventions (which are held at specific locations out of the 
FMA’s control and not subject to alternatives); sales, marketing and advertising 
sponsorships (which by their very nature are sole source because they are associated 
with specific shows, events, or advertorial programs with specific providers of those 
programs and cannot be completed otherwise). 

 
 
 
 



8.3 USE OF PROPRIETARY PRODUCTS 

Proprietary purchases involve goods where only a specific brand, make or model is 
acceptable, but they usually can be obtained from several sources (e.g. dealers, resellers, 
distributors).  By definition, some level of competition is available for procuring 
proprietary products, and the FMA will strive to utilize such competition to its advantage.  
If only one source is practically available, it is considered a sole source purchase. 
 
The FMA will strive to define its needs in a non-proprietary fashion where multiple 
brands, makes and models can be considered.  However in the case where only one is 
practicable (e.g. computer software upgrades, historic preservation materials), the FMA 
will specify the manufacturer, make and model within the specification.  Any article that 
the FMA, in its sole discretion, determines to be the equal of that specified, considering 
quality, workmanship, economy of operation and suitability for the purpose intended, 
may be accepted. 
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SECTION 9 – COMPETITIVE SEALED BIDDING 

9.1 POLICY 

Competitive sealed bidding is a method of contractor selection for goods and 
nonprofessional services.  Procurement by competitive sealed bidding shall conform to 
the FMA Procurement Table in Appendix A. 

 

9.2 PROCEDURE 

Competitive sealed bidding includes the issuance of a written Invitation for Bid (“IFB”) 
containing the specifications, scope of work and the contractual terms and conditions 
applicable to the procurement.  The goods or service to be procured by competitive 
sealed bidding must be described so that bids submitted by potential contractors can be 
evaluated against the description in the IFB and an award made to the lowest responsive 
and responsible bidder.   
 
The requirements set forth in the IFB may include special qualifications required of 
potential contractors, life-cycle costing, value analysis, and any other criteria such as 
testing, quality, workmanship, delivery and suitability for a particular purpose which may 
help in determining acceptability.  IFBs must describe the requirements accurately and 
completely.  Unnecessarily restrictive specifications or terms and conditions that unduly 
limit competition must be avoided. 

 

A. FORMAT 

The FMA shall establish a due date that will allow sufficient time for potential bidders to 
seek clarification and for the issuance of an addendum, if necessary.  The due date shall 
not be less than ten (10) days from the issue date of the IFB. 

The IFB shall specify in detail the materials, equipment, and supplies to be furnished or 
the scope of work to be performed by the contractor, including or incorporating by 
reference the specifications, drawings and contractual terms and conditions applicable to 
the procurement. 

B CONFERENCES/SITE VISITS 

All pre-bid conferences and/or site visits shall be mentioned in both the IFB and any 
advertisement.  If attendance at such a conference or site visit is a prerequisite for 
bidding, the public notice period shall be long enough to provide adequate opportunity 
for potential bidders to obtain a copy of the IFB and attend.  Any changes in the 
requirements of the solicitation must be made by written addendum.  The due date for 
receipt of bids should not be less than ten (10) days after the issue date of the 
addendum. 

C. BID RECEIPT AND OPENING 

Bids shall be received until the date and time specified in the IFB.  Late bids shall not be 
considered.   



Bids shall be publicly opened.  Bidders’ name, price, discount terms if offered, brand 
names and model numbers shall be read aloud.  The public opening of bids for 
construction type contracts shall be held twenty-four (24) hours after the date and time 
set for submission of bids, Code of Virginia, § 2.2-4330A(ii).  

 

D. EVALUATION AND AWARD 

After bid opening, each bid is evaluated to determine if it is responsive to the IFB.  The 
responsive bids are then evaluated according to the criteria and/or evaluation procedure 
described in the IFB to determine which bid is the lowest. 

The bids are evaluated based upon the requirements set forth in the IFB. Best value 
concepts may be applied when procuring goods and nonprofessional services, but not 
construction.   Solicitations may include criteria, factors and the process for the 
consideration of best.  (Best Value, defined in Paragraph 7.3.)  

The contract is awarded to the lowest responsive and responsible bidder.  Awards may 
be made to more than one bidder when the terms and conditions of multiple awards are 
so provided in the IFB. 

 

E. NEGOTIATION WITH LOWEST RESPONSIBLE BIDDER 

If the bid from the lowest responsible bidder exceeds available funds, the agency may 
negotiate with the apparent low bidder to obtain a contract price within available funds if 
the IFB contains conditions and procedures for such negotiation, Code of Virginia § 2.2-
4318. 

 If the buyer decides to negotiate in such circumstances, the decision must be 
documented in writing in advance of the negotiations.   Negotiations might include an 
extended delivery date, reduced quantity, different accessories, etc., with a 
corresponding reduction in price.  Otherwise, unless canceled or rejected, a responsive 
bid from the lowest responsible bidder shall be accepted as submitted.  
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SECTION 10 – OTHER CONSIDERATIONS 

10.1 PREFERRED VENDORS 

All FMA procurements will provide qualified vendors reasonable access to participate in 
the process, and no vendor will be arbitrarily or capriciously excluded or discriminated 
against. 
 
Notwithstanding the foregoing, the public procurement policy, in general, and the policy 
of the FMA, in particular, allow for reasonable preferences to be included in the bid 
specifications and selection criteria, as allowed by the VPPA, which facilitate the 
participation or use of: 
 

 Products or services produced in Virginia (only in instances of a tie bid) 

 Products which utilize recycled goods or “less toxic” manufacturing methods 

 Participation of small, women-owned, service disabled veteran-owned and 
minority-owned business 

 
 Regarding the latter preference, the FMA does not have a “set aside” program 
for participation of small, women-owned, service disabled veteran-owned and minority-
owned business.  However, the FMA Finance Office will encourage participation of such 
businesses by: obtaining lists of such firms from the Department of Minority Business 
Enterprises and other sources; referring to the list as procurement needs are identified; 
and actively soliciting the participation of such firms in applicable procurements. 

 

10.2 DEBARRED VENDORS 

An individual or firm may be debarred (not allowed to do business with the FMA) for up 
to one (1) year for any of the following reasons: 
 

 Breach (default) of contract 

 Stating an unwillingness or inability to honor a binding bid 

 Falsifying or misrepresenting their abilities relative to the procurement specifications 
and bids in order to appear responsive 

 Conferring or offering to confer upon any FMA employee participating in a 
procurement (on which the entity has bid or intends to submit a bid) any gift, 
gratuity, favor or advantage, present or future 

 Any cause indicating the entity is not a responsible vendor 

 A determination by the FMA Executive Director that the entity has used abusive 
language, threats or other conduct deemed unprofessional or inappropriate during 
the conduct of business 

 Conviction of any criminal offense, antitrust law violation or conviction indicating lack 
of moral or business integrity (in which cases debarment may be for three years) 

 
The Executive Director or his/her designee will make the final determination as to 
debarment, and will notify the Finance Office, who will maintain a list of such debarred 
vendors.  Vendors debarred by state entities may also be considered debarred from 
doing business with the FMA. 



10.3 SURPLUS/UNCLAIMED PROPERTY 

Property no longer needed by the FMA is to be considered surplus property.  The 
Executive Director or designee will make such determination, and the Facilities 
ManagerSurplus Property Manager  will coordinate the transfer or disposal of such items 
in a manner deemed to be in the best interests of the FMA.in accordance with the 
Disposition of Surplus Material Policies and Procedures, FMA-RE-001.  It will always be 
considered to be in the best interests of the FMA if surplus property and materials are 
disposed of in accordance with the guidelines established in the Agency Procurement and 
Surplus Property Manual issued by DGS. 
 
The Disposition of Surplus Material form is included in Appendix B. 
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SECTION 11 – VENDOR INSURANCE, PERFORMANCE BONDS, BID 
BONDS 

11.1 POLICY 

Whenever work is to be performed on FMA owned or leased property or facilities, the 
contractor shall be required to have Workers’ Compensation, Employer’s Liability, 
Commercial General Liability and Automobile Liability and in certain types of programs 
Professional Liability/Errors and Omissions insurance coverage. 
 
 Stipulated insurance must be obtained prior to commencing work and be maintained 
during the entire term of the contract.  At a minimum, the contractor must certify to the 
agency that they possess the appropriate insurance coverage and documentation 
concerning the contractor’s insurance shall be included in the procurement file.  
Certification shall be in writing when written quotes are required.  The procuring office 
may require a certificate of insurance to be furnished prior to commencement of work 
and at anytime during contract performance. 
 

11.2 PROCEDURE 

 

A. For service contracts under $30,000, the need for vendors to maintain insurance 
coverage will be determined by the Procurement Manager on a case-by-case basis.  

 

B. For services contracts over $30,000, the vendor (and all subcontractors) must 
agree to maintain insurance coverage during the entire term of the contract with 
minimum levels to include: 

• Workers Compensation: Statutory requirements and benefits. 

• Employer’s Liability: $100,000. 

• Commercial General Liability: $1,000,000 combined single unit, with the FMA 
named as an additional insured with respect to the services being provided.  This 
coverage is to include Premise/Operations Liability, Products and Completed Operations 
Coverage, Independent Contractor’s Liability, Owner’s and Contractor’s Protective 
Liability and Personal Injury Liability. 

• Automobile Liability: $1,000,000 per occurrence. 

 

C. If a contract for goods or services is expected to exceed $50,000 in total annual 
expenditures, the Procurement Manager must determine if a bid and/or performance 
bond will be requested prior to issuing the solicitation documents and if such bonds will 
be maintained once the bids/proposals are received. 

D. Construction contracts with a value in excess of $100,000.00 must have bid, 
performance and payment bonds as require by the Code of Virginia § 2.2-4336 et seq. 

 



E. For construction contracts, if any subcontractors are involved, subcontractors 
shall also be required to have Workers’ Compensation Insurance in accordance with Code 
of Virginia §§ 2.2-4332 and 65.2-800 et seq.   

 
F. In some cases, Workers’ Compensation Insurance and Employer’s Liability 
Insurance may not be required.  Workers’ Compensation Insurance is required when the 
contractor has three (3) or more employees.  If work is performed by a sole proprietor, 
the person does not need Workers’ Compensation Insurance, as they do not have 
employees.  Employer’s Liability is required if an employer has employees who are paid a 
wage or salary.  Employer’s Liability is not required for persons in business together, e.g., 
husband and wife, siblings or parents and children, as these persons would be considered 
owners not employees. 
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SECTION 12 – VENDOR PERFORMANCE MONITORING 

12.1 POLICY 

A contract administrator shall be assigned to monitor every contract.  The contract 
administrator shall inform the Procurement Manager of any problems or potential 
problems regarding any contract or PO so action may be taken before such problems 
become critical. 

 

12.2 PROCEDURE  

The procurement process does not end when the PO or contract is issued.  Monitoring 
vendor performance is a critical part of the process to ensure the proposed goods or 
services are delivered in a timely manner, in accordance with the bid/proposal 
specifications and without substitution or partial completion (unless previously 
approved). 

 

A. The contract administrator may or may not be the individual, who performed the 
procurement function. 

 

B. Regardless of expenditure level, if a vendor fails to deliver as specified or in a 
timely manner, the vendor shall be verbally notified immediately and given a reasonable 
period of time to cure the failure (“cure period”).  This is usually five (5) days. 

 

C. If the failure persists after the verbal notification, the vendor shall be notified in 
writing and given additional time (usually ten (10) days) to cure the failure. 

 

D. If the failure has not been corrected after a reasonable cure period has been 
allowed (usually fifteen (15) days), the Procurement Manager shall be notified so that 
additional actions can be initiated as appropriate. 

 

E. The Procurement Manager is responsible for notifying legal counsel and soliciting 
advice before acting. 
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SECTION 13 – VENDOR APPEALS, DISPUTES AND REMEDIES 

13.1 POLICY 

All actions taken to respond to a vendor appeal or dispute (or any action initiated by the 
FMA to deny withdrawal of a binding bid or to terminate a vendor contract for non-
performance) must be coordinated by the Procurement Manager regardless of the goods 
or services being procured, the expenditure level or the procurement method utilized.  
The appeal/dispute process will be coordinated by the Procurement Manager, with final 
decisions being made by the Executive Director or designee.   

 

13.2 PROCEDURE 

To ensure that the FMA does not expose itself to unwarranted liability or misperceptions 
regarding its procurement policies and procedures, the Procurement Manager shall 
notify legal counsel before acting. 

 
 
A. All appeals and protests by a vendor will be forwarded to the Procurement 
Manager for action. 

 

B. The Procurement Manager will review the facts and circumstances as presented 
by the vendor and will issue a decision to the vendor in writing within ten (10) days after 
receiving the vendor’s submission. 
 

C. If the vendor is not satisfied with the decision, they have ten (10) days to appeal 
the Procurement Manager’s decision to the FMA Executive Director.  The Executive 
Director or his/ her designee must issue his/her decision to the vendor in writing within 
ten (10) days after receiving the request or it is deemed denied. 
 

D. If none of the above steps satisfies the vendor, they must resort to legal action if 
they wish to continue to pursue their claim.  Unless negotiated otherwise in the contract, 
the vendor shall retain full rights to file legal action if the FMA appeals process is not 
deemed satisfactory. 
 

E. An appeal/dispute by a vendor shall have no effect upon any of the following: 

 Existing contracts which have been awarded and accepted in good faith 

 Awards which must be made to ensure the continued operation of critical 
functions of the FMA 

 Other bids which will expire 
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SECTION 14 – COMMONWEALTH OF VIRGINIA ELECTRONIC 
PROCUREMENT SYSTEM (eVA) 

14.1 POLICY 

FMA encourages the use of eVA as a procurement tool when purchasing goods and 
services where practicable.  FMA Divisions will follow current procurement policies when 
purchasing goods and services through eVA and shall conform to the FMA Procurement 
Table in Appendix A. 
 

14.2 PROCEDURE 

 

A. The FMA purchasing agents and Procurement Manager shall receive eVA training 
(i.e., how to access the eVA website, research products and services, create requisitions, 
place orders, etc.) after an account number and password have been set up with the 
Finance Officethe Department of General Services (DGS). 

 

B. In an effort to comply with Virginia’s efforts to increase small business 
purchasing, FMA will conscientiously seek small business vendors through eVA in 
purchasing office supplies where practicable. 

 

C. The following procurement types regardless of dollar value will not normally be 
purchased through eVA: 

• Advertisements in newspapers, magazines, journals, radio, television, etc. 

• Professional organizational membership dues and training classes sponsored by 
 the professional organization when payment is made directly to the professional 
 organization  
• Conference registrations 

• Petty cash purchases 

• Honoraria  

• Credit/debit card purchases  

• Individual travel and lodging 

 

14.3 COOPERATIVE PROCUREMENT/STATE CONTRACTS 

The Code of Virginia, § 2.2-4304 authorizes the FMA to utilize cooperative procurement 
to satisfy requirements for goods and nonprofessional services. 
 
A. All such purchases shall be made through eVA whenever practicable. 
 
B.  Additional agencies and institutions, not specifically named in the solicitation, 
desiring to purchase from another public body's contract may do so if the original 



solicitation specified that the procurement was being conducted on behalf of other 
public bodies. 

C. The issuing public body shall modify the contract in writing with concurrence 
from the contractor to add the FMA as an authorized user. 
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SECTION 15 – PUBLIC/PRIVATE PARTNERSHIP (JOINT VENTURE) 

15.1 POLICY 

Public/Private partnerships can be procured under the Public/Private Education Facilities 
and Infrastructure Act of 2002, Code of Virginia §§ 56-575.1 thru 56-75.18 (“PPEA”).  
Procurement of public/private partnerships or joint ventures shall conform to the FMA 
Procurement Table in Appendix A. 
 

15.2 PROCEDURE 

The FMA anticipates working with commercial enterprises, private organizations, or 
other public entities to organize and operate programs, advertise, or market and 
promote business at Fort Monroe/Old Point Comfort.  These arrangements are referred 
to as public/private partnerships or joint ventures 
 
The PPEA grants responsible public entities authority to create public-private 
partnerships for development of a wide range of projects for public use if the public 
entities determine there is a need for such projects and that private involvement may 
provide the project in a more timely or cost-effective fashion, lead to productivity or 
efficiency improvements in the public entities’ processes or delivery of services, 
considering, among other things, the probable scope, complexity or priority of the 
project; risk sharing including guaranteed cost or completion guarantees; added value or 
debt or equity investments proposed by the private entity; or an increase in funding, 
dedicated revenue source or other economic benefit that would not otherwise be 
available. 
 
A. All such joint ventures will be documented as a multi-party written agreement 
with specific line-item budgets prepared and authorized in advance by the Executive 
Director. 

 

B. If the FMA expects to be reimbursed by any other party for expenditures 
incurred by FMA on behalf of the cooperative/joint venture, the written agreement must 
include a schedule for all such reimbursements. 
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SECTION 16 – CONSTRUCTION AND REAL ESTATE 

16.1 POLICY 

The Executive Director will be responsible for authorizing all contracts for real estate or 
construction services.  No real estate or construction contracts or services should be 
established or ordered directly by any division or cost center.  Procurement of 
construction shall conform to the FMA Procurement Table in Appendix A. 

 

16.2 PROCEDURE 

Prior to making a determination as to the use of design-build or construction 
management for a specific construction project, the FMA shall have in its employ or 
under contract a licensed architect or engineer with professional competence 
appropriate to the project who shall advise the public body regarding the use of design-
build or construction management for that project and who shall assist with the 
preparation of the Request for Proposal and the evaluation of such proposals.  
 
A. The FMA shall seek assistance from the Bureau of Capital Outlay Management 
(“BCOM”) for guidance when procuring construction and Architectural/Engineering 
(“A/E”) services. 

 

B. The FMA shall use the standard forms and applicable sections of the 
Construction and Professional Services Manual – 2004 for Architects and Engineers (A/E 
Manual) whenever practicable. 

 

C. Requests for Proposals shall include and define the criteria of the construction 
project in areas such as site plans; floor plans; exterior elevations; basic building envelope 
materials; fire protection information plans; structural, mechanical (“HVAC”), and 
electrical systems; and special telecommunications and may define such other 
requirements as the FMA determines appropriate for that particular construction project.  

 

D. Procurement of construction by the design-build method shall be a two-step 
competitive negotiation process.  In the first step, offerors shall be requested to submit 
their qualifications.  Based upon the information submitted and any other relevant 
information which the FMA may obtain, no more than five (5) offerors deemed most 
suitable for the project shall be selected by the Commonwealth and requested to submit 
proposals in accordance with section 7 – Competitive Negotiation. 

 

E. Construction management projects shall include selection procedures and 
required construction management contract terms. 

 

 



F. Unless otherwise specified in the Request for Proposal, the contract shall be 
awarded to the fully qualified offeror who submits an acceptable proposal determined to 
be the best value in response to the Request for Proposal. 

 

G. All construction must be bonded as required by Code of Virginia § 2.2-4336 et 
seq. 
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SECTION 17 – INTERNAL CONTROL AND RECORD KEEPING 

17.1 POLICY 

Budgetary control is essential to the procurement process at the FMA.  All divisions and 
cost centers will prepare and submit a budget request each fiscal year to include the 
projected expenditure levels for procurement of goods and services. The budget will 
further define major procurements which are to be obtained during the course of the 
year.  The request will be reviewed by the Executive Director, Senior Management, and 
the Finance Committee and the Finance Officer and either approved or revised as part of 
the overall FMA budgeting process, prior to final approval by the Board of 
CommissionersTrustees. 
 

17.2 PROCEDURE 

A. Before any purchase of goods or services, management must ensure that proper 
funds are available (based on the available budget) to support the payment for such 
items.  Currently, the FMA accounting records reflect the “expenditure” of those funds 
after the invoice is paid to ensure subsequent purchases do not result in an over-
expenditure of the budget. 

 

B. The Finance Office will establish the approved budget in the FMA financial 
systems and will produce monthly reports showing the budget less expenditures 
(payments) and remaining (unexpended) funds. 

 

C. Before authorizing any purchase, the responsible person (depending on the 
expenditure level and procurement method) must ensure that budget funds are 
available.  This must be done regardless of the amount of the expenditure. 

 

D. If funds are available and all other purchasing procedures have been complied 
with, the procurement may be authorized.  This results in the “encumbrance” of division 
funds, although the current FMA systems do not track the encumbrance.   

 

17.3 EXPENDITURE CODINGPARAGRAPH DELETED 

The FMA management shall designate the applicable expenditure code for any purchase, 
which indicates the type of goods or services being acquired. 
 
A. All FMA purchasing transactions will be coded with a fund and account code to 
ensure the appropriate cost center budgets are reduced accordingly.  The Deputy 
Director of Finance shall maintain the list of all valid fund and cost codes. 

B. The Procurement Manager will enter fund and cost codes on the applicable 
Purchase Orders, Accounting Transmittal Forms and Credit/Debit Card Transmittal Forms 
or in eVA. 

17.4 FIXED ASSETS 



A fixed asset is a tangible or intangible item with a cost of $5,000 or more and a life 
expectancy of more than one (1) year.  All costs directly related to the acquisition of a 
fixed asset (i.e. freight or installation) should be included in the computation of the total 
costs.  Procurement of fixed assets shall comply with the Financial Policies and 
Procedures Manual Section 9. 
 
A. The Procurement Manager will be responsible for ensuring that any purchases of 
fixed assets are properly identified. 

 

B. The Deputy Director of Finance will be responsible for properly recording the 
transaction on the FMA’s financial records. 

 

17.5 RECORD RETENTION 

All records related to procurement transactions shall be retained in the Finance Office for 
thirty-six (36) months unless circumstances (e.g., litigation) dictate retention for a longer 
period. 
 

17.6  AUDIT REVIEWS 

The FMA purchasing process will may be subject to audit by the Virginia Auditor of 

Public Accounts or other qualified accounting firm. and other reviews, as directed by the 

following: 

FMA Executive Director 

FMA Finance Office 

FMA Board of DirectorsTrustees 

Auditor of Public Accounts 

Office  of the  Attorney General  

Legislative Boards and Commissions 

Federal granting authorities 

 
The basis for such reviews will be the FMA purchasing policies and procedures, as 
approved by the FMA Board of Trustees and as documented herein.  All audits or other 
such reviews will be coordinated by the Finance Office and theDeputy Executive Director 
in accordance with the Financial Policies and Procedures Section 8. 

 
The Executive Director must coordinate and authorize: 

 Participation in audits or reviews by other members of the FMA management 
 and staff 
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 The release of materials to support those audits or reviews 

 

17.7  FREEDOM OF INFORMATION ACT 

Under the Federal Freedom of Information Act (“FOIA”), which can be found in Code of 
Virginia § 2.2-3700 et seq., information relating to the procurement of goods and 
services which are funded in whole or in part by public monies is available for inspection 
by the public.  The public includes any citizen or interested person, firm, corporation, 
research organization or other public entity.   
 
While the FMA will fully comply with valid FOIA requests, certain information is exempt 
from disclosure pursuant to Virginia Code § 2.2-4342.  This typically includes proprietary 
information and trade secrets submitted by vendors as part of their bids/proposals and 
cost estimates prepared for the public body.  Therefore if a request for information 
relating to any previous or ongoing FMA procurement is made under the FOIA or 
otherwise, the request should be immediately referred to the Finance Director.Director 
of Communications.  
 





The Fort Monroe Authority - Procurement Policies and Procedures Manual 
 

  47 
 

SECTION 18 – CONTRACT ADMINISTRATION 

18.1 POLICY 

A multi-party contract (typically two parties–the vendor and FMA) may be established 
and would be considered typical, for all procurements resulting from competitive 
negotiations as well as the procurement of services, regardless of procurement method 
in which the total expenditure is expected to exceed $10,000 per annum.  An exception is 
the purchase of goods or services from established State Contracts, which do not require 
a separate contract to be established by the FMA. 
 

18.2 PROCEDURE 

 
A. The contract will use the FMA standard General Terms and Conditions as a basis 
and will include all specifications, RFPs/IFBs, vendor proposals and the like as 
attachments where appropriate. (See Appendices IIV, IV and V) 

B. The actual expenditure of funds against the contract will be authorized by the 
related invoice. and a properly authorized Accounting Transmittal Form.  The Division 
Director overseeing the contract will initial each invoice and forward to the Finance 
Office. 

C. The FMA shall be conscious to avoid contracts that will lead to a duplication of 
work already completed.  Therefore, any professional or nonprofessional service contract 
may be continued if the scope of work builds on earlier efforts performed by the 
contractor. 

D. A copy of any contract modification for any contract funded wholly or in part by 
other than State Appropriations shall be forwarded to the Director of OperationsDeputy 
Executive Director for possible request of additional funds from the funding source. 

  
D. Any contracts with insufficient funds remaining to pay the invoice will require a 
contract modification prepared by the Procurement Manager and signed by the Deputy 
Executive Director, the Executive Director and the contractor; or will require the approval 
of the Executive Director and Deputy Executive Director prior to payment if the shortfall 
in the contract funds is less than 10% of the contract amount. The approval for the 10% 
shortfall will occur one time per contract. 
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SECTION 19 – PROCUREMENT PROCESS 

19.1 BIDS 

Multiple bids shall be obtained for all purchases whenever possible. 
 

A. INFORMAL BIDS 

Informal bids including eVA Quick Quotes, Telephone Quotations and Written Quotes are 
an efficient method for introducing competition into the procurement process.  They are 
typically used when the goods or services are readily definable and when the total 
expenditure level is relatively low.  
 

B. FORMAL BIDS 

Formal bids also referred to as IFBs, competitive negotiation when price is considered, 
and competitive sealed bids are used to introduce open competition into the 
procurement process.  Specifications (or scope of work) form the backbone of good 
formal bid procurements and must be:  

• Sufficiently complete to ensure the FMA’s needs are adequately met 

• Broad enough to ensure competition 

• Drawn to reflect the procurement needs of the FMA rather than favor a 
 particular vendor 

 

19.2 ELECTRONIC PROCUREMENT PROCESS (EVA) 

Requisitions shall be entered in eVA “Shop Now” module. 
 
RFP’s and RFQ’s shall be entered in the eVA module VBO. 
 
Refer to eVA manual for step by step directions. 
 
 

19.3 RECEIPT OF GOODS AND SERVICES 

All purchases shall be inspected upon delivery or as soon as practicable thereafter. 
 
A. If there is a discrepancy between the original order and the items received, notify 
the vendor immediately to request resolution. 

 

B. If the discrepancy remains uncorrected for five (5) business days, the vendor 
shall be notified in writing.  Include any specifications or other documentation which 
clarifies the problem with the written notification. 

 



C. If the receipt of goods and services is not corrected within ten (10) business days, 
the Finance OfficeProcurement Manager is responsible for all subsequent actions 
including processing of potential vendor appeals, dispute resolutions and defaults. 

 

D. Once all goods and services are received in good order, the Accounting 
Transmittal Form (“ATF”) will be completed.  This includes obtaining signatures from the 
authorized official as well as the signature of someone independent of the original 
decision.  The later may be the individual who actually receives and inspects the 
delivered items and enters the receiving information on the ATF. 

 

19.4 PAYMENT 

Payment for all items ordered and received will be done by the Finance Department, in 
accordance with the Finance PolicyFinancial Policies and Procedures, based in part on 
their receipt of all necessary procurement documentation and authorizing signatures. 
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APPENDIX A – FMA PROCUREMENT TABLE 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note:  this table is not applicable to Education, Conferences, training or 
associated travel. 
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APPENDIX B – FMA PROCURMENT FORMS 

B.1 PROCUREMENT/CONTRACT MODIFICATION REQUEST 
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B.2 SOLE SOURCE JUSTIFICATION/EMERGENCY PROCUREMENT AUTHORIZATION 
 





The Fort Monroe Authority - Procurement Policies and Procedures Manual 
 

  57 
 

 

B.3 RESIDENTIAL AND COMMERCIAL TASK ORDER AND ADJUSTMENT APPROVAL 
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B.4 DISPOSITION OF SURPLUS MATERIAL 
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APPENDIX C – FMA STANDARD TERMS AND CONDITIONS 

C.1 TERMS AND CONDITIONS FOR GOODS AND NON-PROFESSIONAL SERVICES 
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C.2 FMA TERMS AND CONDITIONS FOR CONSTRUCTION AND PROFESSIONAL SERVICES 
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 APPENDIX D – FMA CONTRACTS   

D.1 CONTRACT BETWEEN OWNER AND CONSULTANT/CONTRACTOR
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D.2 CONTRACT AMENDMENT  
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D.3 TERM CONTRACT 



 

 
 
 
 
 
 
 

D.4 TERM CONTRACT AMENDMENT 

 
 
 
 
 
 
D.3 TERM CONTRACT AMENDMENT 
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D.4 TERM CONTRACT AMENDMENT 
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D.5 A & E CONTRACT 
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D.5 A & E MOU 
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