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Department/Agency Responsibility

➢Identify the need;

➢After identifying the need a market research is 
highly recommended;

➢Conducting market research will assist in price 
estimates, what options are available for such 
requirement or need;
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Continued…

➢Shall search other similar jurisdictions          
utilizing the type of equipment or services.

➢After conducting a market research  the 
department/agency should have a better 
understanding of their needs and/or options.

➢Specifications must be written as generic as 
possible and must be signed by the individual who 
prepared the specifications and will be a part of 
the procurement record.
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Continued..

➢After completion of specification a purchase 
requisition is prepared through the automated
procurement system (AS400);

➢The purchase requisition will go through the 
automated approval process;

➢Administrative Services Officer (ASO) will 
determine funds availability, if available  ASO will 
encumber purchase request.
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Role of GSA

➢Receive purchase requisition through the automated 
procurement system (AS400);
➢Purchase requisition can be entertained or 

processed by procurement only if the status of the 
purchase requisition is “Encumbered”;
➢If status is “Encumbered” the Buyer can now begin 

the procurement process.  The Buyer will assess the 
purchase requisition to determine what procurement 
method will be used for such request;
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EXAMPLE
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EXAMPLE
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Return date
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Emergency Procurement 
Method

continuation
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2 GAR Division 4 §3113 
Emergency Procurement

➢ Not withstanding any other provision of the Guam 
Procurement Act, the CPO, the Director of Public 
Works, the head of a Purchasing Agency, or their 
designee may make or authorize others to make 
emergency procurement when there exists a threat to 
public health, welfare, or safety under 
emergency conditions…, provided that the 
procurement agent must solicit at least three informal 
price quotations, and the bidder that has provided the 
needed supplies and services to the Government of 
Guam within the preceding 12 months.
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➢ Procedure
Upon receipt of a purchase requisition for an 
emergency procurement through the AS400 and 
the status is “Encumbered Posted” the 
procurement process is as follows:

• The Buyer will contact the ASO/End-User to provide 
the justification for the emergency request same day or no 
later than the next working day upon receipt of request.  If 
the end-user fails to submit the justification as requested the 
purchase requisition will be returned without action.

Continued…
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• The Buyer will review the justification 
provided by the end-user to make sure it 
meets the emergency conditions as stated in 
the 2 GAR Division 4 and the 5 GCA Chapter 
5.

• If the justification meets the conditions the 
Buyer will prepare a “Certification of 
Emergency” addressed to the Governor of 
Guam explaining what the emergency 
situation and request for his approval.

Continued…
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• Upon receipt of the Governor’s approval, is the 
start of the procurement process. Before an 
award is made a copy of the Certification of 
Emergency approved by the Governor shall be 
forwarded to the Speaker of the Legislature.

• The Buyer will prepare the request for 
quotation (RFQ) form to solicit from at least 3 
vendors that has provided such supplies or 
services within the last preceding 12 months to 
the government of Guam.

Continued…
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• The Buyer will fax the RFQs to the 3 vendors 
same day or no later than the next working day 
upon receipt of approval of the Certificate of 
Emergency. The RFQ will indicate that goods 
must be delivered in 30 days.

• The Buyer will attach the fax confirming sheet 
as evidence that GSA solicited to at least 3 
vendors.  The Buyer will inform the vendors that 
there is an emergency in effect and we need the 
price quotations to be provided as soon as 
possible or immediate.

Continued…
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• Upon receipt of the price quotations the Buyer 
will in-put the vendor prices into the AS400 
system to create the abstract form same day or 
no later than the next working day upon 
receipt of quotation.

• Upon completion of the abstract the Buyer will 
prepare the purchase order and award to the 
lowest responsible and responsive bidder upon 
approval by the CPO. 

Continued…
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• Upon approval by the CPO the Buyer will 
follow-up with the department/agency to 
make sure a copy of the receiving report is 
provided to GSA to complete the 
procurement file.

Continued…
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• The Buyer will fax the RFQ to the vendors requesting for 
price quotation.

• The Buyer will follow-up with the vendors and explain to 
the vendor that there is an emergency situation 

Continued…
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Small Purchase Method

Continuation
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➢ (1) Procedure.  

Insofar as it is practical for small purchases of 
supplies or services between $500. and $25,000.    
no less than three positive written quotations from 
businesses shall be solicited, recorded and placed      
in the procurement file.  Awards shall be made to  
the lowest responsible and responsive bidder.

➢ (2) Records.

The names of the business and authorized 
personnel submitting quotations to include the 
date and amount of each quotations shall be 
recorded and maintained as a public record.

2 GAR Division 4 § 3111(c) Competition for Small 
Purchases of Supplies or Services Between $500 and 

$25,000. 
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Small Purchase Procedure

➢A purchase requisition shall be submitted via 
the automated procurement module (AS400).

➢The status of the purchase requisition has to be  
“Encumbrance Posted” before the Buyer can 
begin the procurement process as follows:
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EXAMPLE
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Copy of Purchase Requisition
EXAMPLE

23



Continued…

➢The purchase requisition status is 
“Encumbrance Posted” the Buyer will now 
prepare the Request for Quotation (RFQ) 
through the informal process same day or no 
later than the next working day from the 
date of encumbrance posted status.
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➢The Buyer will fax the RFQs to the vendors 
noted on the AS400 system same day the 
RFQs are printed.

➢ The Buyer will attach the fax  confirming 
sheet to the purchase requisition.  The 
vendors are given 3 days to respond to the 
RFQs.

Continued…
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Preparation of Request for Quotation 
via AS400
EXAMPLE
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Copy of Request for Quotation (RFQ)
EXAMPLE
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The status of the purchase requisition 
now reads “Missing Vendor Reply”

EXAMPLE
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After the RFQ expiration date the Buyer will in-put 
the vendor quotes (prices) into the AS400 

to generate the abstract form.
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Copy of Purchase Order
EXAMPLE
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Continued…

➢Deliverables.

When Supplies are delivered to department/         agency the 
responsibility of the department/ agency is to enter the invoice 
into the AS400 system same day or no later than the next 
working day upon receipt of goods or supplies.  Failure to 
comply with this process goods or supplies will be delivered to 
GSA and department/agency will pick-up goods or supplies at 
GSA.

31



➢ Receiving Report Form.

Upon receipt of goods or supplies department/

agency shall complete the Receiving Report Form 
and submit the original copy and the invoice to 
accounts payable section at DOA.  A copy of the 
receiving report and invoice shall be submitted to 
GSA to close the procurement process. 

Continued…
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Blanket Purchase Agreement (BPA) 
Method

continuation
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2 GAR Division 4 §3112 Blanket Purchase 
Agreement (BPA)

General.

➢ A BPA (1) is a simplified method of filing     
anticipated repetitive needs for supplies or 
services by establishing “charge accounts” with 
qualified sources of supply and is to be used only 
if the services or supplies cannot be properly 
identified as to the quantity and the type of 
services or supplies required.
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Purchase under BPA.

➢ Purchases under BPAs shall not exceed $25,000. for 
supplies or services.

➢ The existence of a BPA does not justify purchasing 
from only one source.  Whenever possible, the CPO, the 
Director of Public Works, or the head of a purchasing 
agency must provide for equal distribution of the BPA 
to at least three separate vendors.

Continued…
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Review Procedure.

➢ The CPO, the Director of Public Works, or the 
Purchasing Agency, shall review a sufficient 
random sample of the BPA files at least annually 
to ensure that authorized procedures are being 
followed.

➢ Ensure that each BPA is reviewed at least 
annually and , if necessary updated at that time

Continued…
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➢ Purchase Requisition is entered via the AS400 
system.  The status of the purchase requisition is 
“Encumbrance Posted”.  The Buyer shall proceed 
with procurement process as follows:

➢ When using the BPA method of procurement the 
Buyer shall award to three vendors equally divided 
in the dollar amount.  

Blanket Purchase Agreement 
(BPA)
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➢The purchase order shall indicate the authorized 
individual to purchase under the BPA.

➢ The purchase order shall indicate that the 
“purchase order shall expire September 30, 20__, 
or upon exhaustion of funds” whichever occurs 
first.

Continued…
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➢ Tally Sheet.  A tally sheet is required for each BPA 
procurement file.  The tally sheet is used to 
monitor and ensure department/agency does not 
exceed the amount indicated on the purchase 
order; and

➢The tally sheet is also a tool established by the 
CPO to monitor purchases to ensure that 
unauthorized purchases are not made relative to 
the BPA. 

Continued…
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EXAMPLE
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EXAMPLE
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EXAMPLE
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EXAMPLE
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Sole Source Procurement
Method

continuation
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Condition for use of Sole Source.

➢ Sole source procurement is not permissible unless 
a requirement is available from only a single 
supplier.  A requirement for a particular proprietary 
item does not justify a sole source procurement if 
there is more than one potential bidder or offeror 
for that item.  The following are examples of 
circumstances which could necessitate sole source 
procurement:

2 GAR Division 4 § 3112 Sole Source 
Procurement
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(1) Where the compatibility of equipment,      
accessories, or replacement parts is the 
paramount consideration;

(2) Where a sole supplier’s item is needed for trial use or 
testing;

(3) Where a sole supplier’s item is to be procured for 
resale;

(4) Where public utility services are to be procure;

(5) Where supplies are offered through bankruptcy or 
receivership sales, or other disposition at lower than 
prevailing market prices.

Continued…
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Sole Source Procedure.

➢ When a purchase requisition is entered through the AS400 
system and is $25,000. and above the department/agency 
indicates sole source.

➢The Buyer will review the request for sole source to ensure it 
meets the conditions for use of sole source pursuant to 2 GAR 
Division 4 § 3112 or the 5 GCA § 5214.

Continued…
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➢ The Buyer will also check Request for Interest 
issued by GSA once every fiscal year to test the 
market if any new company may have been 
established for the different requirements at least 
annually.

➢ The Buyer will request from the department for a 
justification letter justifying the need for sole source 
if it is for compatibility purposes or warranty.

Continued…
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➢ Once the Buyer receives the letter from the vendor 
the Buyer will follow up with the 
department/agency if any negotiations took place 
if yes, the Buyer will request from the 
department/agency for a copy to be submitted for 
the procurement file.

➢Once the Buyer receives all the necessary 
documents the Buyer will prepare the standard 
inter-office memorandum for the CPO’s approval 
together with the purchase order.

Continued…
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➢Pursuant to 5248 GSA is required to submit   
annually all purchases made under sole source 
procurement to the Legislature.

Continued…
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EXAMPLE
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EXAMPLE
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EXAMPLE
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EXAMPLE
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EXAMPLE
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EXAMPLE

57


