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May 5  LSRCP sends out 2014 budgets to Cooperators to update 
amounts for 2015. 

May 30 Last day for Cooperators to notify LSRCP of any 2014 
budget modifications which ARE NOT “No-Cost”  
budget modifications.  

June 6 Cooperators return 2015 budgets, draft SOW, AND a  
CIP/Non-Routine Maintenance “wish list” to LSRCP.   

June 27 LSRCP provides 2015 draft budget (Exhibit A) to BPA.  ne 
LSRCP finalizes 2015 budgets. 

Budget and Cooperative Agreement 
Time Line 
(May – June) 
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July 25 Final 2015 SOW agreed upon by LSRCP and Cooperators. 

Aug 1 Last day to submit any 2014 Coop Agreements for 
modification to the Regional Office for processing. 

Sept 19–Oct 20 FWS financial system is down due to year end 
closeouts and uploading new fiscal year information.  

Sept 30 End of 2014 contract period. 

Oct 1 2015 fiscal year begins. 
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Budget and Cooperative Agreement 
Time Line 
(July–October) 



Oct 27 LSRCP sends 2015 Cooperative Agreements to FWS 
Contracting Regional Office.   

Nov 7 Regional Office sends 2015 Cooperative Agreements 
to Agencies and LSRCP office. 

Nov 10 2015 Cooperative Agreements are obligated and 
funds can begin to be drawn down.  

Dec 30 Program Performance and Financial reports are due  
for 2014. Final day for Cooperators to “drawdown”  
funds for 2014. 
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Budget and Cooperative Agreement 
Time Line 

(October–December) 
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Questions? 



Reports 
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5th Vehicle odometer reading. 

6th Fish Inventory 

Due Dates 
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Reports for the Lower Snake website should be submitted as stated in 
your SOW. Draft reports will not be posted to the website. 
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30th Annual Performance Report: Each funded project needs to 
have one completed. 

  Federal Financial Report (SF-425): This is completed by  
your Admin Office. D

ec
em
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r 
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Questions? 



Credit Card Purchasing 
Micro Purchases 
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• Thresholds for micro purchase cannot exceed the following 
amounts: 
– $3,000: Supplies 
– $2,500: Services 
– $2,000: Construction subject to the Davis Bacon Act 

• Splitting a purchase so amount is not exceeded is not allowable.  

• ALL costs are included in the threshold amount including shipping 
costs. 

Threshold for Micro Purchases 
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1. If an item is within the micro purchase amount, email Chris and cc 
Margaret your request to purchase. 

2. Include either in the email or as an attachment: 
– Item description: Model/product number, how many, when needed 
– Cost: Include the shipping amount also 
– Vendor Information: Business/Company name, Contact person,  

      address and phone number. 
– Hatchery Contact information 
– Invoice or Quote Estimate from company or screen print. 
– NEW PROCESS: Complete Acquisition Request form in excel. 

Credit Card Purchase Process 

11 



Credit Card Purchase Process 
Acquisition Request Form 
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3. Chris approves the purchase.  

4. Margaret will contact the company with the credit card information. 

5. Total time to process should be one day if the Acquisition Request 
form is completed correctly. 

Credit Card Purchase Process 
(cont.) 
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• Shop locally. 

• Spread the wealth - Do not use the same company all the time. 

• Check the GSA Advantage website first. They are usually cheaper  
and the companies listed have been approved by the government. 
(https://www.gsaadvantage.gov) 

• Make sure company gives you tax exemption. 

• Cannot go through third party such as Pay Pal. 

• Use a secured website: "https" or somewhere in the website there 
should be something that says site is secured. 

Things to Remember 
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Questions? 



Purchasing 
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There are four basic steps when it comes to purchasing an item or 
service through the Lower Snake Office: 

1. Ask to buy and get approval from Lower Snake. 

2. Agree on Statement of Work - (SOW). 

3. If under $15K, seek 3 bids, write a justification outlining action taken 
to solicit bids and your recommendation for award. 

4. Send information to Lower Snake for processing.  

Four Basic Steps When Purchasing 
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• Need SOW and Spec. Sheet (if applicable). 

• Need DUNNS number from vendor.  

• Obtain quotes from at least 3 sources. 

• If someone declines, write down they declined and why – This works 
as a bid response. 

• If construction or services, Regional Office-Contracting should do 
because of wage rates and other clauses. 

Purchases Over the  
Micro Purchase Amounts 
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• Don’t tell vendors they have the bid, Contracting will do this.  
You aren’t authorized to comment the government. 

• Make sure specs. are “apples to apples”. 

• Need to include everything that is needed in the SOW. 

• Make sure they know the Federal Government is purchasing the  
item or service. 

• When applicable use Davis-Bacon wages. 

• Proposals from Contractors can’t be used as the SOW. 

Purchases Over the  
Micro Purchase Amounts 
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Statement of Work Template 
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• Sole Source: Only solicit/negotiate with one source.   

• Reasons for a Sole Source 

– Only one responsible source and no other supplies or services will satisfy 
agency requirements. 

– Unusual and compelling urgency 
– Industrial mobilization; engineering-developmental, or research capability; or 

expert services 
– International agreement 
– Authorized or required by statue 
– National security 
– Public Interest 

 Distinguishing between Sole Source and 
Other than Full and Open Competition 
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LACK OF ADVANCED PLANNING 
AND/OR EXPIRING FUNDS ARE 
NOT AN ACCEPTABLE REASON 
FOR LIMITING COMPETITION! 

 Distinguishing between Sole Source and 
Other than Full and Open Competition 
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• Prepare Sole Source Justification form 
• Must clearly establish the need for a non-competitive procurement. 
• Circumstances why only one source is reasonably available. 

 Distinguishing between Sole Source and 
Other than Full and Open Competition 
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 Distinguishing between Sole Source and 
Other than Full and Open Competition 
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Miscellaneous Information 
Procurement Administrative Lead Time  
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Construction above $500,000 
Service above $500,000 

 
Goods above $500,000 
Construction $150,000 - $500,000 
 
Goods and/or Services $150,000 - $50,000 
Construction $25,000 - $150,000 
 
Goods and/or Services $25,000 - $150,000 
Construction $2,000 - $25,000 
 
Goods $3,000 - $25,000 
Services $2,500 - $25,000 

Apr 4 
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Miscellaneous Information 
Submission Deadlines 

 

May 16 

Jun 27 

Jul 18 

Aug 8 



27 

Questions? 
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