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The “Informal Procurement Method” is used when the dollar amount of the procurement has an estimated value less than the Federal small purchase threshold, which is currently at $150,000. However if the local purchase threshold is less than $150,000, the organization would use its local purchase threshold because it is more restrictive.  Three examples of what is meant by a ‘procurement event’ are:
· Awarding one contract to a prime vendor and another contract to a milk distributor is considered two separate procurement events
· Making multiple purchases from a prime vendor over the course of the school year is considered one procurement event
· Making a one-time purchase, such as a combi-oven is considered one procurement event
The Informal Procurement Method requires:                                                                                                                     
· The use of a solicitation (verbal or written document)
· Competition (i.e. minimum of three price quotes)
· Must be free of non-competitive practices.
· Procurement process must be documented
Differences between Informal Procurement Method and Formal Procurement Method
· No public notice requirement
· No closed bid requirement (do not share price quotes during the solicitation process)
· No public opening requirement
Seven Steps of the Informal Procurement Method:
Step 1 Pre-Bid:  Get to know prospective vendors, who to contact for bids, and what is available on the market.  
Step 2 Plan Your Procurement: Write specifications and draft your solicitation document including any contract terms and conditions such as invoice method, delivery requirements, duration of contract, etc. 
Step 3 Start the Solicitation Process: Contact vendors and provide them with product specifications, as well as terms and conditions.  (Written communication is not required but is preferred.)
Step 4 Document Vendor Responses: At a minimum, document the vendor name, contact method, name of person providing the price quote, the price quoted, date the price was quoted, and duration of the price quote.
Step 5 Obtain Price Quotes:  Obtain price quotes from at least three vendors. (3 Bids and a Buy)
Step 6 Award the Contract: The award goes to the most responsive (able to meet the requirements of the solicitation) and responsible (able and willing to furnish the goods or services solicited) vendor with the lowest price.
Step 7 Monitor the Contract:  Monitor invoices, product quality, product quantity, prices, terms and conditions for compliance.  Keep track of returns or exchanges.
Contracts awarded under this method cannot be awarded on the basis of a cost plus percentage of cost or a cost plus percentage of interest 2 CFR 200.323(d)
A responsive vendor is one whose response conforms to all the material terms and conditions of the solicitation.  A responsible vendor is one who’s financial, technical, and other resources indicate an ability to perform the services required.  

Resources linked below:
2 CFR 200.320(b)
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