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SP Purchase / Disposition Request

See the next page for instructions on completing this form.
Part 1:  Purchase Approval
Service Provider: _________________________________________
Planned Acquisition
Address: _____________________________________________________
Cost ___________________
Type of Purchase (   ) EDP, (   ) Non-EDP, (   ) Vehicle
Phone: ______________ Contact: _____________
Funding Source(s):___________________________________ Grant Number(s):_____________________
Amount to be charged to each source: _____________________________________________________
	Description of property:

	Explain why property is needed and how it will be used:

	Method of Procurement: (  ) Competitive Proposal (Attach copies of bids)   (  ) Non-Competitive Proposal (Sole Source)


	
	
	

	Service Provider Authorized Signature
	
	Date

	
	
	Submit to:

	Typed Service Provider Authorized Name
	
	Department Of Commerce

Office of Energy Assistance Programs

85 7th Place East, Suite 280
St. Paul, MN 55101-2198


	Department of Commerce Approval
By:  _____________________ Date:  _____________ By: _______________________ Date: ______________


	Part 2: Complete this section after equipment is received.
All property records must be retained.
	Part 3: Disposition/Transfer Approval

	Description of Property & Funding Source
(If different from above)
	Request for Disposition/Transfer Approval

	
	Property Transfer (Receiving Entity and Address)

	Manufacturer’s Serial Number
	Date
	Current Fair Market Value

	Model Number
	Stock Or Identification Number
	Condition
	Estimated Remaining Useful Life

	Use
	Condition (If used equipment)
	Reason for Requesting Disposition/Transfer

	Unit Cost
	% of Federal/State Funding
	Approval


This form is the mechanism to obtain Commerce approval for purchase or disposition of ONO-Expendable Personal Property. Service Providers must follow the standards found in OMB Circulars A-110 Attachment N Property Management Standards and Attachment O. Procurement Standards; A-102 Common Rule Section .31 Real Property, .32 Equipment and .36 Procurement as applicable. Further, specific programs such as DOE Weatherization have restrictions found in 10 CFR 440.18 and 10 CFR Part 600.
Non-expendable personal property procurement or disposition (including capital leases):

Service Provider must obtain purchase or disposition approval for equipment, meaning an article of nonexpendable, tangible personal property having a useful life of more than one year and an acquisition cost which equals the lesser of (a) the capitalization level established by the governmental unit for financial statement purposes, or (b) $5,000. Service Providers using Department of Energy funds must seek approval for all vehicle purchases.

The sealed bid method is the preferred method for large purchase that total individually or in-the- aggregate $100,000 for governments and non-profit organizations. Aggregate means all procurements from an individual supplier or all procurements of like products or services that occur during the course of a program year.

A competitive proposal will become a non-competitive proposal (sole source) in any situation where only one response is received, regardless of whether the original proposal required approval.

Instructions (Parts 1, 2, and 3)
Part 1 – Request to Purchase
Fill in local Service Provider’s name, address, phone number, and contact person.  Indicate the proposed unit acquisition price of the property you with to purchase.  Indicate by check mark the type of property you are requesting to purchase. Fill in the block titled “Funding Source” with the name(s) of the grant(s) to which you intend to charge the purchase. Provide the grant number(s). Complete the next three blocks of Part 1 as accurately as possible.

Part 2 – Property Purchase Record
After receiving approval for the purchase from Commerce and after the property has been purchased, complete Part 2.

Part 3 – Disposal or Transfer
Approval must be obtained for disposal of equipment that has a fair market value in- excess of $5,000. In Part 1, indicate the unit acquisition price and funding source(s) and grant number(s). If you wish to transfer the property to another not-for-profit entity, provide that entity’s name and address in Part 3. If the property is transferred in a trade-in agreement, provide the business name and address. Complete the remaining blocks in Part 3.

All correspondence or inquiries should be directed to:

Minnesota Department of Commerce

Office of Energy Assistance Programs
85 7th Place East

Suite 280
St. Paul, MN 55101-2198
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