Guidance for Large Purchase Request with 
ACL/AoA Title VI Grant Funds
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· Purchases of equipment and supplies that exceed a $5,000 unit cost must receive prior approval from ACL prior to purchase.
· Equipment means tangible personal property (including information technology systems) having a useful life of more than one year and a per-unit acquisition cost which equals or exceeds the lesser of the capitalization level established by the non-Federal entity for financial statement purposes, or $5,000.
· Supplies are defined as all tangible personal property other than those described in Equipment. 
· Per 45CFR75.320(a)(2) a grantee may not encumber property without approval of the HHS awarding agency. 
Instructions for submitting a large purchase request: 
1. [bookmark: _GoBack]Complete p.2-3 to the best of your ability. See the sample template if you need assistance.
2. Submit the completed information and any attachments to your ACL regional administrator. 
3. Do not purchase the equipment until written approval is received from ACL.  Once prior approval is received, follow your tribal organization’s procurement policies.

Title VI Large Purchase Request template
	Date:
	

	Grantee Organization:
	

	Grantee Contact Name:
	

	Grantee E-mail:
	

	Grant Number:
	

	Attach 3 bids from 3 vendors for the piece of equipment you are requesting, and indicate which bid you are choosing.
If you are unable to obtain 3 bids from 3 vendors, use this space to justify why.
	

	Describe the intended use of the equipment and how the equipment will benefit the program:
	

	What percentage of the total cost of the equipment/supply will Title VI funds be responsible for? 
For instance, if the total cost of the item is $10,000, and the Title VI program is responsible for $5,000, and tribal funds will be used for the remaining $5,000 write 50% in this space. If Title VI funds will be used to for the full cost of the purchase, write 100% in this space.
	

	What is the estimated percentage of time the equipment will be used by the Title VI program?
If this purchase is being shared with other programs, indicate the percentage of time that the Title VI program will use this item. For instance, if you’re purchasing a vehicle partially with Title VI funds and partially with tribal funds, and your program will only have access to the vehicle 50% of the time, write 50% in this space. If the Title VI program will have access to the purchase 100% of the time, write 100% in this space.
	

	Can the equipment be purchased with other funding sources other than federal grant funds?
Title VI funding is a limited resource, and large purchases should be carefully considered. Before you submit the purchase request, consider other funding sources, including tribal funds and other local, state or federal grants. 
	

	Include an analysis of lease and purchase alternatives to determine which would be the most economical and practical procurement of the recipient and the federal government. 
	

	Buy American Requirement: attach information indicating the equipment is produced in the United States.
	



