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MICRO AND SMALL PURCHASE GUIDELINES 

The Wisconsin Department of Transportation (WisDOT), as the designated recipient of Federal 
Transit Administration (FTA) grant funds, is responsible for ensuring that sub-recipients are 
aware of and comply with federal procurement requirements as listed in FTA Circular 4220.1F – 
Third Party Contracting Guidance. This document presents basic information to transit systems 
about the procurement process, in particular micro and small purchases, using FTA funds. It is 
not comprehensive and should be taken as a reference guide in making these types of purchases. 
WisDOT transit staff also offers the WisDOT Procurement Manual (340 KB) to further assist 
local officials through the procurement process. The FTA Best Practices Procurement Manual is 
another resource that provides additional federal procurement assistance.  

In order to qualify for reimbursement, all purchases made with FTA funds must follow 
appropriate procurement procedures. Each procurement, regardless of dollar threshold, shall start 
with an independent cost estimate and conclude with written documentation of the price as fair 

and reasonable, or of fair market value.  

Before procurements are initiated, sub-recipients should work with Dean Gauger, WisDOT 
Transit Procurement Manager (608) 266-9637, to ensure appropriate procurement steps are 
followed. In Dean Gauger’s absence, please contact the WisDOT program manager for non-
American Recovery and Reinvestment Act (ARRA) procurements. Or, contact Ian Ritz, 
WisDOT ARRA Implementation Specialist (608) 267-6680, with ARRA related procurements.  
 
General Information 

o A primary goal of any procurement using federal funding (taxpayer dollars) is to promote 
fair and open competition for the bid.   

o An Independent Cost Estimate serves as a useful comparative tool for establishing a fair 
and reasonable price of an item.  

o In creating a description or specification of the item to be purchased, care should be taken 
to not make product specifications unduly restrictive. 

o Do not divide items such that they fit under a lower dollar threshold. For example, 
purchasing like items separately - “splitting” - so that the individual dollar amount are at 
a lower level procurement is not allowed. 

o If the estimated price of an item is close to a dollar threshold, it is prudent to follow 
guidelines of greater level. 

o It is important to have clear documentation – communications and actions - of the 
procurement process to ensure accurate review of the procurement by WisDOT. Submit 
appropriate documents to WisDOT electronically (email).  

o Documentation should be provided to WisDOT after the sub-recipient has 
received bids for the item and performed a cost analysis to determine that a price 
is fair and reasonable. But, materials should be provided before the sub-recipient 
issues a purchase order for the item.  

 
Micro Purchases 

• $0 to $2,999  

• Independent Cost Estimate – surveying industry sources (internet, catalogs, vendors, 
transit systems), or previous purchases of like items. This estimate shall be done 
separately from input by vendors that might bid on the item. This is required to maintain 
proper ‘independence’ of the analysis and allows vendors to bid. 
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• Written quote from vendor – a minimum of one (1) vendor quote is required, but three (3) 
vendor quotes is preferred. 

• Establish that a price for the item is fair and reasonable, or of fair market value: Must 
describe how a fair and reasonable determination is made – this statement can be  made 
based on a comparison to the independent cost estimate (preferred), or based on prior 
knowledge and expertise of a transit system administrator.  

• Sub-recipients can initiate micro purchase procurements independently if they have the 
capacity to do so. But, a detailed summary of a procurement process shall still be 
provided to WisDOT for approval of reimbursement request – to ensure reimbursable 
purchases, materials should be communicated to WisDOT prior to the purchase order.  

• See attached micro purchase procurement boiler plate for appropriate documentation 
guidelines.  

 
Small Purchases 

• $3,000 to $24,999 

• Independent Cost Estimate – surveying industry sources (internet, catalogs, vendors, 
transit systems), or previous purchases of like items. This estimate shall be done 
separately from input by vendors that might bid on the item. This is required to maintain 
proper ‘independence’ of the analysis and allows vendors to bid. 

• Create an accurate description, “specifications,” of item to be purchased – technical 
requirements for the material, product or service to be procured. Excessively detailed 
product descriptions should be avoided to unduly restrict competition for bid.  

• Ensure three (3) price quotes minimum are obtained for the item to be purchased – 
written quotes from vendors. 

• Establish that a price for the item is fair and reasonable, or of fair market value – this 
analysis and statement shall be done by comparing bid prices from vendors to the 
independent cost estimate. 

• Detailed summary of procurement process shall be provided to WisDOT for approval – 
to ensure reimbursable purchases, materials should be communicated to WisDOT prior to 
purchase order. 

• See attached small purchase procurement boiler plate for appropriate documentation 
guidelines.  

 
Larger Purchases 

• $25,000 and over 

• Must follow formal sealed bid procurement process (e.g. item specifications, independent 
cost estimate, request for proposal, etc.) 

• To initiate the procurement, contact the WisDOT program manager for non-ARRA 
purchases and Ian Ritz for ARRA purchases.  
 

Note: This page does not provide comprehensive procurement information. It provides key, basic 

elements and should be viewed as a simple outline of the procurement process. Each 

procurement is unique and transit systems shall keep WisDOT Program and Procurement 

Managers informed about the purchase throughout the process. See FTA C 4220.1F for full 

procurement regulations and FTA Best Practices Procurement Manual for more information.  


