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PREFACE
PROCUREMENT SERVICES POLICY GUIDE

July 1999 

The Procurement Services Policy Guide is established under the authority of the Department of General Services, Division of Purchases and Supply, section 2.1-442 of the code of Virginia , Agency Procurement and Surplus Property Manual and University policy and Procedures as approved by the President of Norfolk State University.

The Mission of the Procurement Services department is to support University departments/activities through the procurement of high quality goods, printing and services at a reasonable price and in a manner that is fair, open and impartial to Contractors desiring to do business at the University.  The department,  which includes the Central Warehouse,  is also responsible for contract administration, contract compliance and evaluation, receiving, shipping, central stores and the acquisition and disposal of state and federal surplus property.

Comments, suggestions, and questions of interpretation are always welcomed and should be addressed to the department.

Anthony E. Cannion



 


 Dr. Alvin J. Schexnider 
Director, Procurement Services 



   
 Interim President
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PURPOSE       

This statement sets forth University policy for the procurement of all goods, printing and services for the University.

SCOPE

Policy contained herein applies to all contracts between the University and nongovernmental contractors regardless of the source of funds by which the contract is to be paid.

POLICY


All University procurement transactions, regardless of source of funds, shall be made in strict compliance with the Virginia Public Procurement Act, Agency Procurement and Surplus Property Manual, Vendor's Manual and University policy.  All procurements shall be subject of a Purchase Requisition through the Interactive Fund Accounting System (IFAS) unless otherwise authorized in advance by the Director of Procurement Services or by policy herein. (See Procurement Services Policy and Procedures No. 25).

 
	________________________
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 PURPOSE

This statement sets forth University policy and procedures for unauthorized purchases.

SCOPE  

Policy and procedures contained herein apply to all contracts between the University and nongovernmental contractors regardless of the source of funds by which the contract is to be paid.

POLICY 

Unless otherwise specified herein, all request  for goods, printing and services over $5,000  requires approval 

and processing by the Office of Procurement Services and shall be subject of a Purchase Requisition through IFAS.  Goods, printing and services acquired over $5,000 without prior approval are unauthorized purchases that may result in illegal purchases and/or adversely affect prompt payment. Additionally, individuals engaging in unauthorized purchases will become personally obligated to the Contractor for payment.

Where the Department and/or activities cost of goods or nonprofessional services is estimated to be $5,000 or less, purchases may be made upon receipt of one written or telephone quotation. A record of the quotation must be kept with the file along with any other documentation which supports the purchases until audited, e.g. notation on the requisition must include the name of the person providing the quote, date of quote and the amount. When using the small purchase charge card, the department cardholder should obtain quotes whenever possible; however, obtaining quotes may not always be practical in pick-up or over the counter sales situation. In an effort to streamline purchasing and invoice processing steps and sharply reduce paperwork, the Commonwealth has established a contract allowing agencies and institutions to use charge cards for transaction up to $5,000 for the purchase of maintenance, repair and operating supplies and services, as well as, for placing orders against DGS/DPS term contracts.  (See www.dgs.virginia.gov).

Delegation of procurement autonomy for selected user departments/activities is authorized up to specified dollar thresholds (See Policy and Procedures No. 25).     Purchases generated by Departments with Delegated Autonomy are reviewed monthly by the Director of Procurement Services via printed reports.  Any violations over the specified procurement authority and/or splitting of orders to circumvent the bidding threshold will be handled by issuance of an informal and/or formal warning from the Contract Officer handling the procurement.  If the insurance of  a formal warning occur for the same violation, delegated autonomy will be withdrawn from the department/activity in violation.   All individuals with contractual authority must ensure that prices paid are fair and reasonable and should contact the Office of Procurement Services for any procurement(s) that appear risky or controversial.

Listed below are positions with expressed authority to contractually bind the University along with dollar limitations.

POSITION






LIMITATIONS
1.  VICE PRESIDENT FOR FINANCE & BUSINESS/

All Services & Goods                     ASSISTANT VICE PRESIDENT FOR BUSINESS
            up to the University’s

          


delegated autonomy,

Sole Source Procurement,

Emergency Procurement

and all other procurement

transactions not itemized

herein

2.  PROCUREMENT SERVICES STAFF

   Director






All Services & Goods


Associate Director   





up to the University’s









delegated autonomy,

Procurement Officer





Source Procurement,









Emergency Procurement









and all other procurement

transactions not itemized

herein

















  $70,000


Procurement Officer





Goods and Services up to $70,000







Program Support Technician




Goods and Services up to $70,000




3.  ACCOUNT MANAGERS FOR USER DEPARTMENTS WITH DELEGATED

        AUTONOMY









Goods and Services ($0.00 - $5,000)
   
   Central Warehouse Manager

           Title III Director

           Library Director




Director   Physical Plant     




Director and Assistant Directors





Payroll Supervisor

    Printing Services Supervisor


Center For Material Research                            Enterprise Information Systems Director              Auxiliary Enterprises Director
    President’s Office 




Financial Systems Support Manager

    Office of Budgeting and Planning Manager
Sponsored Programs  Director
    Academic Affairs (VP)



University Development (VP)
    Finance and Business (VP)





    Student Affairs (VP)






    School of Science and Technology (Dean)



PROCEDURES 

 All desired purchases of goods, printing, and services must be initiated by completing a Purchase 

 
Requisition through IFAS (if applicable) to Procurement Services for final approval and further processing 


unless otherwise authorized herein. Departments and/or activities engaging in activities will first be

issued a written informal warning that the procurement  occurred.  Should a second violation occur, the 

department and /or activity’s will be held personally liable to the Contractor. The third violation will be

cause for termination of delegated autonomy. (See Procurement Services Policy and Procedures No. 28)

	
________________________
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PURPOSE
 This statement sets forth University policy regarding contact with sales representatives.

SCOPE  

Policy contained herein applies to all University departments and activities.

POLICY  

University personnel requiring assistance of sales representatives for particular products should contact 

Procurement Services for assistance and guidance. It is recognized that there will be occasional contact

between individual departments and sales representatives of vendors having business relations with the 

University. However, in cases where the department/activity is being contacted directly, sales  representatives should be directed to contact Procurement Services for information regarding the University's purchasing policies and procedures.  Unless otherwise specified herein, sales representatives 

are not allowed to take orders directly from University departments and activities.( See  Policy and 

Procedures No. 28).

	________________________
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PURPOSE

This statement sets forth University policy regarding procurement from mandatory sources.


SCOPE
 Policy contained herein applies to all University departments and activities.


POLICY

Specific sources for certain materials, supplies and equipment are mandated by state law and regulations.  These sources are:  the Virginia Correctional Enterprises, Virginia Industries for the Blind, the Virginia Central Warehouse (Richmond), the Virginia Department of Highways,  and the numerous state contracts managed by the State Division of Purchases and Supply.  Questions regarding whether specific items are available from mandatory sources should be directed to the Procurement Services Department.  A listing of state contracts is shown on the Department of General Services, Division of Purchases and Supply webpage: (www.dgs.state.va.us).

NOTE: These contracts are subject to change without notice. Please refer to the above webpage to    determine if an item is on the Commonwealth of Virginia state contract listing.



	
________________________
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PURPOSE
This statement sets forth University policy for determining average ordering and delivery lead time.

SCOPE

Policy contained herein applies to all University departments and activities.

POLICY

Ordering lead time is that period of time from receipt of a properly completed purchase requisition by Procurement Services to issuance of a purchase order or contract.  A summary of average ordering lead time is shown below:

No. of Days
Goods under $5,000 and State Contracts

                  4 - 6

Goods between $5,000 and $15,000


               10 - 20

Goods between $15,000 and $100,000


   30 - 40

Goods over $100,000




               45 - 60

Printing under $5,000 and State Contracts

                  4 - 6

Printing between $5,000 and $15,000

                           20 - 30

Printing over $30,000



          

   45 - 60

Services under $5,000




                  4 - 6

Services between $5,000 and $15,000

              20 - 30

Services over $15,000



                          30 - 40

Delivery lead time is the time between a contractor's receipt of an award and the actual delivery to the University.

Except for the most routine of expendable supplies, approximately 30-90 days after award of contract should be allowed in determining delivery time.  Custom made and complex items of equipment normally require a longer delivery time.

Requestors should submit Purchase Requisitions through IFAS sufficiently early to allow for adequate ordering and delivery time.

	
________________________
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PURPOSE
This statement sets forth University policy for determining the average dollar thresholds and procedures when requesting goods and services.

SCOPE

Policy contained herein applies to all University departments and activities.

POLICY
Departments and activities will use the  “Summary of Procurement Policies,” chart to determine dollar thresholds for bidding requirements when using small purchase procedures, competitive sealed bidding or competitive negotiation for the procurement of goods, printing and nonprofessional services. 

(See Annex 6-A)

Annex 6-A
Summary of Procurement Policies 

I. Small Purchases – Goods and Services, other than Professional Services

	Thresholds                                                                                                                 Procedures


	Up to $5,000

Over $5,000 to $15,000

Over $15,000 to $50,000
	One documented quote required.

(Use of the Small Purchase Charge Card is encouraged up to $5,000)

Solicit a minimum of six(6) valid sources (by telephone in writing or electronically). It is strongly encouraged to expand the solicitation list to include a minimum of four(4) minority and/or women-owned businesses

Solicit a minimum of eight (8)valid sources (by facsimile with written description furnished by agency/institution,  unsealed written IFB/RFP

or use Quick Quote up to $30,000). It is strongly encouraged to expand the solicitation list to include a minimum of six (6)r minority and/or women-owned businesses.

Advertising in the Virginia Business Opportunities (VBO) on the eVA web site (www.eva.state.va.us) is required over $30,000 for goods and services.


II. Competitive Sealed Bidding or Competitive Negotiation (code of Virginia 2.2-4301 and 2.2-4303)

	Thresholds                                                                                                                       Procedures


	Over $50,000; may be used for lesser amounts
	Solicit a minimum of nine (9) valid sources in writing including electronically through eVA. Use one of the following methods:

1. Competitive sealed bidding.

2. Two-step competitive sealed bidding

       3     -Competitive negotiation. A written justification is required               for use of #3.

Required for purchases over $50,000 unless an exception (See III. below).


III. Exceptions To Competitive Procurement (Code of Virginia 11-41 D&E

	Thresholds                                                                                                                        Procedures


	Emergency

Sole Source (Unlimited dollar amounts)


	Take immediate action if required to protect personal safety or property. Other emergencies, seek competition to the extent practicable. Requires written determination signed by the agency/institution head or designee.
Obtain and document a quote to $15,000. Over $15,000. Over $15,000, a written quotation must be obtained from the vendor. Requires written justification approved in advance by the agency/ institution head. Over $10,000 requires approval from DGS/DPS. Agencies and institutions may make contract awards after appropriate approval. Purchase using noncompetitive negotiation.


IV. Exemption from Purchasing through DGS/DPS

	Thresholds                                                                                                Procedures

	Various
	See 1..5,  web site (www.dgs.state.va.us)


NOTE:
Procurement Methods Flowchart: (See Annex 6-B)

	
________________________
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PURPOSE
This statement sets forth University policy for establishing registration requirements for vendors desiring  to 

conduct business with  Norfolk State University,

SCOPE

Policy contained herein applies to all University departments and activities.

POLICY

Electronic Virginia  is an electronic procurement system featuring a central supplier registration component.   The eVA system is provided in partnership with the Commonwealth of Virginia   and American Management Systems, AMS and is available around the clock.  eVA is being utilized as a means to increase access to University business opportunities.   
Effective July 2003, all Commonwealth of Virginia agencies are mandated to communicate with it’s suppliers to register in the eVA system.  University Departments are asked to assist in this effort to ensure all suppliers (consultants, contractors, vendors, individuals) are registered and an eVA registration number is provided on the vendor   database form prior to submitting the form to the Office of Procurement Services to input into IFAS. 

The eVA registration requirement applies to all suppliers, regardless, of the funding source.   Grants that specify consultants should include language to this effect.  
Listed below are the steps needed to ensure vendors register successfully in eVA:

1 – Contact Duns & Bradstreet to obtain a DUNS number for each location the vendor is registering,

      Duns & Bradstreet can be reached tool free at 1-888-814-1435.  There is no charge to the vendor.

2- Go to the eVA registration site at:  http://eVAregisHelp.dgs.state.va.us
3- Registration assistance is available at 1-866-289-7367
4- Representatives are available to assist at eVA-Customer-Care@dgs.state.va.us 
The vendor should be informed that eVA offers two service levels in which suppliers can register, basic or premium.  There is an annual registration fee or the basic or premium lever of $25 or $200 respectively.  There is also a 1% transaction fee per order (capped at $500.).  Each company will receive  an annual bill directly from American Management Systems (AMS) for the registration  fee.
If a vendor states they do not have internet access or have other questions regarding eVA registration, please have them call DPS at 804-786-3842.     

Listed below are eVA exclusions regardless of dollar value.  The exclusions will not be processed through eVA by the Department of  Procurement Services or Departments with delegated procurement autonomy. 
eVA Exclusions

1.      Real Estate Leases

2.     Advertisements such as in newspapers, magazines, journals, radio,   

           television, etc.

3.     Professional organizations membership dues registrations, including         

          training and conferences.

4.      Petty cash purchases

5.      Honoraria, entertainment( speakers, lecturers, musicians, performing artists)
6.      Accreditation fees and academic testing  services

7.      Exhibition rental fees for exhibitions of historical artifacts or original 

           works of art. (The rental fee may include charges other than the rental of 

           the exhibition, such as transportation costs).

8.      Agency grants and research contracts to public bodies and non-profit 

            organizations (consultants named in the grants are not eVA exempt).   

9.      Medical services procurements to include:  Physical Therapist,   Occupational 

           Therapist, Audiologist, Psychologist and patient Laboratory Services.  

10.      Utilities

11. Over-the counter Small Purchase Charge Card (SPCC) purchases that                                            are made at the site of the sale and picked up by the individual card
holder. 

12.     Revenue contracts.(e.g. scrap, recycling or contracts with $0 payment by                                      the Commonwealth. (e.g. contracted out Bookstore, Food Service operations).
    
13.      Interstate or federal government-to-government purchases

14.      Intrastate government-to-government purchases, other than mandatory  sources                  

15.       Purchases from public auctions (non-electronic)

16.       Surplus property
17.       Individual travel and lodging.

	
________________________
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________________________
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PURPOSE
This statement sets forth University policy and procedures for emergency procurement.


SCOPE
Policy and procedures contained herein apply to all University departments and activities.

POLICY
Emergency applies to procurement of a serious and urgent nature.  In the case of an emergency, Procurement Services may award a contract for goods or services without competitive bidding or competitive negotiation; however, such procurement shall be made with such competition as is practicable under the circumstances.  A written determination giving the basis for the emergency and for the selection of the particular contractor, signed by the President or Vice President for Finance and Business, shall be included in the purchase file.

If an emergency purchase is needed to protect personal safety or property, the University may use its delegated authority and procure directly without securing prior approval from the Division of Purchases and Supply (DPS).   For other emergencies not involving personal safety or protection of property, competition must be sought to the maximum extent practicable (ie. Vendor’s qualifications may be checked and verification of insurance coverage, if applicable, information on warranty offered, and any other data pertinent to the procurement). The University will procure materials, equipment or supplies above its delegated authority with the advance approval of DGS/DPS without requisitioning through DGS/DPS. The Procurement Exemption Request for will be used for this purpose.

PROCEDURES
Written justification for an emergency procurement must be provided by the user department/activity.  The written justification should include the following:

Name and address of suggested source

Detailed technical specifications

Copies of any correspondence with suggested source including price quotation

Description giving the basis for the emergency

The requestor must discuss the emergency procurement with the Director of Procurement Services prior to submission of written justification. Goods, printing and services acquired without prior approval are unauthorized purchases.  (See policy and procedures No. 2).
	
________________________
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	FINANCE AND BUSINESS

POLICIES AND PROCEDURES MANUAL
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Procurement Services
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July 1, 1995

DATE OF REVISION:

July 1, 2004



PURPOSE
  This statement sets forth University policy and procedures for sole source procurement.

SCOPE 

  Policy and procedures contained herein apply to all University departments and activities.

          POLICY

            Sole source procurements are authorized when there is only one source practicably available  

            for the goods or services required and no other item can fulfill the requirements of the user.   Sole source 

            justification based solely on a single vendors capability to deliver in the least amount of time is not 

            appropriate since availability alone is not a valid basis for determining a sole source procurement. NOTE: 

            For sole source procurements to $15,000 a quote shall be obtained and documented. For sole source 

            requirements exceeding $15,000, a written quotation must be obtained from the vendor.


  After review of all available information, the Director or Associate Director  of Materiel  Management
            acting within the University's purchasing authority, may approve the purchase as a sole source 

            procurement.  All sole source approvals exceeding $50,000 must be submitted to the Department of General 

            Services, Division of Purchases and Supply for review and approval.   Any sole source technology 

            procurement over $50,000 must be submitted to the Virginia  Information  of Technology Agency (VITA)  for  final approval.  Notice of sole source procurements  require posting in accordance with the  Virginia Public Procurement Act (VPPA) in the office of   Procurement Services on the department’s   public notice board, where applicable and posted on eVA at www.eva.state.va.us.
           PROCEDURES

Written justification for a sole source procurement must be forwarded by the user department/activity to  

Procurement Services.  The written justification should include the following:

Name and address of suggested source

Detailed technical specifications

Copies of any correspondence with suggested source including price quotation

A succinct, but thorough, explanation of why the vendor is the only practically   

available source for product or service

A succinct, but thorough, explanation of why the product or service is the only product or service that can meet the agency’s needs

The Director of Procurement Services will complete, sign and forward the required Sole Source Approval Request form to the appropriate agency for sole source procurement exceeding $50,000.

	
________________________
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	FINANCE AND BUSINESS

POLICIES AND PROCEDURES MANUAL
	POLICY NO:  011

SUBJECT: Proprietary Procurement 

RESPONSIBLE OFFICE:

Procurement Services
DATE OF ISSUE:

July 1, 1995

DATE OF REVISION:

April 1, 1999


PURPOSE
This statement sets forth University policy and procedures for proprietary procurement.

SCOPE

Policy and procedures contained herein apply to all University departments and activities.

POLICY
Proprietary applies where a product is restricted to the manufacturer(s) stipulation, but is sold through distributors and where equals are not available.  Only the exact item specified can fulfill the requirement of  the end user.  Proprietary items are available for purchase from several different sources and may be susceptible to competitive bidding.

User departments and activities may submit proprietary justifications to Procurement Services when the desired product or service:

Must be compatible with or is an integral component of existing equipment

Is needed to support a specific need of a program

Is covered by a patent or copyright

Must yield absolute continuity of results

Must be identical in all respects to existing equipment or products being used

Is substantially superior to all available similar products

The user has extensive training or experience and the use of a similar piece of equipment would require considerable reorientation, training or labor to utilize

PROCEDURES
Written documentation that the purchase is proprietary and the rational (justification) must be forwarded by 

the user department/activity to Procurement Services.

	
________________________

PROCUREMENT SERVICES POLICY AND PROCEDURES


	FINANCE AND BUSINESS

POLICIES AND PROCEDURES MANUAL
	POLICY NO:  012

SUBJECT: Splitting of Orders

RESPONSIBLE OFFICE:

Procurement Services
DATE OF ISSUE:

July 1, 1995

DATE OF REVISION:

October 1, 1999


PURPOSE

This statement sets forth University policy regarding splitting of orders to circumvent bidding requirements.

SCOPE
Policy contained herein applies to all University departments and activities.

POLICY 

The intentional splitting up of a known purchase requirement into smaller lots with the intention of spreading the purchases over a period of days, several weeks, or a couple of months in order to circumvent mandatory bidding requirements is prohibited and is easily detectable by state auditors.  Procurement Services will combine and competitively bid purchase requirements which have been split by University departments and activities.

PROCEDURES
Should Material Management, Purchasing Officers, detect the possibility of an order being split into several purchase requisitions, the purchase will be combined and handled as one procurement.  If the requested item(s) after being combined is determined to be above the bidding threshold, the Purchase Officer will proceed in handling the procurement in accordance with the appropriate method of procurement.

	
________________________

PROCUREMENT SERVICES POLICY AND PROCEDURES


	FINANCE AND BUSINESS

POLICIES AND PROCEDURES MANUAL
	POLICY NO:  013

SUBJECT: Reimbursements

RESPONSIBLE OFFICE:

Procurement Services
DATE OF ISSUE:

July 1, 1995

DATE OF REVISION:

October 1, 1999


PURPOSE

This statement sets forth University policy and procedures for reimbursing employees who make University purchases with their personal funds.

SCOPE  

Policy and procedures contained herein apply to all University departments and activities.

POLICY
Unless otherwise approved in advance by the Director of Procurement Services, purchases approved for payment as reimbursements by the Procurement Services Department are restricted to those purchases under $200.00, which are made for  emergency reasons or when processing through normal channels would be too costly and/or too time consuming; or when desired goods are available only from vendors who require prepayment.

The purchase of pens, markers, or items manufactured by the visually handicapped and/or items manufactured by other mandatory sources is prohibited.  Questions regarding reimbursable items should be directed to Procurement Services.

The University is exempt from sales tax in Virginia; therefore, employees will not be reimbursed for sales taxes paid.  Commonwealth of Virginia Sales and Use Tax Certificate of Exemption form is available upon request from Procurement Services.

PROCEDURES

Employees seeking reimbursement should submit a Purchase Requisition through IFAS listing all items for which reimbursement is requested.  The employee's name must be listed as the suggested source on the Purchase Requisition and the employee should clearly indicate "REIMBURSEMENT" in the body of the requisition.  The Purchase Requisition number must be notated on the original sales receipt and the receipt must be forwarded to Procurement Services.

	________________________

PROCUREMENT SERVICES POLICY AND PROCEDURES


	FINANCE AND BUSINESS

POLICIES AND PROCEDURES MANUAL
	POLICY NO:  014

SUBJECT: Purchases for Personal Use of Employees 

RESPONSIBLE OFFICE:

Procurement Services
DATE OF ISSUE:

July 1, 1995

DATE OF REVISION:

July 1, 2002


 

PURPOSE

This statement sets forth University policy for purchases for personal use of employees.

SCOPE

Policy contained herein applies to all University departments and activities.

POLICY

State and University policy prohibit the University from entering into purchase agreements for the personal 

use of employees.  All materials purchased by the University remain the property of the State until consumed 

or disposed of through State mandated surplus property procedures.  All Purchase Orders issued by the 

University must be for official use by the University.

	
________________________

PROCUREMENT SERVICES POLICY AND PROCEDURES


	FINANCE AND BUSINESS

POLICIES AND PROCEDURES MANUAL
	POLICY NO:  015

SUBJECT: Repeat Orders 

RESPONSIBLE OFFICE:

Procurement Services
DATE OF ISSUE:

July 1, 1995

DATE OF REVISION:

July 1, 2002


PURPOSE

This statement sets forth University policy for repeat orders.

SCOPE

Policy contained herein applies to all University departments and activities.

POLICY

When preparing Purchase Requisitions for redundant type purchases, the requisitioning department/activity should use the specifications appearing on the previous purchase order or reference the previous purchase order number in the body of the requisition.  Furnishing this information can expedite the processing of a request by several days.

	
________________________

PROCUREMENT SERVICES POLICY AND PROCEDURES


	FINANCE AND BUSINESS

POLICIES AND PROCEDURES MANUAL
	POLICY NO:  016

SUBJECT: Confirmation Orders 

RESPONSIBLE OFFICE:

Procurement Services
DATE OF ISSUE:

July 1, 1995

DATE OF REVISION:

October 1, 1999


PURPOSE 

This statement sets forth University policy for confirming orders.

SCOPE

Policy contained herein applies to all University departments and activities.

POLICY

When an urgent need exists, the requestor should call the vendor and obtain current price(s), names of individual quoting price(s), freight charge (FOB Destination) and availability of needed items.  The requestor should prepare a Purchase Requisition through IFAS, call each person in the IFAS approval hierarchy for approval, then contact Procurement Services for review and issuance of a purchase order number.  A review by Procurement Services of items intended  for purchase must be made to ensure compliance with law and regulations including mandatory source procurement.  The requestor, after obtaining a purchase order number, may place a confirming order with the vendor and must ensure that the number is entered on the vendor's invoice, bill, ticket, etc.  This is necessary to prevent delay in payment.  The requestor must notify Procurement Services of its intent to place the confirming order to avoid a duplicate order from being placed by Procurement Services.

NOTE:  Orders placed without prior Procurement Services approval are unauthorized purchases (See Policy 

and Procedures No. 2).

	
________________________

PROCUREMENT SERVICES POLICY AND PROCEDURES


	FINANCE AND BUSINESS

POLICIES AND PROCEDURES MANUAL
	POLICY NO:  017

SUBJECT: Change Orders

RESPONSIBLE OFFICE:

Procurement Services
DATE OF ISSUE:

July 1, 1995

DATE OF REVISION:

July 1, 2002


PURPOSE
This statement sets forth University policy and procedures for issuing modifications to contracts.

SCOPE  

Policy and procedures contained herein apply to all University departments and activities.

POLICY
Modification of contracts after the contract has been finalized and awarded must be in strict compliance with the law and state regulations.  Desired changes, including cancellation, in a contract should be submitted to Procurement Services for review and processing where applicable.  By law, no fixed price contract may be increased by more than 25 percent of the amount of the contract or $10,000, whichever is greater, without the advance written approval of the Governor, or his designee.  Under no circumstances should a contractor be informed or led to believe that a change to a contract has been approved until the change has been approved by the Purchase Officer awarding the original contract.

PROCEDURES

Departments and activities requesting change orders should submit a memorandum to the Purchase Officer awarding the original contract.  The memorandum should include the following:

Name and address of contractor

Purchase Order number

Proposed change and reason

Net increase/decrease in price

	
________________________

PROCUREMENT SERVICES POLICY AND PROCEDURES


	FINANCE AND BUSINESS

POLICIES AND PROCEDURES MANUAL
	POLICY NO:  018

SUBJECT: Ethics/Conflict of Interest 

RESPONSIBLE OFFICE:

Procurement Services
DATE OF ISSUE:

July 1, 1995

DATE OF REVISION:

July 1, 2002


PURPOSE 

This statement sets forth University policy regarding ethics and conflict of interest.

SCOPE
Policy contained herein applies to all University departments and activities.

POLICY  

Ethics in Procurement.  All transactions relating to the expenditure of public funds require the highest degree of public trust.  No University employee authorized to initiate a purchase requisition, recommend approval  of a purchase, approve, disapprove, or otherwise affect a purchase or any claim resulting from a purchase shall solicit, demand, accept, or agree to accept from a bidder, offeror, contractor, or subcontractor any payment, loan, subscription, advance, deposit of money, services or anything of more than nominal or minimal value, present or promised, unless consideration of substantially equal or greater value is exchanged.

No public employee having official responsibility for a procurement transaction shall knowingly falsify, conceal, or misrepresent a material fact; knowingly make any false, ficititous or fraudulent statements or representations; or make or use any false writing or document knowing the same to contain any false, fictitious or fraudulent statement or entry.  Violations of this provision involve all functions that pertain to  the obtaining of any goods, services or construction, including description of requirements, selection and solicitation of sources, preparation and award of contract, and all phases of contact administration.  Examples of misrepresentations in procurement transactions include: (1) declaring a vendor to be sole source knowing that it is not; (2) describing requirements in such a manner so as to limit competition; (3) soliciting other than valid sources so as to limit competition; (4) signing for receipt of goods or services not yet received or completed; (5)  altering any procurement document to disguise or change the outcome.

Purchases from Employees, Spouses of Employees, etc.  Generally, no purchase may be made from a University employee; from a spouse, children, parents, brothers, or sisters, of an employee; or from any dependent relative of an employee who resides in the same household.  When it is known that any intended purchase would be from an employee's spouse, children, parents, brothers, sisters, or an employee's relative residing in the same household then the purchase shall not be made without prior express written consent of the Director of Procurement Services, to be given only after review for legal compliance by the University's legal counsel.  Willful violation of the Conflict of Interest Act or the Virginia Public Procurement Act is a misdemeanor and constitutes malfeasance in office.

Individual Responsibility.  All University personnel having administrative or operating authority, whether intermediate or final, to affect a procurement transaction are subject to the requirements and penalties contained in the Virginia State and Local Government Conflict of Interest Act, Virginia Public Procurement Act and the Code of Virginia.

	
________________________

PROCUREMENT SERVICES POLICY AND PROCEDURES


	FINANCE AND BUSINESS

POLICIES AND PROCEDURES MANUAL
	POLICY NO:  019

SUBJECT: Contract Compliance and Complaints 

RESPONSIBLE OFFICE:

Procurement Services
DATE OF ISSUE:

July 1, 1995

DATE OF REVISION:

July 1, 2002


PURPOSE  

This statement sets forth University policy and procedures for contract compliance and complaints.

SCOPE
Policy and procedures contained herein apply to all University departments and activities.

POLICY
Contractor Compliance.  The department or activity for which a contract has been created has the primary responsibility for monitoring and ensuring the contractor's compliance with the terms and conditions of the contract; therefore, it is essential that the department personnel involved in the project be thoroughly familiar with the contract.  The Purchase Officer awarding the contract is available to assist with interpretations of terms and conditions or with any other questions relating to a contract.

Procurement Services is not in a position to fully evaluate all items of purchase, only the users can do so.  Therefore, the user is urged to exercise the responsibility of informing Procurement Services when dissatisfied with any items or services purchased.

Invoice Processing.  Most contracts awarded by the University contain a "Payment Method" provision which should be strictly applied.  It usually stipulates that payment through the State Treasurer will be made only after satisfactory completion of all work and after receipt of an invoice prepared in a format acceptable to the University.  By signing the contract, the contractor has agreed to the provision.  Subsequent requests to honor invoices for partially completed work should be approved only when to do so is in the best interest of the University.  It is equally important to promptly complete receiving detail upon satisfactory completion of the project.

PROCEDURES

Complaints.  Personal discussions with contractors concerning minor problems with performance usually   are sufficient to achieve compliance.  Major problems should be addressed to Procurement Services in written memorandum form signed by a representative from the user department or activity.  

The memorandum should include the summary of conversations with contractor's  representative, a brief description of the item or service, the Purchase Order number if possible, how long the item has been in use or when the service was performed, and the reason(s) for the complaint.

	
________________________

PROCUREMENT SERVICES POLICY AND PROCEDURES


	FINANCE AND BUSINESS

POLICIES AND PROCEDURES MANUAL
	POLICY NO:  020

SUBJECT: Prior Approvals 

RESPONSIBLE OFFICE:

Procurement Services
DATE OF ISSUE:

July 1, 1995

DATE OF REVISION:

October 1, 1999


PURPOSE
This statement sets forth University policy and procedures for procurements that require additional administrative authorization prior to purchase.

SCOPE
Policy and procedures contained herein apply to all University departments and activities.

POLICY  

The following types of purchases require approval from the following departments prior to issuance of Purchase Orders.

TYPE OF PURCHASE


PRIOR APPROVAL REQUIRED BY
Asbestos Containment/Removal


Physical Plant

ADP Equipment and/or Maintenance
                        Office of Information Technology

Building Alterations and Remodeling

Physical Plant

Carpet, Drapery, Blinds



Physical Plant

Computers, Monitors, Printers,


Office of Information Technology

and related supplies, equipment,

and maintenance

Equipment which require affixing to,

            Physical Plant

or the alteration/modification of any

 building structure

Insurance





Physical Plant

Locks and Keys




Physical Plant

Printing - all not covered by State Contracts

Printing Services

Signs






Physical Plant

Security Services




Police

Telecommunications Equipment 

            Office of Information Technology

and maintenance (telephones, pagers,

two-way radios, etc.).

Temporary Personnel Services


Human Resources

Vehicles





Physical Plant

PROCEDURES  

User departments and activities must gain prior approval from the following methods.

DEPARTMENTS



METHOD
Office of Information Tech.

Discuss needs with Computer Services prior to initiating Purchase Requisition. Procurement Services will gain written approval after receipt of requisition.

Human Resources


Discuss needs with Personnel Director prior to initiating Purchase Requisition.  Approval will be gained electronically through IFAS hierarchy.

Physical Plant



Obtain written report from Physical Plant Director                   and 
forward to Procurement Services when                        initiating 
Purchase Requisition. Purchase                         Requisitions 
submitted to Procurement Services                   which have not 
received the required approval              will be returned to the user to gain approval and for                 resubmission.

Police




Coordinate arrangements through Police Department.

Printing Services


Discuss needs with Printing Services Manager prior  to initiating Purchase Requisition.  Approvals will be gained electronically through IFAS hierarchy.

	
________________________

PROCUREMENT SERVICES POLICY AND PROCEDURES


	FINANCE AND BUSINESS

POLICIES AND PROCEDURES MANUAL
	POLICY NO:  021

SUBJECT: Goods (Supplies, Equipment, and Rentals)

RESPONSIBLE OFFICE:

Procurement Services
DATE OF ISSUE:

July 1, 1995

DATE OF REVISION:

July 1, 2000


PURPOSE  

This statement sets forth University policy and procedures for the procurement of goods.

SCOPE  

Policy and procedures contained herein apply to all University departments and activities.

POLICY  

The purchase of goods (including supplies, equipment, rentals and lease purchases) must be accomplished through competitive negotiation unless otherwise authorized by law or state regulations.

Exceptions to Competitive Bidding.   The University is permitted to purchase without competitive bidding under the following circumstances:

Purchases under $5,000

NOTE:  The splitting of a known requirement for like items into two or more individual purchases with the intention of circumventing bid requirements is prohibited.

Emergency procurement (See Policy and Procedures No. 7)

Sole source procurement (See Policy and Procedures No. 8)

Purchases from the federal government, other states and their agencies or institutions, and public bodies

Surplus property

Purchases of the following under $50,000

-Most used equipment

-Books, preprinted materials, and subscriptions (e.g., print or electronic), pre-recorded audio and                       videocassette and slide presentations when only available from  the publisher/producer

-Royalties and film rentals when only available from the producer or protected   distributor

PROCEDURES  

A Purchase Requisition through IFAS must be used to initiate the purchase of all goods unless otherwise authorized in advance by the Director of Procurement Services or policy herein.  Additionally, the following purchase documents must be submitted by the user department/activity for the following types of purchases.

Departments and activities when requisitioning through IFAS or when  making purchases 
with  the small purchase charge card should use the Bid tabulation form for the procurement of goods and/or services.  The use of this form will ensure that prices quoted are fair and reasonable and ensure compliance with procurement practices and the law. (See Annex 19-A and Annex 19-B).

TYPE OF DOCUMENT



TYPE OF PURCHASE
Central Warehouse Requisitions


Supplies available from Central

#DGS 41-001




            Warehouse in Richmond (food,

janitorial, paper products, etc.)

Department of Transportation


            Motor Vehicles

Requisition #DHT PA2B

Department of Transportation 


Supplies available from

PIMS/Maintenance Management

            Virginia Department of

System Requisition



            Transportation Warehouse in

#VDOT-130





Richmond (automotive supplies,

tools, etc).

	
________________________

PROCUREMENT SERVICES POLICY AND PROCEDURES


	FINANCE AND BUSINESS

POLICIES AND PROCEDURES MANUAL
	POLICY NO:  022

SUBJECT: Printing

RESPONSIBLE OFFICE:

Procurement Services
DATE OF ISSUE:

July 1, 1995

DATE OF REVISION:

April 1, 1999


PURPOSE  

This statement sets forth University policy and procedures for the procurement of printing.

SCOPE  

Policy and procedures contained herein apply to all University departments and activities.

POLICY  

All printing requirements having an anticipated cost in excess of $30,000 which cannot be filled by the University's Printing Department or existing state contracts must be submitted through Procurement Services to the State's Division of Purchases and Supply (DGS/DPS) for procurement.  The use of the American Express Small Purchase Charge card is not permitted when acquiring printing and/or duplication of documents for the University.  All printing and duplication must be forwarded to the University Print Shop  for processing. Procurement Services will competitively bid printing requirements between $5,000 and $15,000. Printing requirements less than $5,000 will be approved by the Manager of Norfolk State University’s Printing Services.

Mandatory Sources.  The following categories of printing must be purchased through mandatory state contracts, unless available from the University Printing Department:

Business Cards

Diplomas and cases

Envelopes, following sizes:

  #6 3/4, both regular and window

  #9, both regular and window

  #10, both regular and window

Clasp, (5" x 11 " up to 12" x 15 ")

Envelopes, payroll

Forms, G.O. P-8 (Application for Leave)

Stationery, letterhead

Snap-a-part forms (various sizes)

Engraved stationery (envelopes and letterhead)

Corrections Enterprises (CORPRINT)  Unless printed by the University's Printing Department, it is mandatory under law that the University purchase printing from  CORPRINT which is capable of printing:

Flat forms

NCR-type forms up to five-part (not snap apart or continuous)

Padded forms

Envelopes (regular and window) including long kraft envelopes

One color booklets up to 9 x 12

One color brochures with no more than two folds

The University's Printing Department possesses the capability of printing envelopes, stationery, forms and certain other items.  Departments requiring printing must contact the Printing Department prior to submission of a Purchase Requisition.

Multi-Color Printing:  Multi-color printing may be used only for promotional publications that meet all of the following criteria.

Produced for agencies with specific statutory authority to advertise or promote

Designated for specified audiences outside of government

Intended to yield significant benefit to the state

Produced for use in a competitive environment

All requests for multi-color printing not meeting all of the above criteria must be supported by a letter of justification signed by the President.  The following multi-color publications meet all of the above criteria and do not require separate letters of justification.

Sports Media Guides

Administration Building Brochure

Prospectus

College Catalog

Expressions Brochure

Norfolk State University's official school colors are PMS #341 Green and PMS #130 Gold.

Office of Graphic Communications.  The University must purchase design services and camera ready artwork in excess of $750 from Graphic Communications or receive authority to procure from an outside contractor if these services cannot be provided in-house.

PROCEDURES 

A Purchase Requisition through IFAS must be used to initiate the purchase of all printing.  The Purchase Requisition shall list "NSU Printing Services" as the suggested source unless otherwise authorized in advance by the Director of Procurement Services.

Specifications.  Each requirement for printed material must contain adequate specifications 
(e.g. number and size of pages, kind of paper for both cover and text, number and size of 
photographs, color of ink, kind of type, method of binding, etc.) .  If the printing requirement 
is a repeat or recurring one, specifications from the most recent Purchase Order should be 
provided.  Any required changes to the original specifications must be made in red ink.  If 
the requesting department/activity does not have a copy of the most recent order, the most 
recent Purchase Order number should be included in the body of the Purchase Requisition.

A repeat requirement also should be accompanied by the following number of sample copies with changes indicated:

Requirement under $5,000 - one copy

Requirement between $5,000 - $15,000 - four copies

Requirement over $30,000 - thirteen copies

NOTE:  The above requirements do not apply to purchases from mandatory state contracts.

Overruns.  The University is not required to accept overruns; however, the University may for a valid and justifiable reason accept up to 10% overruns.  Prices for overruns must not exceed the quoted base price per unit or the quoted base price for additional copies run at the same time, whichever is lower.  Should the user department/activity desire to accept an overrun, a memorandum justifying the need to accept the overrun must be submitted to Procurement Services for processing of a Change Order.  Generally, overruns will not be accepted by the University.

	
________________________

PROCUREMENT SERVICES POLICY AND PROCEDURES


	FINANCE AND BUSINESS

POLICIES AND PROCEDURES MANUAL
	POLICY NO:  023

SUBJECT: Services, Nonprofessional

RESPONSIBLE OFFICE:

Procurement Services
DATE OF ISSUE:

July 1, 1995

DATE OF REVISION:

July  1, 2004


PURPOSE  

This statement sets forth University policy and procedures for the procurement of nonprofessional services.

SCOPE
Policy and procedures contained herein apply to all University departments and activities.

POLICY
The purchase of nonprofessional services must be accomplished through competitive bidding or negotiation unless otherwise authorized by law.  Nonprofessional services are defined as all services not within the scope of the practice of accounting, actuarial, architecture, land surveying, landscape architecture, law,  medicine, optometry, pharmacy or professional engineering.  It does not address those services covered by the State's Capital Outlay Manual unless otherwise noted.  Examples of these services include consultant, individual, repair and maintenance, transportation, temporary personnel, insurance, conference planning and catered meals.

Exceptions to Competitive Bidding.  The University is permitted to purchase without competitive bidding under the following circumstances:




A.  Purchases under $5,000, however, one quote must be obtained and documented.


B.  Purchases made using the Small Purchase Charge Card, do not require purchase 

       orders to be issued.

NOTE:  The splitting of a known requirement for like items into two or more individual purchases with the intention of circumventing bid requirements is prohibited.

Sole source procurement (See Policy and Procedures No. 8)

Emergency procurement (See Policy and Procedures No. 7)




C.  Purchases of the following up to and including  $50,000:




     - Books, pre-printed materials, reprints and subscriptions (ie. print or electronic), pre-

                    
  recorded audio and video cassettes, compact discs, slide presentations, etc., when 

  
  only available from the publisher and/or producer.




- Academic or research consulting services

- Honoraria, entertainment (speaker, lecturers, musicians, performing  artists)




- Professional Organizational Membership dues




- Writers


- Artists (does not include graphic artists): original works of art; and original, or 
  
 


  authentic antique period art frames (does not include newly created replacement or 
 
  reproduction frames).



-Photographers other than graduation and yearbook (ie. For official                                        


  photographs/portraits).

           
- Contributions and donations made by a university




- Advertisements in newspapers, magazines, journals, radio or television




- Utility Charges

- Conference facilities (to include conference support and related lodging and meals) 
   

   only when the use of a specific facility is directed by an outside donor, sponsor or                 organization.




- Accreditation fees and academic testing services




- Exhibition Rental Fees for exhibitions of historical artifacts or original works of art. 

  (The rental fee may include charges other the rental of the exhibition, such as                                                      transportation costs).




D. Purchases of used equipment up to and including $50,000




E. Purchases from the federal government, other states and their agencies or institutions, 



     and public bodies.




F. Surplus Property




G. Purchases under $50,000 for testing or evaluation (limited to purchases of quantities 



     considered necessary for complete and adequate testing).




H. Emergency purchases (competition obtained when practicable)

PROCEDURES
A Purchase Requisition through IFAS must be used to initiate the purchase of all nonprofessional services unless otherwise authorized in advance by the Director of Procurement Services.

Contact Forms.  One of the several state approved contract forms will normally be used to effect the agreement.  The use of a contractor's standard contract form should be avoided when reasonably possible.

Execution of Service Contracts.  All contracts for services must be executed by a University official specifically designated by the President.  All such contracts must be executed by the President; Vice President for Finance and Business;  Director, or Associate Director of Procurement Services.

Negotiation with the Low Bidder.  The University may negotiate with the lowest responsive and responsible bidder when the bid exceeds available funds and the condition and right to negotiate are included in the bid documents.  The negotiation with the lowest bidder clause may be included in the "Special Conditions" section of the solicitation on an exceptional basis and shall not be used as a matter of routine.

Authority to negotiate is granted by the Director of Procurement Services upon specific request and written justification by the department head/director.  The Director of Procurement Services will approve/disapprove the request normally within 24 hours after receipt of all required documentation.

Negotiation with the low bidder will only be conducted when the department head/director can justify in writing that time is critical, good competition existed in the bid market, and it is in the best interest of the Commonwealth to try to effect a mutually agreeable price that can be funded with available funds.

Available funds will be defined as those funds initially encumbered for the service plus any additional funds that are made available for the service.

The final  negotiated price along with any negotiated changes in the scope of work/specifications will be addressed in the form of an addendum prior to award of contract.

Conference Planning.  Acquisition of the use of meeting rooms and lodging rooms in hotels and motels is considered to be a real estate transaction and is exempt from procurement law and regulations.  However, if the procurement includes the provision of catered meals, audio visual equipment, etc., and the value of these other included services exceeds $5,000, the entire procurement shall be handled using competitive procedures established for nonprofessional services.

For purchase of a conference facility's package deal not expected to exceed $50,000, the University may make such arrangements through its travel management contractor or though commercial conference planning agencies.  In either case, such third parties act as the University's agent to assist in obtaining competitive written proposals from several hotels/motels that can provide the facilities, etc.

	
________________________

PROCUREMENT SERVICES POLICY AND PROCEDURES


	FINANCE AND BUSINESS

POLICIES AND PROCEDURES MANUAL
	POLICY NO:  024

SUBJECT: Services, Professional

RESPONSIBLE OFFICE:

Procurement Services
DATE OF ISSUE:

July 1, 1995

DATE OF REVISION:

July 1, 2002


PURPOSE  

This statement sets forth University policy and procedures for the procurement of professional services.

SCOPE  

Policy and procedures contained herein apply to all University departments and activities.

POLICY  

The purchase of professional services must be accomplished through competitive negotiation or non-competitive negotiation unless otherwise authorized by law.  Professional services mean work performed within the scope of practice of accounting,  actuarial, architecture, land surveying, landscape architecture, law, medicine, optometry, pharmacy or professional engineering.

PROCEDURES  

A Purchase Requisition through IFAS must be used to initiate the purchase of all professional services unless otherwise authorized in advance by the Director of Procurement Services.

	
________________________

PROCUREMENT SERVICES POLICY AND PROCEDURES


	FINANCE AND BUSINESS

POLICIES AND PROCEDURES MANUAL
	POLICY NO:  025

SUBJECT: Cut-off Dates for Purchase Requisitioning 

RESPONSIBLE OFFICE:

Procurement Services
DATE OF ISSUE:

July 1, 1995

DATE OF REVISION:

March 1, 2004


PURPOSE 

This statement sets forth University policy for purchase requisitioning cut-off dates for year-end close-out.

SCOPE 

 Policy contained herein applies to all University departments and activities.

POLICY
To ensure the timely processing and issuance of purchase orders in time to receive goods, printing, or services prior to the year-end close-out, requisitions for all goods, equipment, printing, travel, and services must be received by the Procurement Services Department in accordance with the following schedule:

GOODS
Estimated Cost



Receipt Deadline
$5,000 or more



March 31
Less than $5,000



April 12
PRINTING
Estimated Cost



Receipt Deadline
$5,000 or more



March 31
Less than $5,000



April 12
SERVICES
Estimated Cost



Receipt Deadline
$5,000 or more 



March 31

Less than $5,000



April 12
TRAVEL




April 15

AMEX CARDHOLDERS


May  19

The above cut-off dates are based upon the amount of time necessary to process orders, bid  if necessary, receive and pay for goods, services, etc., during the current fiscal year.  Strict adherence to this schedule should ensure that all items requisitioned in a fiscal year are paid by June 30.  Requisitions received by Procurement Services after the established cut-off dates will be returned to the requesting department/activity for resubmission on or after July 1st of the next fiscal year.

Items purchased through grants and other special programs whose fiscal year extends beyond June 30th are exempt from these cut-off dates. Grant coordinators are, however, requested to consult with the Budget Office and Procurement Services regarding their specific cut-off dates.

Exceptions to the established cut-off dates for emergency purchases may be made by the Director of Procurement Services. In such cases, the user department/activity should contact the Director of Procurement Services prior to entering a Purchase Requisition in IFAS, and explain the urgency of the procurement and justification for the purchase within the current fiscal year.  Procurement transactions that are not completed, received and paid for during the current fiscal year will be charged against the requestor's budget during the next fiscal year.

	
________________________

PROCUREMENT SERVICES POLICY AND PROCEDURES


	FINANCE AND BUSINESS

POLICIES AND PROCEDURES MANUAL
	POLICY NO:  026

SUBJECT: Receiving Reports 

RESPONSIBLE OFFICE:

Procurement Services
DATE OF ISSUE:

July 1, 1995

DATE OF REVISION:

April 1, 1999


PURPOSE 

This statement sets forth University policy and procedures for completion of reports.

SCOPE 

Policy and procedures contained herein apply to all University departments and activities.

POLICY  

The Central Warehouse serves as the University's centralized receiving point for  selected goods for University departments and activities unless otherwise authorized in advance by the Director of Procurement Services.   All University departments/activities are responsible for receiving its goods, printing and  services through IFAS.

PROCEDURES   

University departments/activities must complete its own receiving detail information for goods, printing and services  through the receiving module of IFAS within 24 hours after delivery.

All University departments and activities are responsible for entering receiving detail through the receiving module of IFAS for all services and when goods are either picked up by the user department/activity or delivered directly to the user department/activity by the vendor.  

	
________________________

PROCUREMENT SERVICES POLICY AND PROCEDURES


	FINANCE AND BUSINESS

POLICIES AND PROCEDURES MANUAL
	POLICY NO:  027

SUBJECT: Delegation of Procurement Autonomy to User Departments 

RESPONSIBLE OFFICE:

Procurement Services
DATE OF ISSUE:

July 1, 1995

DATE OF REVISION:

July 1, 2004


PURPOSE  

This statement sets forth University policy and procedures for the delegation of procurement autonomy to user departments.

SCOPE
Policy and procedures contained herein apply to selected University departments and activities specified herein.

POLICY
Delegation of procurement autonomy up to $5,000 per order for goods and services is authorized for user departments that enter purchase requisitions through the Interactive Fund Accounting System (IFAS). Deliberate  splitting of orders to make purchases in excess of the delegated limit or single orders placed in excess of the delegated limit is prohibited and may result in withdrawal of the department's delegated procurement autonomy (See Policy and Procedures No. 2).  
Delegated procurement autonomy is not authorized for the following:

-Alcoholic beverages

-Audiovisual equipment

-Capital Outlay

-Computer software or hardware

-Firearms or ammunition

-Furniture

-Lease purchases

-Narcotics or dangerous drugs

-Printing (except Printing Services )

-Temporary personnel services

-Writing instruments

Delegated procurement autonomy is authorized for goods available from state contracts and mandatory sources. Delegated procurement autonomy is not authorized for the purchase of similar items from non-contract or non-mandatory sources.

Delegated procurement autonomy is authorized for miscellaneous repairs including parts and labor.  Repair charges must be agreed upon between user department and contractor before contractor is given authorization to proceed with the work.

Any and all exceptions must be approved in advance by the Director or Vice President for Business.

Delegated procurement autonomy is authorized only when dealing with outside contractors and may not be used between departments at the University.

PROCEDURES
All desired purchases must be initiated by fully completing the Purchase Request and Purchase Request Item screens of IFAS. After obtaining valid prices, enter "PRICE(s) OBTAINED BY (NAME) ON (DATE)" on the Purchase Request Item Screen of IFAS unless the items are being purchased from a state contract and a state contract number is shown on the Purchase Request Screen of IFAS.

Always include freight charges, when applicable, and always enter one of the following requisitions codes in IFAS when purchasing goods.

AF - Actual Freight

EF - Estimated Freight

IF -  Price Includes Freight

PU - This Order is for NSU Pick-up

SI - Send Invoice to Accounts Payable

YKY1 - Year 2000 Compliance Statement

To effectively capture the utilization of small, women-owned and minority business for the purchase of  goods and services, the following requisitions codes should be used:

MV – Minority

SB  - Small business

WB – women- owned 

Optional codes that may be used are shown below:
AP -  Sent to Accounts Payable

AT - Attachment

CO - Confirming Order - DO NOT DUPLICATE

OR - Overruns Will Not Be Accepted by the University

TC - Term Contract  - If applicable

IV -   Invoice Sent to Accounts Payable

PC - Petty Cash Voucher Attached

Departments may place telephone orders with contractors after the encumbrance is entered through IFAS.  Encumbrance is essential to ensure that sufficient funds are available prior to the procurement. Departments should note "CONFIRMING ORDER  - DO NOT DUPLICATE" on telephone orders and destroy the contractor's copy unless otherwise required by the contractor. In addition, the following information should be given to contractors when telephone orders are placed.

-Delivery address as indicated on purchase order

-Invoice address as indicated on purchase order

-Purchase Order numbers to be included on all invoices, packing slips, and other   receiving      documents.

Within 24 hours after receipt of goods or performance of services, departments must complete the receiving module of IFAS.  Payments by Accounts Payable will be made after receipt of invoices from contractors and entry of receiving detail into IFAS from user departments.

PRINTING DEPARTMENT PURCHASE ORDERS
1.
At the IFAS Main Menu, key in POPO

2.
Enter in the PO Format Code.  

Key in DP.

3.
Enter the Purchase Order date. RETURN="today's date":

4.
By which value would you like to print Purchase Orders?

RETURN = PR

PO Purchase Order Number   PR  Purchase Request Number

Hit RETURN,  to default to PR.

5.
Enter Purchase Request Number:

Key in the Purchase Request Number

6.
Forms Printer Copies (01-99), Name & Pri. (01-12):01LP    02
Key in DAISY   02  on top of  01LP    02
The following message will appear:

Daisy Chain Mode set:  Interactive reports will print on your printer.

Forms Printer Copies (01-99), Name & Pri. (01-12):  01DAISY
7.
Enter the codes for the option below:  RETURN = 00

00 Use ALL Defaults
01 Comment Line 1

02 Comment Line 2
03 Daisy Chain (N)

04 Print Labels (NO)
05 Selection Criteria (00)

Hit RETURN

The highlighted box will appear. After checking to make sure everything is correct and the purchase order form is in your printer, hit RETURN and the job will run interactively.

You will be prompted to answer the following questions about your printer:

Would you like Page Prompts?  Y/N       Answer "N"

Is this an HP Printer?   Y/N      Answer "Y"

Place Printer in COMPRESSED MODE? Y/N  Answer "N"

HIT RETURN

Click on Close Printer at the bottom of your terminal in order to execute the print 

process.

All University departments and activities, when processing request for travel or related procurements normally not requiring a purchase order, (ie. Stipends, memberships, entry fees etc.) The procedures and printing process as stated above apply. After all approvals are given, a copy of the purchase order along with all supporting documentation must be forwarded to Accounts Payable for processing.

(See Attached Sample for Printing Purchase Orders)
	
________________________

PROCUREMENT SERVICES POLICY AND PROCEDURES


	FINANCE AND BUSINESS

POLICIES AND PROCEDURES MANUAL
	POLICY NO:  028

SUBJECT: Individual Services

RESPONSIBLE OFFICE:

Procurement Services
DATE OF ISSUE:

July 1, 1995

DATE OF REVISION:

July 1, 2002


PURPOSE 

This statement sets forth University policy and procedures for the procurement of individual services.

SCOPE 

Policy and procedures contained herein apply to all University departments and activities.

POLICY  

The purchase of individual services must be accomplished through competitive bidding or competitive negotiation unless otherwise authorized by law.  Examples of individual services include consultants, guest speakers, and lecturers.  Individual services may be categorized as nonprofessional (see Policy and Procedures No. 21) or professional (see Policy and Procedures No. 22).

PROCEDURES  

A Purchase Requisition through IFAS must be used to initiate the purchase of all individual services unless otherwise authorized in advance by the Director of Procurement Services. Purchase Requisitions must include the following:

-Name and address of Contractor

-Social Security Number of Contractor

-Scope of work/description of services

-Date(s) and time(s) of services

-Location(s) of services

-Compensation

-Any special or additional requirements

Generally, Procurement Services will issue Purchase Orders after receipt of Purchase Requisitions for individual services. Occasionally, the Commonwealth of Virginia Standard Contract forms will be used instead of Purchase Orders.

Payment. Most Purchase Orders/Standard Contracts awarded by the University stipulate that payment through the State Treasurer will be made within 30 days after satisfactory completion of services and receipt of an invoice prepared in a format acceptable to the University.  Contractors should be notified to send invoices to the University's Accounts Payable Department (referencing a valid Purchase Order or Standard Contract Number) and user departments and activities must promptly complete receiving detail through IFAS upon completion of services. 

Prepayment. Occasionally, payments may be required prior to the completion of services or on the day that services are completed.  In those instances when checks must be prepared in advance, user departments and activities must clearly indicate on the Purchase Requisitions "PAYMENT REQUIRED ON (DATE)" along with specific instructions regarding where checks should be sent.  Prepayments should be made only on an exceptional basis and not as a matter of routine.  Contractors should be notified to send invoices to the University's Accounts Payable Department (referencing a valid Purchase Order or Standard Contact number) and user departments and activities should complete detail through IFAS at least 30 days prior to the required payment date.

Execution of Service Contracts. All contracts for services must be executed by a University official specifically designated in writing by the President.  All such contracts must be executed by the President, Vice President for Finance and Business, Assistant Vice President for Business, Director or  Associate Director of Procurement Services.

	
________________________

PROCUREMENT SERVICES POLICY AND PROCEDURES


	FINANCE AND BUSINESS

POLICIES AND PROCEDURES MANUAL
	POLICY NO:  029

SUBJECT: Food/Catering

RESPONSIBLE OFFICE:

Procurement Services
DATE OF ISSUE:

July 1, 1995

DATE OF REVISION:

July 1, 2002


PURPOSE
This statement sets forth University policy and procedures for the procurement of food/catering services.

SCOPE 

Policy and procedures contained herein apply to all University departments and activities.

POLICY  

The purchase of food/catering services must be made through the food services contractor currently under contract with the University.

PROCEDURES
A Purchase Requisition through IFAS must be used to initiate the purchase of food/catering services.   The requisition should include the following:

-Name and address of contractor

-Description of food/catering services required

-Location where services will be provided

-Date and time of services

-Price quoted by (NAME) on (DATE)

-Any special or additional requirements

	
________________________

PROCUREMENT SERVICES POLICY AND PROCEDURES


	FINANCE AND BUSINESS

POLICIES AND PROCEDURES MANUAL
	POLICY NO:  030

SUBJECT: Purchasing Charge Order

RESPONSIBLE OFFICE:

Procurement Services
DATE OF ISSUE:

July 1, 1995

DATE OF REVISION:

July 1, 2000


PURPOSE
This statement sets forth University policy and procedures for the use of the purchasing charge card.

SCOPE
Policy and procedures contained herein apply to all University departments and activities.

POLICY
The purchasing card shall only be used to purchase low dollar goods and services within established transaction limits.   It must not be used to acquire printing and/or duplication services. All printing and duplication services must be forwarded to the University print shop.  See Procurement Services Policy and Procedures No. 20. The Small Purchase Charge card is not interrelated with the travel charge card. Therefore, personal charges, cash advances and business travel or entertainment expenses are not permitted with the card. Additionally, the card may not be used to purchase the following:

-Alcoholic beverages

-Capital Outlay

-Computer software or hardware (except Office of Information Tech)

-Firearms or ammunition


-Furniture

-Lease purchases

-Narcotics or dangerous drugs

-Printing/duplication (except Printing Services Dept.)

-Radioactive chemicals or materials

-Temporary personnel services

-Travel 

-Writing instruments (except Central Warehouse)

Use of the purchasing charge card is authorized for goods available from state contracts and mandatory sources when purchased from state contracts and mandatory sources.  Use of the charge card is not authorized for the purchase of similar items from non-mandatory sources.

By using the purchasing charge card, the cardholder certifies that funds are available within the departmental budget to cover the charges. Charges made in excess of the available budget funds will result in a personal liability to the cardholder and may be taken from the cardholders payroll check as deemed necessary by the University’s Comptroller. Additionally, cardholders that exceed budget funds or otherwise misuse the card will be subject to disciplinary actions, including termination of employment.

PROCEDURES
Card Issuance, Cancellation and Changes: Purchasing cards will be issued to full-time employees who have been designated by their Vice President, Dean, Director and/or Department Head.  The Director of Procurement Services reserves the right not to issue cards to employees with prior procurement policy and procedures violations and to cancel cards at any time. The cards will be issued in the name of the designated individual. Each cardholder must sign an Employee, Agreement form before obtaining the card.  Upon request by the University or upon termination of employment, cardholder must return the card to the Director of Procurement Services and/or designee.  Additionally, when any changes to existing cards need to be affected, please contact the Director of Procurement Services.  When new cards are required, the cardholder should receive the replacement card within 7-10  days.

Security  Authorized use of the card is limited to the person in whose name the card is issued.  The purchasing card shall not be loaned to another person. In the event that the cardholder is going to be absent from work for an extended period of time, a separate card may be issued to another person for the duration of the absence.

The purchasing card shall be kept in an accessible but secure location. The account number on the purchasing card shall not be posted or left in a conspicuous place.

If a cardholder's purchasing card is lost or stolen, the cardholder must immediately notify the Director of Procurement Services and the purchasing card Contractor.

General Requirements For Card Usage: In order for spending limits to be monitored and purchasing activity reconciled to the monthly charge card statements, each cardholder must maintain a separate purchasing log sheet of purchases made with the purchasing card.  A new purchasing log sheet shall be established at the beginning of each new billing cycle.  To use the card, the cardholder must:

1.
Identify suppliers that sell the required goods and services. A preferred supplier guide is attached to these policies and procedures. This guide lists suppliers who currently accept the purchasing card.  Periodic updates to the preferred supplier guide will be distributed by the Procurement Services Department.

2.
Call or go to the supplier's place of business and place your order.  Provide any specific point of sale information which your department desires to capture for reconciliation purposes (such as budget account code).

3.
Give the supplier the account number and expiration date of your purchasing card. The supplier will verify the account number with the charge card Contractor.  The spending limit will be checked electronically for compliance with applicable limits.

4.
Retain all documentation pertaining to the purchase.  When the supplier delivers the order, documentation of the purchase (such as a sales receipt or packing slip)  should accompany the order.  This documentation must be kept on file for reconciliation to the monthly charge card statement.  Deliveries should be made directly to the cardholder, when possible.

5.
Enter the purchase information on your cardholder's purchasing log sheet (provided by Procurement Services).

Returns, Credits and Disputed Items:  In most cases, disputes can be resolved directly between the cardholder and the supplier of the goods or services.  The cardholder must use the following guidelines when returning an item:

1.
If an item needs to be return for any reason, the cardholder should send the item back to the supplier in the manner agreed upon.

2.
The supplier should issue a credit for items that are returned.  This credit will appear on a subsequent charge card statement.

3.
Documentation of the return (such as a credit receipt) should be issued by the supplier.  All documentation pertaining to returns must be kept on file for reconciliation to the monthly charge statement.

4.
The return should be entered in your cardholder's purchasing log.

5.
If the cardholder and the supplier cannot resolve an issue, the cardholder should contact the charge card Contractor.  The charge card Contractor will investigate the dispute on the cardholder's  behalf and assist in the resolution.  A temporary credit will be issued on a subsequent charge card statement pending final resolution.

Reconciliation of the Charge Card Statement: Each department is responsible for retaining  documentation   of purchases and returns and, with the aid of the purchasing log sheet, reconciliation to the monthly charge card statement.  Each cardholder shall attach the purchasing log sheet to a completed statement cover sheet (provided by Procurement Services) and submit to Accounts Payable within two work days after receipt of the monthly charge card statement.  The cardholder  and the cardholder's supervisor must sign the statement cover sheet.   A copy of both of the above referenced sheets along with all supporting documentation shall be maintained by the cardholder for five years.  The following guidelines are to be used for monthly reconciliation:

1.
Purchases listed on purchase log sheet, but not on the cardholder's statement:

a.
Highlight item on purchase log sheet, and annotate: "missing from statement"

b.
Add note of explanation to next purchase log sheet when item appears on statement.

2.
Purchases on cardholder's statement, but missing on purchase log:

a.
Include on purchase log sheet and statement coversheet, but note "missing items".  Reconcile differences with supplier.

3.
Disputed Purchases:

a.
Include on purchase log sheet and statement cover sheet, but notate "disputed".

4.
For returns, the purchasing card Contractor will issue credits which will be reflected on subsequent statements.

	
________________________

PROCUREMENT SERVICES POLICY AND PROCEDURES


	FINANCE AND BUSINESS

POLICIES AND PROCEDURES MANUAL
	POLICY NO:  031

SUBJECT: Small Business, Women, and Minority Owned Business Participation Program

RESPONSIBLE OFFICE:

Procurement Services
DATE OF ISSUE:

July 1, 1995

DATE OF REVISION:

January 27, 1999


PURPOSE 

This statement sets forth University policy regarding the implementation and participation of small business and businesses owned by women and minorities in  procurement transactions with Norfolk State University.

Definition of  Minority:
A small business that is both owned and controlled by minorities or  by women. This means that minorities  or women must own fifty-one percent of  the business, and that they must control the management and daily operations of the business. Minorities include African Americans, Hispanics, Asian Americans, American Indians and Alaskan natives and members of other groups or other individuals who the Small Business Administration (SBA) has determined are economically and socially disadvantaged under Section 8 of the Small Business Act.

SCOPE   

Policy contained herein applies to all procurement transactions resulting into a  contract between the University and nongovernmental contractors.

POLICY   

It is the responsibility of the Director of Procurement Services for the overall development, implementation and continued execution of policies and procedures to promote the participation of small business and businesses owned by women and minorities in state procurement activities. All University procurement transaction, regardless of source of funds, shall encourage the participation of minority businesses.

PROCEDURES 

The Assistant Director or designee of Procurement Services will assign the Procurement Services staff responsibilities in implementing the small, women and minority owned business participation program.  The following list of procedures are to be followed by the Procurement Services staff when implementing this program.   

1.   
Establish and maintain a listing of small, women and minority owned vendors for solicitation purposes.

2.   
Implement techniques to ensure that small, women and minority owned businesses  have the maximum possible opportunity in procurement activities.

3.    
Maintain and update the list of minority owned firms and suppliers from the DMBE (Department of Minority Business Enterprises) Directory.

4.   
Encourage the registration of small, women and minority owned businesses with  the  Tidewater Regional Minority Purchasing Council, Virginia Minority Supplier Development Council, Department of Minority Business Enterprise and Norfolk  State University bidders list. 

5.  
Coordinate efforts for the small, women and minority owned participation program between all departmental personnel involved in the procurement process for all goods  and services.

6.   
Monitor the small, women and minority owned participation program for consistency with the requirements of the Virginia Public Procurement Act (VPPA).

7.   
Survey minority businesses for feedback to encourage business interest and participation.

	________________________

PROCUREMENT SERVICES POLICY AND PROCEDURES


	FINANCE AND BUSINESS

POLICIES AND PROCEDURES MANUAL
	POLICY NO:  032

SUBJECT: Submission of Invoices and Specifications

RESPONSIBLE OFFICE:

Procurement Services, Accounts Payable

DATE OF ISSUE:

July 1, 1995

DATE OF REVISION:

July 1, 1999



PURPOSE
This statement sets forth University policy and procedures for submitting invoice(s) and specifications   to Procurement Services and Accounts Payable.

SCOPE
Policy and procedures contained herein apply to all University departments and activities.

POLICY
Invoice(s) submitted to the University for payment from Vendors/Contractors  doing business    with the University for goods or services must be submitted directly to Accounts Payable.   Specifications   identifying a product or service to be procured for a department/activity must be submitted to the Office of Procurement Services.

PROCEDURES
Unless otherwise specified herein all invoice(s) for goods and services rendered to University departments/activities must be submitted directly to Accounts Payable for 
payment. When requisitioning  for other services (ie. Registration fees, memberships, subscriptions, stipends and transactions not normally requiring a purchase order), the department/activity with delegated autonomy must process the request in accordance with (Policy and Procedures No. 25),  indicate the purchase requisition number and/or purchase order number on all supporting documentation and forward to Accounts Payable for processing.  Departments/activities without delegated autonomy will process orders through the Interagency Fund Accounting System (IFAS).

SPECIFICATIONS FOR GOODS/SERVICES
Departments/activities are required to submit to Procurement Services specifications to 
support the procurement of goods and services.  The departments/activities will indicate the purchase requisition number in the top right hand corner of all specification(s) prior to submitting to Procurement Services for processing.

	
________________________

PROCUREMENT SERVICES POLICY AND PROCEDURES


	FINANCE AND BUSINESS

POLICIES AND PROCEDURES MANUAL
	POLICY NO:  033

SUBJECT: Grant Funded Procurements

RESPONSIBLE OFFICE:

Procurement Services
DATE OF ISSUE:

July 1, 1995

DATE OF REVISION:

November 1, 1999


PURPOSE
This statement sets forth University policy and procedures for grant funded 
procurements.

SCOPE
Policy and procedures contained herein apply to all contracts between the University and nongovernmental Contractors for grant funds by which the contract is to be paid.

POLICY 

Unless otherwise specified herein, all requests for goods, printing and services require approval and processing by Procurement Services and shall be subject to a purchase 
requisition through IFAS.  Goods, printing and services acquired without prior approval are unauthorized purchases that  may     result  in illegal purchases and/or adversely affect prompt 
payment. Additionally, individual engaging in unauthorized purchases will become personally obligated to the Contractor for payment.

Grant funded procurements are authorized up to specified dollar thresholds (See Policy and Procedures No. 25).  Any violations over the specified procurement authority and/or splitting of orders to circumvent the bidding threshold will be handled by issuance of an informal and/or formal warning from the Contract Officer handling the procurement. If the action(s) are not corrected, the department/activity is in violation of procurement policy and will have its autonomy removed.

(See Policy and Procedures No. 2)  for positions with expressed authority to contractually 
bind the  University along with dollar limitations.

	
________________________

PROCUREMENT SERVICES POLICY AND PROCEDURES


	FINANCE AND BUSINESS

POLICIES AND PROCEDURES MANUAL
	POLICY NO:  034

SUBJECT: Time and Materials Contracts (T&M)

RESPONSIBLE OFFICE:

Procurement Services
DATE OF ISSUE:

July 1, 1995

DATE OF REVISION:

November 1, 1999


PURPOSE
This Statement sets forth University Policy and Procedures for Time and Materials Contracts.

SCOPE 

Policy and procedures contained herein apply to all Time and Materials contracts between the University and nongovernmental agencies when the agreement for supplies or services is on the basis of billable hours, which include overhead, profit, and materials at cost. (ie: details of the work are known but the scope of the work is not known).

POLICY
When a time and materials agreement is used, the department and/or activity must 
request a detailed job estimate which should include the amount and type of contract labor with associated rates and itemized material costs to allow evaluation of the reasonableness of its cost elements before authorizing the work to be performed.

If determined that the estimated cost is not reasonable or in accordance with the terms of the contract, negotiation or the solicitation of additional estimates should be considered.

NOTE: Refer to the Bid Tabulation Form(s) for the procurement of Goods and Services (See Policy and Procedures No. 19).

	________________________

PROCUREMENT SERVICES POLICY AND PROCEDURES


	FINANCE AND BUSINESS

POLICIES AND PROCEDURES MANUAL
	POLICY NO:  035

SUBJECT: Conference Planning

RESPONSIBLE OFFICE:

Procurement Services
DATE OF ISSUE:

July 1, 1995

DATE OF REVISION:

November 1, 1999



PURPOSE 

This statement sets forth University policy and procedures for conference planning by University employees and, as appropriate, non-state employees or other affiliated nongovernmental agencies.

SCOPE  

Policy and procedures contained herein apply to all University departments and activities.

POLICY  

The requisitioning for the use of meeting rooms and lodging rooms in hotels and/or motels is considered  short term rentals of portions of real property. If the procurement involves only the use of facilities, the competitive requirement(s) does not apply.  If the procurement includes the provision of catered meals, audio visual equipment, etc., and the value of these other included services exceeds the $5,000 level for which competition is 
required, the entire procurement, including the use of the space, shall be procured as a package based on its anticipated value using the appropriate procurement methods.

PROCEDURES 

Arrangements for lodging and conferences sponsored by the University should be made through the travel agency currently under contract with the University when the conference facilities packages are not expected to exceed $15,000.  Conference facilities packages expected to exceed $15,000 must be competitively procured through the Materiel 
Management Department in accordance with (Policy and Procedures No. 21). For conference facility packages less than $5,000, the department and/or activity are required to obtain a quote from a qualified vendor to ensure the price is fair and reasonable.

	
________________________

PROCUREMENT SERVICES POLICY AND PROCEDURES


	FINANCE AND BUSINESS

POLICIES AND PROCEDURES MANUAL
	POLICY NO:  036

SUBJECT: Changes to Travel Requisitions

RESPONSIBLE OFFICE:
Procurement Services, Accounts Payable

DATE OF ISSUE:

July 1, 1995

DATE OF REVISION:

November 1, 1999


PURPOSE
This statement sets forth University policy and procedures for all business related travel by University employees.

SCOPE  

Policy and procedures contained herein apply to all University departments and activities.

POLICY  

Requests for Change Orders should be submitted to Procurement Services for minor changes when the total travel reimbursement dollars exceed total dollars on the purchase requisition or when the Contractor's name changes to another name that was not on the original request.  Change Orders for travel will be handled in accordance with (Policy and Procedures No. 15).

PROCEDURES  

Departments and activities requesting Change Orders for travel should submit a memorandum to the Procurement Services requesting that a change be made to the initial purchase request.  The memorandum should include the following:



-Name and address of contractor



-Purchase Order number



-Proposed change and reason



-Net increase/decrease in price

NOTE:
Always include taxes with hotel room cost to avoid having to request a change order for taxes.

Additional expenses are subject to approval; travelers risk not being reimbursed for expenses not approved in advance.  Travelers will not be reimbursed for expenses not approved on a purchase requisition.

	
________________________

PROCUREMENT SERVICES POLICY AND PROCEDURES


	FINANCE AND BUSINESS

POLICIES AND PROCEDURES MANUAL
	POLICY NO:  037

SUBJECT: American Express Corporate Travel Charge Card Program

RESPONSIBLE OFFICE:

Procurement Services, Accounts Payable

DATE OF ISSUE:

July 1, 1995

DATE OF REVISION:

July1, 2000


PURPOSE  

This statement sets forth University policy and procedures for all business related travel by University employees.

SCOPE  

Policy and procedures contained herein apply to all University faculty and staff who have an American Express Corporate Travel Charge Card.

POLICY
The Commonwealth of Virginia has entered into an agreement with the American Express Travel Related Services Company, Inc. to provide an individual American Express Corporate Travel Charge Card at no charge to University faculty/staff who travel at least twice yearly, have a minimum salary of $15,000 and are recommended by the Department Head for each area.  The card provides a convenient means for the traveler to charge University travel related expenses or for other expenses specifically permitted within Comptroller's Directive No. 1-89.  The card will provide the means for the traveler to charge most travel-related expenses including internet airfares,  meals,  car rentals, registrations, and motel/hotel reservations, etc., and eliminates, in many instances, the need to carry additional cash while traveling.

Travelers will need to complete a Purchase Requisition through IFAS and receive prior approval of travel expenses.  All charges made to the card are solely and strictly the responsibility of the individual traveler.  The traveler shall be fully responsible for obtaining reimbursement and remitting payments to American Express prior to the billing cut-off date.

Payment made by the Contractor's billing cut-off date is considered current.  When a balance becomes 30 days past due, the account is considered delinquent, the traveler may receive a past due notice, and the traveler's credit standing may be jeopardized.  At 60 days past due, if the delinquent balance is more than $50.00, a delinquency charge will be assessed.  At 90 days past due, the account will be canceled by American Express. The following billing cycle has been selected for use by the employees of the Commonwealth of Virginia:



Date of billing cut-off  8th of the month



Date statements mailed - 11th of the month



Approximate date statements received - 15th of the month

Upon termination from the University, all faculty/staff shall return their American Express card to the Travel Coordinator located in the Procurement Services Department along with their NSU clearance sheet for signature.

Travel card accounts will be canceled by American Express when a traveler misuses the card, develops a history of delinquent payments or show a history of non-activity over a twelve (12) month period.  Travel cards may be canceled by the University or the individual traveler; however, direct billing of travel related expenses or advances from University petty cash funds will not be available to travelers currently possessing or initially eligible to receive the charge card or travelers who travel at least twice per year and make at least $15,000 per year.

The credit limit for all individual travelers authorized to receive the travel card is $3,000.  Exceptions may be authorized by the Vice President for Finance and Business on a case by case basis.  University personnel are permitted to use the travel charge card to charge airline or Amtrak tickets. University personnel are NOT permitted to obtain cash advances from American Express for University related business.

The documentation requirements contained in the State Travel Regulations apply to all reimbursable expenses placed upon the State sponsored travel charge cards. These requirements state that reimbursements will not be made without the original receipt and that these receipts be retained by Accounts Payable with the reimbursement voucher as supporting documentation.

The Contractor's toll free number to be used by the individual traveler for bill inquiries is 1-800-528-2122.  If a card is lost or stolen, the traveler should notify the Contractor immediately by calling 1-800-528-2122.  Twenty four hour emergency card replacement is available at no charge for any lost or stolen card.

PROCEDURES
The American Express charge card is issued in the name of the cardholder.  Official University travel-related expenses of the individual may be charged to the card.  The cardholder will be billed directly by American Express.

Faculty/staff interested in obtaining an American Express card must receive written approval from his/her Department Head and forward the written approval to Procurement Services for processing.

The Travel Coordinator, Procurement Services, will send faculty/staff an American Express travel charge card application which should be completed and returned to Procurement Services.  When completing the American Express application, the person requesting the card must indicate his/her complete home address on the application form prior to submitting to Procurement Services. (No post office box will be excepted).  Applications may be completed at any time during the year.

NOTE:   Airline tickets purchased through the internet are usually non-refundable, therefore, caution should be taken when purchasing internet fares.  Non-refundable tickets purchased through the internet are not reimbursable, however, most non-refundable tickets can be used within a period of one year from date of purchase.

	
________________________

PROCUREMENT SERVICES POLICY AND PROCEDURES

	FINANCE AND BUSINESS

POLICIES AND PROCEDURES MANUAL
	POLICY NO:  038

SUBJECT: Air Travel Charge Card (ATC) Program

RESPONSIBLE OFFICE:

Procurement Services, Accounts Payable
DATE OF ISSUE:

July 1, 1995

DATE OF REVISION:

July 1, 2000


PURPOSE  

This statement sets forth University policy and procedures for all business related travel by University employees.

SCOPE 

 Policy and procedures contained herein apply to University departments and activities.

POLICY 

The Division of Purchases and Supply has established a contract with American Airlines through the use of an Air Travel Charge Card (ATC) in accordance with Comptroller's Directive No. 1-89 to be used as a method of payment of  airline and Amtrak tickets purchased for official  state business travel.

The ATC charge card eliminates, in many instances, the use of cash advances and reimbursements for  airline and Amtrak tickets.  Its charge authority is provided on more than 200 domestic and international airlines  and Amtrak and allows check cashing up to $100.00 at any American Airlines ticket office.

The ATC ensures travelers up to $200,000 in free air travel insurance automatically for the traveler in addition to any insurance provided by the travel agency making arrangements for the traveler.

PROCEDURES
Reservations for airline or Amtrak tickets for official University travel can be made via an Agency Purchase Order through the travel agency currently under contract with the University or through the internet for airline purchases.

Purchase Requisitions requesting airline or Amtrak tickets must include the name of the person(s) traveling, purpose of trip, departure and arrival dates, times, flight or railway numbers, and destination of traveler(s).

Airline and Amtrak tickets maybe confirmed through the travel agency currently under contract with the University. Once  the requisition has been approved through the hierarchy of IFAS, the department and/or activity will print a copy of the purchase requisition and forward to Accounts Payable for payment in accordance with ( Policy and Procedures No. 25).   If an emergency situation arises that requires a traveler to change airline travel plans  and  incur  additional charges, the American Express Travel Charge card can be used to cover the additional charges.  Any additional charges must be fully explained prior to the traveler requesting reimbursement for the additional charges in accordance with (Policy and Procedures No. 34).

If airline or Amtrak tickets are not used, the department and/or activity must contact the travel agency under contract with the University to determine if  a  refund is applicable.  If the ticket is a refundable ticket, the travel agency will process a credit with Amtrak or the appropriate airline that issued the ticket.  All credits will be applied to the appropriate department budget accounts through the Office of Accounts Payable.

Departments and/or activities are authorized to make lodging arrangements, confirm airline and/or bus  tickets with the travel agency under contract with the University. The following Control Numbers are required when contacting the travel agency along with a valid purchase order  number 

	Respective Areas
	Control Numbers Assigned

	Presidents Office
	0100

	Finance & Business
	0200

	Academic Affairs
	0300

	Student Affairs
	0400

	University Advancement
	0500


NOTE:  Airline tickets purchased through the internet are usually non-refundable, therefore,  caution should be taken when purchasing internet fares.  Non-refundable tickets purchased through the internet are not reimbursable, however, most non-refundable tickets can be used within a period of one year from date of purchase.

	________________________

PROCUREMENT SERVICES POLICY AND PROCEDURES


	FINANCE AND BUSINESS

POLICIES AND PROCEDURES MANUAL
	POLICY NO:  039

SUBJECT: Cancellation of the American Express Corporate Travel Charge Card

RESPONSIBLE OFFICE:

Procurement Services
DATE OF ISSUE:

July 1, 1995

DATE OF REVISION:

November 1, 1999



PURPOSE  

This statement sets forth University policy and procedures for all business related travel by University employees.

SCOPE  

Policy and procedures contained herein apply to all University departments and activities.

POLICY  

The Commonwealth of Virginia has entered into an agreement with the American Express Travel Related Services Company, Inc. to provide an individual American Express Corporate Travel Charge Card at no charge to the University faculty/staff.  In accordance with the CAPP Manual, Section 20355.206 requires the University Travel Coordinator to retrieve and cancel the American Express charge card of all terminated employees.  The American Express contact requires cancellation notifications to be written or verbal with confirmation, which is to include the canceled card(s) cut in halves.

PROCEDURES  

Upon termination from the University, all faculty/staff shall return their American Express card to the Travel Coordinator located in the Procurement Services Department along with their NSU Clearance Sheet for signature.

Travel card accounts will be canceled by American Express when a traveler misuses the card or develops a history of delinquent payments.  Travel card(s) may be canceled by the University or the individual traveler; however, direct billing of travel expenses or advances from University petty cash funds will not be available to travelers currently possessing or initially eligible to receive the American Express charge card.

	
________________________
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GLOSSARY AND ACRONYMStc \l1 "GLOSSARY AND ACRONYMS
Administrative Lead Time - Administrative lead time is that period of time from initiation of the requirement by the user to issuance of an award.

Agency - For the purpose of this manual, agency means any department, authority, board, post, commission, division, institution, or office of the Commonwealth

Agency Purchase Order (APO) - An Agency Purchase Order is a form used by an agency to order goods, services and printing available on a State or term contract, or to procure goods or services from non-contract sources within its delegated purchase authority.

Appeal - Action taken by a bidder, offeror (actual or prospective) or by a contractor to seek a hearing before a disinterested person or panel or in an appropriate circuit court challenging a decision in accordance with Sections 11-70 or 11-71 of the Virginia Public Procurement Act.

Automated Data-Processing Equipment (ADPE) - Computers and processors, including microcomputers, array processors and floating point processors; memory boards and systems; disk and magnetic tape devices, including disk packs and data modules; CRT display equipment, including graphics terminals, printers and teleprinters; plotters and digitizes; encoders, punches and readers; peripheral controllers, data converters, interface boards and tape certifiers; and data communications equipment, including communications controllers or front-end processors and network analyzers, testers, diagnostic systems, acoustic couplers, disk cartridges and diskettes.

Bartering - The act of exchanging one good or service for another, without the exchange of money.

Benchmark - A standard or point of reference used in measuring or judging quality, value, performance, price etc.

Best and Final Offer (BAFO) - The last offer provided by an offeror in response to a Request for Proposal and all further negotiation ceases. When the provision for receiving best and final offers is included in an RFP, offers are given the opportunity to submit a best and final offer after negotiations have been held. After the best and final offers are submitted, no further negotiations shall be conducted with any of the offerors and the decision to award is based on restoring of the best and final offers.

Bid - A competitively priced offer made by an intended seller, usually in reply to an Invitation for Bids (IFB). A price offer made at a public auction.

Bid Bond - An insurance agreement in which a third party agrees to be liable to pay a certain amount of money in the event a selected bidder fails to accept the contract as bid.

Bidder - One who submits a competitively priced offer in response to an Invitation for Bids (IFB).

Blanket Purchase Agreement (BPA) - An arrangement under which a purchaser contracts with a vendor to provide for a purchaser's frequent, repetitive, small-order requirements for an item(s) or a service, on an as-required and over-the-counter basis. Properly prepared, such an arrangement sets a limit on the period of time it is valid and the maximum amount of money which may be spent at one time, or within a specified period, and specifically identifies those persons authorized to order or accept goods. The BPA may also contain other terms and conditions, such as the discount or the specific price list that applies to purchases made under the agreement and what items and services are included (or excluded) under the agreement.

Boiler Plate - General Terms and Conditions

Broker - A person or agent acting as an independent manufacturer's or distributor's representative dealing in products or goods normally sold through the brokage process in which there is, a previously established relationship with the supplier before the bid is submitted.

Charge Card - In the context of this manual, the state approved Small Purchase Charge Card (SPCC), used for small purchases ($5,000 or less) of frequent, over-the-counter, Maintenance, Repair, and Operating (MRO) items used in the daily operations of any state activity, and for placing orders up to $5,000 against term contracts.

Collusion - A secret agreement or cooperation between two or more parties to accomplish a fraudulent, deceitful, or unlawful purpose.

Collusive Bidding - An unethical and illegal practice in which suppliers act in collusion to "fix" their bids in a collectively advantageous manner.

Commodity Code - A system of symbols (alpha, numeric or other) used to represent words to describe a commodity, e.g., Class 410 Furniture, Hospital - Specialized, Item 36, Incubators, Infant (410 Furniture, Hospital - Specialized, Item 36 Incubators, Infant (410-36); 904 Services, Client, Item 02, Ambulance Service (904-02), to facilitate data sort capabilities of purchased goods/services for the purpose of analysis.

Competitive Bidding – The  offer of firm bids by individuals or firms competing for a contract, privilege, or fight to supply specified services or goods.

Competitive Negotiation - A method for purchasing goods and services, usually of a complex and technical nature whereby qualified individuals or firms are solicited by means of a Request For Proposals . Negotiations are conducted with selected offerors and the best proposal, as judged against criteria contained in the Request

Competitive Sealed Bid - A bid submitted in a sealed envelope to prevent disclosure of its contents before the deadline set for the receipt of all bids. Sealed bidding procedures are required on procurement of $30,000 or more. Competitive sealed bidding shall not be used to contract for professionals services.

Confirming Purchase Order: A   purchase order issued after the fact by a procuring agency to a vendor for goods or services ordered orally or by some other informal means. The order should be marked "CONFIRMING ORDER. DO NOT DUPLICATE".

Consideration - Something of value given for a promise to make the promise binding. One  of the essential elements of a contract.

Construction - Construction shall mean building, altering, repairing, improving or demolishing any structure, building or highway, and any draining, dredging, excavating, grading or similar work upon real property (Code of Virginia 3~11-37)

Construction Management Contract - A contract in which a party is retained by the owner to coordinate and administer contracts for construction services for the benefit of the owner, and may also include, if provided in the contract, the furnishing of construction services.

Consulting Services - Advice or assistance of a purely advisory nature provided for a predetermined fee to an agency by an outside individual firm, or organization under contract to that agency.

Consumer Price Index (CPI) - The Consumer Price Index is a measure of the averages change in prices over time in a fixed market basket of goods and services. Two CPI's are published: 1) the CPI for All Urban Consumers (CPI-U) which covers about 80% of the total populations and 2) the CPI for Urban Wage Earners and Clerical Workers (CPI-W) which covers 32% of the total population. The CPI is based upon prices of food clothing, shelter, transportation, medical care, and other goods and services that people buy for day-to-day living.

Contract- When used as noun in this Manual, contract refers to an agreement enforceable by law, between two or more competent parties, to do or not to do something, not prohibited by law, for consideration. A contract is any type of agreement or order for the procurement of goods or services. As a verb, contract has its usual legal sense, signifying the making of an agreement for consideration.

Contract Administration - The management of all facets of a contract to assure the Contractor's total performance is in accordance with the contractual commitments and that the obligations of the contractor under the terms and conditions of the contract are fulfilled.

Contract Management - The management of the organization's contracts and contract-related activities which may include accounting, administration, auditing, grants management, law, 

negotiation, logistics, price-structure compensation, delegation of purchasing authority, program management, termination and other business activities.

Contract, Cost-Plus-A-Fixed-Fee: A cost-reimbursement type contract that provides for the payment of a fixed fee to the contractor. The fixed fee, once negotiated, does not vary with the vary with the actual cost but may be adjusted as a result of any subsequent changes in the scope of the work or services to be performed under the contract.

Contract, Cost-Plus-A Percentage-Of-Cost A form of contract which provides for a fee or profit  at a specified percentage of the contractor's actual cost of accomplishing the work. Except in case of emergency affecting the public health, safety or welfare and for some insurance contracts, no public contract shall be awarded on the basis of cost plus a percentage of cost (Code of Virginia 3~ 11-43)

Contract, Design-Build - A contract between a public body and another party contracting with the public body agrees to both design and build the structure, roadway or other item specified in the contract.

Contract Fixed Price: -  A contract  that provides for a firm unit or total price to be established at the time of order placement or contract award. The contractor bears the full risk for profit or loss.

Contract Fixed-Price With Escalation/I)escalation -  A fixed price type of contract that provides for the upward and downward revision of the stated contract price upon the occurrence of certain contingencies (such as fluctuations in material costs and labor rates) specifically defined in the contract.

Contract, Requirements Type - A form of contract covering long-term requirements used when  the total quantity required cannot be definitely fixed, but can be stated as an estimate or within maximum and minimum limits, with deliveries on demand. Such contracts are usually for one year or more in duration.

Contract, Service: -  A contract for work to be performed by an independent contractor wherein the service rendered does not consist primarily of the acquisition of equipment or materials, or the rental of equipment, materials and supplies.

Contract, Time and Material - A contract providing for the procurement of supplies or services 

on the basis of direct labor hours specified fixed hourly rates (which include direct and indirect labor, overhead, and profit) and material at cost, or at some bid percentage discount from manufacturer's catalog or list prices.

Contract Officer, Purchase Officer, Buyer  - A State employee whose primary assignment is purchasing goods or services.

Contractor - An individual or firm that has entered into an agreement to provide goods or services to the Commonwealth.

Cooperative Procurement An procurement by a public body with one or more other public bodies, for the purpose of combining requirements for the purchase of like goods and/or services in order to increase efficiency and/or reduce administrative expenses.

COPRINT -  Department of  Corrections, Industrial Enterprises, Printing Facilities.

Cure Notice  - A notice, either oral or in writing, that informs the Contractor that he or she is in default and states what the Contractor has to do to correct the deficiency.  If the notice is oral it shall .be confirmed in writing.

Debarment An action taken by the Director of the Division of Purchases and Supply (DPS), or designee (debarring officials) within the scope of their procurement authority, to exclude individuals or firms contracting with state agencies for particular goods or nonprofessional services for specified

periods of time.

Default-  Failure to comply with the terms and conditions of a contract.

Design Specification - A purchase specification setting forth the essential characteristics that an item bid must possess to be considered for award.

Designated Public Area -  An area that is available to the public during normal business hours and is the area designated by an agency for the posting of procurement solicitations and notices.

Division of Purchases and Supply (DPS) - The Division of Purchases and Supply is a division of the Department of General Services. DPS is the State's centralized purchasing agency for materials, equipment, supplies, nonprofessional service and printing. DPS prescribes the rules and regulations for the purchase of materials, supplies, equipment, nonprofessional services, and printing (Code of Virginia, 3~3~ 2.1-435 et al).

Emergency - An occurrence of a serious and urgent nature that demands immediate action.

Ethics - Pertaining to or relative to moral action, conduct, motive or character, as ethical emotion; professionally right or befitting; conforming to professional standards of conduct. The Virginia Public Procurement Act covers "Ethics in Public Contracting" (Code of Virginia, 3~3~ 11-72 thru 11-80).

Evaluation of Bids - The process of examining a bid after opening to determine the bidder's responsibility, responsiveness to requirements, and other characteristics of the bid relating to selection for award.

Expedite - The act of contacting a supplier or carrier with the goal of speeding up the delivery date (see also Follow - up).

Fair Market Value - Lowest purchase price paid  by the state for like items or services purchased in a similar quantity within the last six months. If this information is not available, then the lowest of the three phone quotes verified by price indices or purchases made by other government entities will be used.

Follow up - An activity that monitors the status of a purchase to ensure that specified delivery schedules are met.

Force Majeure - An irresistible or extraordinary force, natural event, or effect that cannot be reasonably anticipated or foreseen, prevented, or controlled. An  act of God.

General Term and Conditions: Standard clauses and requirements incorporated into all solicitations (IFB/RFP) and resulting contracts which are derived from laws, or administrative procedures of the government agency. (Also  called "Boiler Plate.")

Goods: Material, equipment, supplies, printing, and automated data processing hardware and software (Code of Virginia, 3~ 11-3 7).

Grant (or Grant-in-Aid) -  For the purpose of this manual, these are fund transfers made by one party to another (e.g., Federal to state or local government) for the procurement of goods and/or services, that may be undertaken for the purpose of a public interest, benefit, or undertaking, as specified under the terms of the agency granting the use of funds.

Hazardous Material -  A substance or material which has been determined by the U.S. Secretary of Transportation to be capable of posing an unreasonable risk to health, safety, and property when transported in commerce.

Informality - A minor defect or variation of the bid or proposal from the exact requirements of the Invitation for Bid or the Request for Proposal, which does not affect the price, quality, quantity, or delivery schedule for the goods, services or construction being procured (Code of Virginia, 3~ 11-37).

Inspection - Examination and testing of goods and services to determine whether the goods and services furnished conform to contract requirements.

Invitation for Bids (IFB) - A document, containing or incorporating by reference the specifications or scope of work and all contractual terms and conditions, that is used to solicit written bids for a specific requirement for goods or nonprofessional services. This type of solicitation is also referred to as an Invitation to Bid.

Late Bid or Proposal - A bid or proposal which is received at the place designated in the Invitation for Bids or Request for Proposal after the deadline established by the solicitation.

Latent Defect -  A deficiency or imperfection that impairs worth or utility that cannot be readily detected from visual examination of a product. Examples would be the use of non-specification materials in manufacture, or missing internal parts such as a gasket, gear or electrical circuit, etc.

Logistics - The process of planning, implementing, and controlling the efficient, effective flow and storage of goods, services, and related information from point of origin to point of consumption for the purpose of 

customer requirements.

Life Cycle Costing - A cost-analysis tool which incorporates not only the purchase price of a piece of equipment, but all operating and related costs over the life of the item, including maintenance, down time, energy costs, etc., as well as salved value.

Liquidated Damages - A sum stated in a contract to be paid as ascertained damages for failure to perform in accordance with the contract. The damage figure stipulated must be a reasonable estimate of the probable loss to the agency, and not calculated simply to impose a penalty on the contractor.

Minority - owned/controlled Business - A business enterprise that is owned or controlled by one or more socially or economically disadvantaged persons. Such disadvantaged may arise from cultural, racial, chronic economic circumstances or background or other similar cause. Such persons include, but are not limited to Blacks, Hispanic Americans, Asian Americans, American Indians, Eskimos, and Aleuts.

Multiple Award - The award of multiple contracts for goods or services other than professional services, meeting the same specifications, resulting from one solicitation. When a Multiple Award clause is included in an Invitation for Bids/Request for Proposal, awards may be made to more than one bidder/offeror (Code of Virginia, 2.2-4301). This is appropriate in situations where the award   of a single contract would be impractical and awards are limited to the least number of suppliers necessary for a workable contract program.

Negotiation - A bargaining process between two or more parties, each with its own viewpoints and objectives, seeking to reach an agreement, or settlement of, a matter of concern.

Non-Competitive Negotiation -   The process of arriving at an agreement through discussion and compromise, when only one source is practicably available.

Nonprofessional Services - Any services not specifically identified as professional services in the definition of professional services (Code of Virginia 3~ 2.2-4301.5).

Notice of Award - A Notice of Award is written notification stating that a vendor has received an award by the State.

Notice of Intent to Award - The Notice of Intent to Award is a written notice, or bid tabulation sheet publicly displayed, prior to award, that shows the selection of a vendor for the award of a specific contract or purchase order. This decision may be changed prior to the actual award of a contract or purchase order.

Offeror – A  person who makes an offer in response to a Request for Proposal.

Order/Ship Time (OST) -  Order/Ship Time is the time after award required by suppliers to fill an order and ship by designated means (truck, rail or air) to the delivery point.

Payment Bond, for Labor and Material - A bond required of a contractor to assure fulfillment of the contractor's obligation to pay all persons supplying labor or materials in the performance of the work provided for in the contract.

Performance Bond - A contract of guarantee executed in the full sum of the contract amount subsequent to award by a successful bidder to protect the government from loss due to his/her inability to complete the contract in accordance with its terms and conditions.

Performance Specification - A specification setting forth performance requirements that have been determined to be necessary for the item involved to perform and last as required.

Potential Bidder or Offeror - A person who, at the time an agency awards or proposes to award a contract, is engaged in the sale or lease of goods, or the sale of services, insurance or construct, ion of the type to be procured under such contract, and who at such time is eligible and qualified in all respects to perform that contract, and who would have been eligible and qualified to submit a bid or proposal had the contract been procured through competitive sealed bidding or competitive negotiation (Code of Virginia 3~ 11-37).

Pre- bid or Pre-Proposal Conference - Meeting held with prospective bidders or offerors prior to submission of bids or proposals, to review, discuss, and clarify technical consideration, specifications, and standards relative to the proposed procurement.

Prequalification - A procedure to pre-qualify products or vendors and limit consideration of bids or proposals to only those products or vendors which have been pre-qualified.

Printing - The process or business of producing printed material by means of a printing press, copier or similar means or all copies of a publication produced by such means.

Procurement - The procedures for obtaining goods or services, including all activities from the planning steps and preparation and processing of a requisition, through receipt and acceptance of delivery and processing of a final invoice for payment.

Professional Services - Shall mean work performed by an independent contractor within the scope of the practice of accounting, actuarial services, architecture, land surveying, landscape architecture, dentistry, law, medicine, optometry, pharmacy, or professional engineering. "Professional Services" shall also include services of an economist procured by the State Corporation Commission (Code of Virginia 2.2.4301).

Proposal - An offer made by one party to another as a basis for negotiations, prior to the creation of a contract.

Proprietary Specification -  A specification that restricts the acceptable product(s) or service(s) to that of one or more manufacturer(s) or vendor(s). A common example would be the use of a "brand name" specification, that would exclude consideration of proposed "equals". Although all sole source specifications are proprietary, all proprietary specifications are not sole source. Proprietary items may be available from several distributors through competitive bidding.

Protest - A written complaint about an administrative action or decision brought by a bidder or offeror to the appropriate administrative section with the intention of receiving a remedial result.

Public Bid Opening - The process of opening and reading bids at the time and place specified in the Invitation for Bids and in the presence of anyone who attend.

Public Body - In the context of this manual, any state-funded agency that is required to follow .the provisions of the Code of Virginia and the Virginia Public Procurement Act (VPPA), in the course of their procurement activities.

Public Posting - The display of procurement notices in an area or on a board designated and regularly used for that purpose is a available to the public during normal working hours.

Public Telecommunications Services - Public telecommunications are non-commercial educational or cultural radio and television programs and related instruction or informational material that may be transmitted by means of electronic communications (see also "Telecommunications Services").

Purchase Order - A document used by DGS/DPS to execute a purchase transaction with a vendor. It serves as notice to a vendor that an award has been made and that performance can be initiated under the terms and conditions of the contract.

Purchasing Agency -  A state agency or institution purchasing goods or services.

Qualified Contractors List (OCL) - A list of contractors whose capability to provide a service has been evaluated and approved based on written prequalification procedures.

Qualified Products List (OPL) A list of products that have been tested and approved based on written prequalification procedures.

Regular Dealer - A person or firm that owns, operates, or maintains, a store, warehouse, or other establishment in which the materials, supplies, articles, or equipment of the general character described by the specifications and required under the contract are bought, kept in stock, and sold to the public in the usual course of business.

Request for Information (RFI) - An informal document issued when an agency is not aware of the products available in the market which may satisfy its requirements. The use of an RFI does not require a purchase requisition, however an RFI may result in the development of a requisition, or the issuance of an IFB or RFP after an agency determines the types of products that are available which will satisfy its requirements.  An RFI cannot be made into an agreement.

Request for Proposal (RFP) - All documents, whether attached or incorporated by reference, utilized for soliciting proposals; the RFP procedure requires negotiation with offerors (to include prices) as distinguished from competitive bidding when using an Invitation for Bids.

Responsible Bidder or Offeror - A person or firm who has the capability, in all respects,, to perform fully the contract requirements and the moral and business integrity and reliability which will assure good faith performance, and who has been prequalified, if required (Code of Virginia, ,q 2.2-4301)
Responsive Bidder - A person or firm who has the capability, in all respects, to perform fully the contract requirements and the moral and business integrity and reliability which will assure good faith performance, and who has been prequalified, if required (Code of Virginia 2.2-4301)

Restocking Charges - Charges incurred by a purchasing agency for any material goods that are returned to a vendor or seller and are associated with the normal cost and expense that must be incurred by the vendor for accepting the return of an item to inventory (see section 10.8)

Sealed Bid - A bid which has been submitted in a sealed envelop to prevent its contents from being revealed or known before the deadline for the submission and opening of all bids.

Services - Services are any activities performed by an independent contractor wherein the service rendered does not consist primarily of acquisition of equipment or material, or the rental of equipment, materials and supplies (Code of Virginia 2.2-4301).

Sheltered Workshop - A work-oriented rehabilitative facility with a controlled working environment and individual goals which utilizes work experience and related services for assisting 

the handicapped person to progress toward normal living and productive vocational status (Code of Virginia ,~ 11-37).

Single Source - A single response to a competitive solicitation wherein competition was available but only one response was received (see paragraph 2.4i).

Small Business - Corporation, partnership, sole proprietorship, or legal entity formed for the purpose of a making profit, which is independently owned and operated, has either fewer than 100 employees or less than $1,000,000 in annual gross receipts.

Software - All applications software, whether packaged or requiring development, and all systems software such as assemblers, compilers, CPU performance measurement systems, data base management systems, file back-up and recovery, job accounting, operating systems, programming aids and development systems and merge utilities.

Sole Source - A product or service which is practicably available only from one source.

Solicitation - An invitation for Bids (IFB), a Request for Proposals (RFP), telephone calls, or any other document issued by the state to obtain bids or proposals for the purpose of entering into a contract.

Special Terms and Conditions - Special clauses pertaining to a specific procurement which may supplement or in some cases supersede one or more general terms and conditions, e.g., Award Clause, Extension of Contract.

Specification - A description of the technical requirements for a material, product, or service that includes the criteria for determining whether these requirements are met. A specification may describe the performance parameters which a supplier has to meet, or it may provide a complete design disclosure of the work or job to be done. Specifications for service contracts normally take the form of a statement of work.

Spot Purchase - A one-time purchase made in the open market. If it is under $30,000, it will be made in accordance with the applicable small purchase procedures. If it is over $30,000 it will be made by competitive sealed bidding or by an exception thereto authorized by law.

Surplus Property - Property which is in excess of the needs of an agency and which is not required for its foreseeable need. The property may be used or new, but possess some usefulness for the purpose for which it was intended or for some other purpose. It includes scrap, which is material that is damaged, defective, or deteriorated to the extent that it has no value except for its basic material content. Surplus Property must be disposed of in accordance with Code of Virginia, 2.1-45T21

Technical Proposal - An unpriced proposal which sets forth in detail that which a vendor proposes to furnish in response to a solicitation.

Technical Specifications - Specifications that establish the material and performance requirements of goods and services.

Telecommunications Equipment - Defined as, but not limited to: channel service units, data compression units, line drivers, bridges, routers, and Asynchronous Transfer Mode switches (ATM), multiplexors and modems. Also, private branch exchanges (PBX), Integrated Services Digital Network (ISDN) terminal equipment, voice mail units, automatic call distribution (ACD), voice processing units and key systems. Video communications products such as: coders, multi-point conferencing units and inverse multiplexors.

Telecommunications Services - These services include, but are not limited to; data communication services, such as point-to-point and multi point circuits, Internet, Frame Relay SMDS, ATM, and dial up lines, and voice communications services such as Centrex, business/private lines and WATS 

lines including 800 services, tie and access lines, long distance services, voice mail, pay phones, wireless communications and cellular services (see also "Public Telecommunications Services").

Term Contracting - A technique by which a source of supply is established for a specific period of time. Term contracts are established based on indefinite quantities to be ordered "as needed," although such contracts can specify definite quantities with deliveries extended over the contract period. Also see Contract, Requirements Type.
Termination For Convenience - The termination by a Commonwealth purchasing office, at its discretion, of the performance of work in whole or in part and makes settlement of the contractor's claims in accordance with appropriate policy and procedures.

Termination For Default - Action taken by a purchasing office to order a contractor to cease work under the contract, in whole or in part, because of the contractor's failure to perform in accordance with appropriate policy and procedures.

Unsealed Bid - An unsealed written offer conveyed by US Mail, commercial courier service, facsimile, e-mail, or other means. The bids are normally opened and recorded as received.

Used Equipment - Equipment which has been previously owned and used and is offered "where is" "as is." It does not include demonstration, factory rebuilt or remanufactured equipment marketed through normal  distribution outlets.

Value Analysis - A systemic and objective evaluation of the value of a good or a service, focusing on an analysis of function relative to the cost of manufacturing or providing the item or service. Value analysis provides insight into the inherent worth of the final good or service, possibly altering specification and quality requirements that could reduce costs without impairing functional suitability.

Vendor - One who sells goods or services.

Virginia Public Procurement Act - Chapter 7 of Title 11, Code of Virginia, which enunciates the public policies pertaining to governmental procurement from nongovernmental sources.

Will - As used in an Invitation for Bids or Request for Proposals, the word "will" is normally used to convey an obligation incurred by the agency or owner.

Woman-owned/controlled Business - Business enterprise at least 50 percent which is owned by females or in the case of a publicly owned business at least 51 percent of the stock of which is owned by females.
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ABBREVIATIONS & ACRONYMStc \l1 "ABBREVIATIONS & ACRONYMS
	ITEM
	DESCRIPTION

	ADPE
	Automatic Data Processing Equipment

	AG
	Attorney General

	APO
	Agency Purchase Order

	APSPM
	Agency Procurement and Surplus Property Manual

	BPA
	Blanket Purchase Agreement

	CAM
	Compliance Assurance Manual (DOA)

	CAPA
	Capital Area Purchasing Association

	CAPP
	Commonwealth Accounting Policies and Procedures

	CARS
	Commonwealth Accounting & Reporting System

	CFR
	Code of Federal Regulations

	CIM
	Council on Information Management

	CO
	Change Order

	COIA
	Conflict of Interest Act

	COM
	Capital Outlay Manual

	CORPRINT
	Corrections Print Shop

	CPI
	Consumer Price Index

	C.P.M
	Certified Purchasing Manger

	CPM
	Critical Path Modeling (or Method)

	CPPB
	Certified Professional Public Buyer

	CPPO
	Certified Public Purchasing Officer

	C/S
	Chief of Staff

	DEQ
	Department of Environmental Quality

	DGS
	Department of General Services

	DIT
	Department of Information Technology

	DMBE
	Department of Minority Business Enterprise

	DOA
	Department of Accounts

	DPB
	Department of Planning and Budget

	DPS
	Division of Purchases and Supply

	EPA
	Environmental Protection Agency

	FAACS
	Fixed Asset Accounting & Control System

	FCC
	Federal Communications Commission

	F.O.B
	Free on Board

	FOIA
	Freedom of Information Act

	FTE
	Full Time Equivalent (Employees)

	GSA
	General Services Administration

	HVAC
	Heating, Ventilation, and Air Conditioning

	IFB
	Invitation For Bid

	MBE
	Minority Business Enterprise

	MRO
	Maintenance, Repair, Operating (supplies)

	NAPM
	National Association of Purchasing Management

	NASPO
	National Association of State Purchasing Officials

	NIGP
	National Institute of Governmental Purchasing

	OGC
	Office of Graphic Communications

	PIM
	Procurement Information Memorandum

	PPI
	Producer Price Index

	PROBUD
	Programmatic Budgeting System

	QCL
	Qualified Contractor List

	QPL
	Qualified Product List

	RAST
	Run At The Same Time

	RDD
	Required Delivery Date

	RFI
	Request for Information

	RFP
	Request for Proposals

	SOW
	Scope-of-Work

	SPA
	Surplus Property Administrator

	SPCC
	Small Purchase Charge Card

	SSP
	State Surplus Property

	SWAM
	Small, Woman, and Minority-owned

	T&C
	Terms and Conditions

	T&M
	Time and Materials

	TD
	Treasury Department

	VAGP
	Virginia Association of Governmental Purchasing

	VBO
	Virginia Contracting Officer

	VDC
	Virginia Distribution Center

	VIB
	Virginia Industry for the Blind

	VPPA
	Virginia Public Procurement Act

	NORFOLK STATE UNIVERSITY
	REQUISTION CODES TO BE USED BY DEPARTMENTS WITH DELEGATED AUTONOMY

	AF
	Actual Freight

	AP
	Sent to Accounts Payable

	AT
	Specification Sent to Procurement Services

	CO
	Confirming Order - Do Not Duplicate

	EF
	Estimated Freight

	IF
	Price Includes Freight

	OR
	Overruns Will Not Be Accepted by the University

	PU
	This Order is for NSU Pick-Up

	SI
	Sent Invoice to Accounts Payable

	TC
	Term Contract - If applicable

	YKY1
	Year 2000 Compliance Statement

	IV
	Invoice sent to Accounts Payable

	PC
	Petty Cash Voucher Attached

	MV
	Minority Vendor

	SB
	Small Business

	WB
	Women-owned business
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