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TECHNICAL COLLEGE SYSTEM OF GEORGIA
ACCOUNTING PROCEDURES MANUAL

This procedure applies to technical colleges and system office
Purchasing Guidelines
General 
The Technical College System of Georgia’s Central Office and each Technical College shall comply with all federal and state laws, as well as regulations and procedures established by the Georgia Department of Administrative Services (DOAS) State Purchasing Division (SPD), and the Georgia Technology Authority (GTA) with respect to purchasing. Such purchasing policies will ensure efficient and economical use of budgeted funds. The state purchasing policies and procedures can be found under the Official Code of Georgia, Annotated O.C.G.A 50-5-1 through 50-5-81. An interpretation of such codes can be found in the Georgia Procurement Manual (GPM) and in the Georgia Vendor Manual (GVM).
All purchases valued at $5,000.00 or more are subject to competitive bidding by the Purchasing Department unless the item requested is available on a statewide contract, a state agency contract, mandatory source or is covered by the exemptions listed in O.C.G.A. 50-5-58, 50-5-80 or 50-5-81. This policy applies to all purchases and is not just limited to supplies, equipment, software, leases and services.

The Purchasing Department of the Administrative Services Division will prepare all College purchase orders and leases with numbered purchase orders approved by the Vice President of Administrative Services. All purchase requisitions should be approved by the appropriate Vice President, Dean or their designee prior to the submission to the Purchasing Department. 

Detail Section – Purchase Requisitions
All purchase requisitions may contain the following information prior to the submission to the Purchasing Department:

-Vendor name

-Vendor’s complete mailing address including zip code

-Vendor contact person (If not available, then please note customer service, order department, catalog or Internet to indicate where item and price information was obtained).

-Vendor’s phone number

-Vendor’s fax number

-Vendor’s federal tax identification number (or social security number for individuals) [Note: DOAS SPD requires this information on any vendor doing business with the State of Georgia].

-Department number (Formerly called Org#)

-Program number

-Project number

-Quantity

-Unit of Measure

-Description (Please provide enough information so that Purchasing staff can understand what you are requesting).

-Vendor’s catalog number or manufacturer’s item number

-If asset item then indicate room number for the asset

-Unit cost

-Total for each line item

-Shipping cost (If applicable)

-Total amount on requisition (Note: When submitting multiple pages, each page must contain the appropriate approval signatures unless the grand total for all pages is indicated at the bottom of the first page).

-Indicate “Ship To” location

-Requestor’s signature

-Requesting department

-Approval signature(s) (Note: The approval signature cannot be the same as the requestor).

-Date approved

-Justification of purchase (Example: To purchase new computer equipment for instruction).

***NOTE: “Requestor” & “Approved By” cannot be the same individual but are mandatory for processing.
Requisitions for all Information Technology (I.T.) related items require approval from the Information Technology Director or designated authority prior to the submission to the Purchasing Department.  (For example: Software, Printers, Servers, Computers, Hard Drives, etc).

Requisitions for purchases under the federally funded Carl Perkins grant require approval from the Institutional Effectiveness Coordinator or designated authority prior to submission to the Purchasing Department.

Detail Section – Order of Precedence for Purchasing

When purchasing supplies, equipment, products and services, the DOAS SPD requires such purchases to adhere to the following order of precedence:

1. Statewide Contracts

2. Agency Contracts

3. DOAS Supply Services

4. Georgia Correctional Industries (GCI) or Georgia Enterprises 

5. Open Market Purchases

For more information on the purchasing order of precedence, please refer to the “Purchasing Contracts” or “Mandatory Sources” chapters of the Georgia Procurement Manual (GPM).
Detail Section – Supplies

Faculty and staff should anticipate needs for expendable supplies in advance to allow the Administrative Services Division adequate time to handle all requests as routine purchases. This includes purchases of toner cartridges, office supplies, instructional supplies, lab supplies, etc.

Detail Section – Equipment

All requisitions for equipment should include a quote no more than 30 days old. Any equipment valued at $5,000.00 or higher should contain detailed specifications so that purchasing staff will be able to solicit competitive bids. (Refer to “competitive bidding” & “sole brand” sections below for additional information.)
Detail Section – Services

Requisitions for services should include detailed information supporting the service that the user department is requesting. If a contract is required then please consult Purchasing staff to determine requirements for such.  (Note: Do not sign any vendor’s agreement or contract and agree to any standard terms and conditions. By doing so, you may be personally held responsible for any and all obligations of such contract).

Detail Section – Freight (Shipping & Handling)

All purchases where the College is responsible for paying freight shall be executed F.O.B. Destination (Free-on-Board). This means that if damage should occur while the shipment is in transit from the vendor to the College, then the vendor is responsible for filing all damage claims with the carrier.

Detail Section – Competitive Bidding

If the grand total of all items to be purchased is $5,000.00 or more and the items are not available on a statewide contract, agency contract or through a mandatory source, then please complete a purchase requisition as previously indicated and attach detailed specifications for the product or service so that Purchasing may obtain competitive bids. Some items to consider for specifications include but are not limited to: 

· Performance:  Describe the capabilities that the product or service must satisfy.

· Design:   Describe the characteristics that the product or service must possess.
· Brand Name:  Include a brand name, model number or other designation that identifies the product of a particular manufacturer as an example of the quality level desired.
· Delivery Time:  When is the item or service is needed.
· Shipping/Freight:  An amount “Not to exceed”
· Manufacturer’s Warranty 

· Extended Warranty or Service Plan

· Drawings, blueprints, catalogs, or product brochures

· Onsite training

· Color

· Installation (including electrical connections, water connections, gas connections)

· Terms – Terms must be no less than NET 30 DAYS and must be shipped F.O.B. DESTINATION.

· F.O.B. – Free on Board means that the vendor is quoting a price to include all freight and insurance to cover damage if it occurs in transit.  The responsibility for filing claims rests with the vendor.

· Preference Law – If one or more of the bidders is located outside of the State of Georgia, then that state may pose a surcharge on orders purchased in Georgia. The State of Georgia allows the same percentage to be added to the bid amounts for those states.

The bid will be awarded to the lowest responsible and responsive bidder.  What this means is that the bid will go to the vendor who bids lowest relative to the specifications set forth in the bid document.  Please keep in mind that we cannot consider delivery time when evaluating bids unless it is stated as a specification.  Also, there is no local preference given to a supplier just because that supplier is located in the College’s local trade area.  Response time can be used under scope of work requirements if in the bid documents.  
For more information on competitive bidding, please refer to the “Competitive Bidding” chapter in the Georgia Procurement manual.

Statewide Contract Purchases
Statewide Contracts (SWC) are contracts developed and maintained by DOAS State Purchasing and Georgia Technology Authority.  All agencies are required to purchase items available on Statewide Contracts unless the item’s specifications are different from the items offered on the SWC.  The difference in specifications must be significant to the operation and quality of the item being purchased.  

o Bids are not required when purchasing from Statewide Contracts

o No dollar limit, other than budgetary

o Mark as “RELEASE” on PO in PeopleSoft

o List Contract Number as “PO Reference” and as a “Header Comment”

Many of the Statewide Contracts are loaded in the Catalog Panel in PeopleSoft.  Purchases against SWCs in PeopleSoft require use of the associated 10-digit NIGP Code.  Utilize the Catalog Panel to create POs for SWCs whenever possible.  

FOR DETAILED STATEWIDE CONTRACT LISTINGS AND PRICING, GO TO:

o www.doas.ga.gov -> State Purchasing--> Procurement & Sourcing Tools--> Contracts

o www.gta.georgia.gov --> Procurement --> Contracts

Waivers to Statewide Contracts may be requested from State Purchasing/GTA if there is appropriate justification.  Justified reasons include the agency’s ability to pay, cost, delivery time, compatibility with existing agency situations, or special valid needs not covered by existing contracts, standards or specifications.  Requests for waivers may be obtained only by the APO who must contact the appropriate contract administrator at State Purchasing.  Waivers from GTA contracts must be routed through TCSG Information Technology Central Information Officer.  Waivers will be handled on a case-by-case basis.  An approved waiver form will be sent to the APO which must be maintained in the PO file. Waivers to Statewide Contracts do not relieve the agency of any bidding requirements.
Agency Contracts – Contract Administration
An Agency Contract is a term contract for a specific item(s) or service(s), usually for the period of one (1) year that is established for one agency or specified group of users usually with one vendor.  Competitive bidding requirements or justifications for Sole Brand/Sole Source purchases are applicable when establishing any Agency Contracts.  Detailed specifications must also be developed in order to establish the level of quality required for the item(s) or services.  There are standardized, pre-approved terms and conditions available on the DOAS State Purchasing website that should be utilized when establishing an Agency Contract.  (www.doas.ga.gov -> Procurement -> Agency Guidelines and Procedures -> Standard Purchasing Forms).  There are five (5) distinct types of Agency Contracts which are further defined as follows:

Agency Contract - OPEN

· A supply contract which does not obligate the user to purchase any minimum quantity or limit the user to any maximum quantity
· Use if there is an ongoing need through the year for an item when the exact usage cannot be determined
· Specify usage as a realistic estimated annual quantity to allow bidders to establish a unit cost per item
· May be issued by agency if annualized amount of the contract is under the agency’s delegated authority
· Utilize Agency Contract Open terms and conditions
· Awarded to vendor using Notice of Award - Use PO Releases against contract to establish order quantity and encumber funds
· Renewable for up to 60 months - initial set-up and subsequent renewals limited to maximum of 12 months
· Terms and Conditions contain Cancellation Clause
NOTE: The Agency Contract - Open may also be used to purchase ongoing printing needs, such as annual, monthly or quarterly publications.  However, there is a requirement for printing that a “base” quantity is required to be purchased.  Options may be included such as additional copies with initial run, additional copies at a later date, additional colors, additional pages, additional halftones or color separations, etc.  Obtaining quotes for such options allows the agency more flexibility in their publications while establishing defined pricing. 

Agency Contract - FIXED

· A supply contract which does obligate the user to purchase a stated quantity

· Establishes fixed, scheduled delivery dates and specific quantities to be delivered

· Use where specific items are required at specific times during the year

· May be issued by agency if annualized amount of the contract is under the agency’s delegated authority
· Utilize Agency Contract Fixed terms and conditions
· Awarded to vendor using Purchase Order to encumber total funds - Releases against contract not needed
· Not Renewable

Agency Contract - SERVICE/MAINTENANCE

· Term contract issued to provide maintenance for equipment or other types of services such as lawn care, custodial/janitorial, security, pest control, etc.
· Scope of Work should detail service requirements, frequency and schedules
· May be issued by agency if annualized amount of the contract is under the agency’s delegated authority
· Utilize Agency Contract Service/Maintenance terms and conditions
· Awarded to vendor using Purchase Order to encumber total funds for initial term - Releases against contract not needed
· Renewable for up to 60 months - initial set-up and subsequent renewals limited to maximum of 12 months
· Terms and Conditions contain Cancellation Clause and Insurance requirements
Agency Contract - LEASE / RENTAL

· A term contract used for the rental or lease of equipment
· Generally, agency will never take title(*) to or have ownership of equipment
· May be issued by agency if annualized amount of the contract is under the agency’s delegated authority
· Utilize Standard Agency Agreement - Lease/Rental
· Awarded to vendor using Purchase Order to encumber total funds for initial term - Releases against contract not needed
· Renewable for up to 60 months - initial set-up and subsequent renewals limited to maximum of 12 months at a time
· Must run on a Fiscal Year basis (July 1st - June 30th)

· Terms and Conditions contain “Funding Out” clause

Agency Contract - INSTALLMENT PURCHASE

· A term contract used for the purchase of equipment through installment payments
· Agency takes title(*) to or takes ownership of equipment
· May be issued by agency if annualized amount of the contract is under the agency’s delegated authority
· Utilize Standard Agency Agreement - Installment Purchase
· Awarded to vendor using Purchase Order to encumber total funds for initial term - Releases against contract not needed
· Renewable for up to 60 months - initial set-up and subsequent renewals limited to maximum of 12 months at a time
· Must run on a Fiscal Year basis (July 1st - June 30th)

· Terms and Conditions contain “Funding Out” clause

* Title - The Standard Agency Agreement provides for the following:

· Leases and Rentals - The title to the property remains with the bidder/offeror. The user agency acquires no right, title, or interest therein, except as may be provided for by equity accruals or options to purchase. 

· Installment Purchases - Title to the property vests in the user agency upon acceptance, subject to the terms and conditions of the Standard Agency Agreement and the user agency's obligations there under. 

Contract Administration
It is crucial that appropriate methods of contract administration of contracts are established.  Personnel should be designated to monitor vendor performance to insure that vendor is performing according to the terms and conditions established in the contract.  This is especially important for service/maintenance and construction contracts.  It is suggested that a sign-in log and checklist be completed 
weekly or as necessary to efficiently monitor adherence to requirements by the vendor for service/maintenance contracts.  Similarly, checks must be performed to insure that requirements are performed by contractors according to established standards and schedules.  The Contract Administration Guide is available on the DOAS website, www.doas.state.ga.us.

Detail Section – Sole Brand Purchases

Sole brand purchases in most cases can be competitively bid. In such cases, the purchase can be bid with the statement “No substitutions on brand or model.”  This type of purchase allows for competition among vendors but limits the vendors to bidding only on the particular manufacturer and model number.  To qualify for a sole brand purchase, the commodity being purchased must meet one or more of the following criteria: compatible with an existing system, matching or interfacing with existing equipment, instructional equipment which must be consistent with that which is used in local industry where technical college students accept jobs upon graduation, or patented and/or pre-prepared materials necessary for instruction. Completion of a sole brand justification form is required for this type of purchase.  

For more information on sole brand purchases, please refer to the “Sole Brand” chapter of the TCSG Purchasing Manual. See attached Sample Sole Brand Form.
Detail Section – Sole Source Purchases

In addition to completion of the sole brand justification form as noted above, sole source purchases require a letter from the original equipment manufacturer (OEM), on the manufacturer’s letterhead, stating that the commodity is only available from one source. This letter should be submitted to Purchasing with a completed Sole Source Intent to Award Justification form and submitted along with the purchase requisition. (Note: The letter must come from the original equipment manufacturer and not the distributor or reseller).

Important Note: Effective 1/20/2009, DOAS SPD began requiring state agencies to post all sole source procurements valued at $5,000.00 or more to the State of Georgia’s Georgia Procurement Registry (GPR) website for a minimum of five (5) business days. If a vendor wishes to challenge the sole source, then he/she must do so by filing a written protest with the Assistant Commissioner of Procurement, DOAS-SPD, during the five (5) business days.
For more information on sole source purchases, please refer to the “Sole Source” chapter of the TCSG Purchasing Manual. See attached Sample Sole Source Form.

Detail Section – Registration Fees/Membership Dues/Hotel Lodging

For all registration fees, membership dues and lodging that is to be paid with a state check, please complete a purchase requisition as previously indicated and submit directly to Administrative Services for a check request.. These requisitions should be submitted to Administrative Services 30 days prior to the date the check is needed. (Note: Please indicate on the purchase requisition whether check is to be mailed to the vendor or to be picked up by the requestor).

Detail Section – Receiving and Follow-Up

You may be asked to physically “receive” your order.  Beginning July 17, 2006 with the State Accounting Office’s (SAO) implementation of web-based PeopleSoft Financial System, all purchase orders must be received in the system before any payment can be made. This is a mandatory state requirement and the College does not have the authority to override.

Examples include but are not limited to all services, advertising, consulting, online nursing exams administered by Allied Health staff, EPA certification tests administered by HVAC staff, manuals, guides, subscriptions, items for pickup at local vendors, linen rentals, inside delivered furniture, perishable food items for Child Care and Culinary Arts, printing, software license renewals, textbooks and resale items in the Campus Shop, etc.

In these cases, it is the responsibility of the end user to notify the Shipping & Receiving department via email to receive these items in the PeopleSoft system. Payment will not be made until a PeopleSoft receipt has been issued by Shipping & Receiving.  

Detail Section – Invoices

Invoices are paid on a Net 30 day basis beginning with the latter of the date Accounts Payable receives the invoice or Receiving receives the correct shipment of goods. Invoices should not be attached to purchase requisitions and submitted to Purchasing. This practice has been deemed “after-the-fact” purchasing by the DOAS SPD Auditors and will be cited during regular purchasing audits and desk reviews.

Violation of the procedure could lead to disciplinary procedures up to an including termination and criminal prosecution.

Detail Section – Purchasing Cards (P-Cards)

For staff with purchasing cards, it is recommended that all smaller, routine type purchases be handled in this manner rather than completion of purchase requisitions. In general, purchases under $500.00 should be handled by the purchasing card. 

Important notes: 

***Any single equipment item costing $1,000.00 or more cannot be purchased using the purchasing card since the item must be accounted for on the College’s inventory.  

*** All State purchasing policies and regulations as defined under OCGA 50-5-1 through 50-5-81 shall apply to all purchasing card transactions.

*** Each cardholder shall be responsible for obtaining reimbursement from the vendor fro any and all sales tax paid on his/her purchasing card transactions.  Failure to receive reimbursement on behalf of the College for sales tax will result in the cardholder’s privileges being revoked.  Refer to Technical College Systems of Georgia’s Purchasing Card Manuals.
Detail Section – Petty Cash Fund
In some cases an individual employee may have to make a purchase using his/her own personal funds. In doing so, the College will reimburse up to the maximum petty cash reimbursement amount.  (Example: Renewal of notary fees through the County). Please note that the College will not reimburse any employee for any sales tax paid. Food items cannot be reimbursed unless for the Culinary Arts program or the Child Care Center. This reimbursement requires completion of the Petty Cash Disbursement form. 

Detail Section – Emergency Purchases

The President or appropriate Vice President must approve all emergency purchases.  The DOAS SPD defines an emergency purchase as one which is necessary to prevent injury to life or limb or to an individual or to the destruction of property.  This does not eliminate the need for prompt bids as soon as the emergency situation is recognized. (Note: The DOAS SPD views items such as a blown compressor as an inconvenience and not an emergency. Bids must still be obtained prior to purchasing inconvenience items). 

Detail Section – Year-End Purchasing Deadline

The Technical College System of Georgia publishes their year-end purchasing guidelines. An example of a Technical College might be that the deadline occurs on April 15th each year. (Note: If April 15th falls on a Saturday then the deadline will be April 17th. If April 15th falls on a Sunday, then the deadline will be April 16th). You must anticipate any needs that your department will have for purchases and services needed between April 15th and June 30th and submit all approved purchase requisitions to Purchasing by the close of business on April 15th.

Detail Section – Open Market Purchases

A purchase of goods or services not covered or available on a statewide contract, an agency contract or a mandatory source would be considered an open market purchase. Since the State does not have a designated vendor for these commodities or services, the agency is allowed to go into the “open market” and secure a vendor. An open market purchase is generally a one-time buy for the agency.
Competitive bidding is required on any open market purchase valued at $5,000.00 or higher. The State of Georgia e-Quote system must be used to solicit competitive bids on all purchases with a value of $5,000.00 to $9,999.99. For purchases valued at $10,000.00 and higher, the State of Georgia e-Quote system and/or the Georgia Procurement Registry (GPR) must be utilized.
SOLE BRAND Xe "Sole Brand" 

 Xe "Forms:Sole Brand" 
SOLE BRAND JUSTIFICATION: A purchasing situation in which only one brand of equipment/supply, etc. will meet the requirements of a User Agency.  Sole Brand purchases usually can be competitively bid.  

	Request Number:
	     
	Date:
	     

	Proposed Source:
	     


	Scope of Work:
(Description of materials/service to be provided)

	     

	     

	     


	Sole Brand Justification: 
(Explain why only a particular style, model, type or manufacturer 
is acceptable, for example, to match existing uniforms.)

	     

	     

	     

	     

	     

	     

	     

	     


Signatures
	Name of Originator:
	Signature:

	     
	

	Agency Procurement Officer:
	Signature:

	     
	

	Department Head:
	Signature:

	     
	


SOLE BRAND 
INSTRUCTIONS 

Before making a determination of Sole Brand, the Agency Procurement Officer (APO) should undertake reasonable research to determine if other products, equipment, services, etc. exist which can also meet the Agency’s needs in a timely manner.  Sound procurement practice requires that Sole Brand procurement be used only as a last resort when all other resources have failed.

In a Sole Brand situation, the APO is to complete this form and attach it to the appropriate file when the procurement is handled at the agency level; or attach it to the Purchase Requisition form when the procurement is to be handled by the State Purchasing Office.

Sole Brand justification may be acquired from the end-user or the APO, and should state why the particular item is needed and why no other brands/models will be acceptable.

Request Number:
Provide the Purchase Requisition or Purchase Order Number.

Proposed Source:
Provide the name and telephone number of the supplier (service) or manufacturer (item).

Scope of Work:
Provide the information to establish the context of the sole brand, for example, the function of the item or service.  Indicate where and how the item or service is to be used, operational environment, previous experience or history, etc.  Use layman’s terms to identify any efforts made to locate other possible sources such as review of Thomas Register, Industry Organizations, Internet searches, Consultants, RFIs, Buyers Laboratory, Advertisements in Industry Publications, contact with Buyer, etc.

Sole Brand Justification:
Some requirements may need to be provided by a certain manufacturer (for example:  “to match existing uniforms”).  Use this block to explain why only a particular style, type or manufacturer is acceptable.  A request for “Sole Brand” does not automatically eliminate bidding requirements, as the item may be available from more than one vendor.
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SOLE SOURCE 
INSTRUCTIONS

In a Sole Source situation, the Agency Procurement Officer (APO) is to complete the Sole Source Form and attach it to the appropriate file when the procurement is handled at the agency level; or attach it to the Purchase Requisition form when the procurement is to be handled by the State Purchasing Office.

Sole Source justification must also include Sole Brand justification and a letter from the Original Equipment Manufacturer (OEM).  

Request Details:
Provide the name and telephone number of the supplier (service) or manufacturer (item).

Scope of Work:
Provide the information to establish the context of the sole source, for example, the function of the item or service.  Indicate where and how the item or service is to be used, operational environment, previous experience or history, etc.  Use layman’s terms to identify any efforts made to locate other possible sources, such as review of Thomas Register, Industry Organizations, Internet searches, Consultants, RFIs, Buyers Laboratory, Advertisements in Industry Publications, contact with Buyer, etc.

Exclusive Capability: Describe the proposed supplier’s unique capabilities and explain why this is the only source available.  Provide specifics.


Following are examples in which Sole Source could be acceptable.

· Only the proposed source can furnish the services because of its previous Agency/Institute experience.  Having an alternative source duplicating these capabilities would result in excessive cost to Agency/College.  (Excessive cost must be quantified).

· Only one supplier can satisfy the technical requirements because of unique technical competence or expertise.  (Technical requirements must be valid and verifiable.)

· The item does not satisfy the requirements for Sole Source, but the use of any other manufacturer’s product would result in excessive cost to Agency/College.  (Excessive cost must be quantified).

· Only one source possesses patents or exclusive rights to furnish the item or service (for example, the product is only available from the manufacturer, etc.) or only one supplier has the ability to furnish the item or service.

· Other extenuating circumstances or considerations include, as applicable, adverse impact on Agency/College of not using the proposed source, and other considerations not previously stated.

SAMPLE FORM ONLY


DO NOT USE
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