July 23, 2002
MEMORANDUM

TO: Purchasing Offices
Departments, Institutions, Agencies
Commonwealth of Virginia

FROM: Ron Bdl
Director

SUBJECT:  Procurement Information Memoranda (PIM) #98-012

Enclosed is PIM #98-012 representing changes to the September 1998 edition of the Agency
Procurement and Surplus Property Manual (APSPM). The changes are noted in the table below. All
changes to the APSPM, including PIM 98-012, are incorporated into a web-based APSPM, which is
downloadable from the eV A and Division of Purchases and Supply web sites at www.eva.state.va.us and
www.dgs.state.va.us/dps, respectively. The location of text changes is indicated by an arrow in the
margin (—» ) with the corresponding PIM number identified next to the changes. Replaced forms and
flowcharts will show the PIM number or revision date. Sections are identified by the cite number.
Changes to Chapter 8 of the APSPM and updated process flowcharts in other chapters are attached for
your convenience.

The APSPM, Chapter 14, Section 14.9a, items numbered 1 through 9, were inadvertently omitted
from Chapter 14 when it was uploaded to the DGS/DPS and eVA web sites on 7/1/02. Chapter 14 has
been corrected on the web site. Please make the appropriate change in your manual.

There have been severa changes to the Commonwealth of Virginia Vendors Manual, dated
December 1998. The changes have been incorporated into a web-based Vendors Manual and are posted
on the DGS/DPS web site at www.dgs.state.va.us/dps. The web site also identifies the changes made
and the effective dates of those changes in a separate Word document.

Appendix C contains a log in which to list the PIM number and date of revision. This letter and
the corresponding PIM #98-012 should be filed in the back of the Appendix C log.

Section Summary of Changes

Annexes 5-A, Flowcharts in Chapter 5, 6, 7, 8, and 9 are revised and updated with current
5-B, 5-C, 5-D, | references and process steps.

5-E, 5-F, 6-A,
7-A, 8-A, and
9-A.




8.2

Section 8.2 on Sole Source Procurements Over $10,000 isrevised. New sub-
sections aand b are included covering non-technology and technology sole source
procurements over $10,000.

Annex 8-C and
8-C-1

The Sole Source Procurement Approval Request form in Annex 8-C, #DGS-41-
080, is revised and should be used for non-technology procurements. Annex 8-C-1
contains a new Sole Source Procurement Approval Request form, #DGS-41-096,
and should be used for technology procurements. The forms are available for
download from the DGS/DPS web site www.dgs.state.va.us/dps under DPS Forms.
The Sole Source Procurement Instructions are revised to describe the process for
approval of sole source procurements by either DGS/DPS for non-technol ogy
procurements or DIT for technology procurements. Additionally, sole source
procurements of $100,000 or more must first be submitted to DTP for
recommendation prior to DIT’ s fina approval.

If you should have questions about the changes noted, please contact Nancy M. Davis at 804-
786-0323 or ndavis@dgs.state.va.us.




Annex 5-A

SMALL PURCHASE PROCEDURES (CODE OF VA § 2.2-4303G)
Small Purchase Process (up to $50,000)

As appropriate:
a.) CHARGE CARD PROCESS*
(5.2)
b.) SINGLE QUOTE PROCESS
(5.3, 14.5a & 14.5f)

THREE QUOTE PROCESS

(5.5 & 14.5b)

l——VYes

UNSEALED BIDDING
PROCESS

(5.6, 14.5¢ & 14.5f)

PURCHASE
REQUIREMENT
IDENTIFIED

$5,000 OR LESS?

OVER $5,000 TO

OVER $15,000 TO

specifications or
scope-of-work be

Yes

No

$15,0007?

No

$50,0007?

Yes

Can precise

prepared?

No ——

OVER $50,0007?
RETURN TO MAIN PROCESS
FLOWCHART

(Annex 3-A)

No—p|

UNSEALED PROPOSAL
PROCESS

(5.7, 14.5 ¢ & 14.5f)

PIM 98-012

"*NOTE: Use Charge Card
: Method for purchase of recurring,
: frequent Maintenance, Repair,
*and Operating (MRO) supplies/
' services, plus orders placed
.against DGS/DPS Term
" Contracts. Orders should be
. placed through eVA unless
' purchased over-the-counter using
. the Charge Card.



Annex 5-B

CHARGE CARD PROCESS
For Goods and Non-professional Services to $5,000

DETERMINE ]
REQUIREMENTS

Step 2

v

IDENTIFY
SUPPLIERS

Step 3

CONTACT
SUPPLIER/ PLACE
ORDER

Step 4

PAYMENT
PROCESSING

Step 5

!

Step 6

FOR
ASSISTANCE

-

PAYMENT ~ |-----------

Establish if requirement is for goods and non-
professional services less than $5,000.

Identify suppliers, plus Women-owned and/or
Minority businesses, if available, who accept the

- Commonwealth Purchasing Charge Card. List of

Virginia suppliers available from DOA - Nationwide
list available from Amex.

Pick up or call and electronically place order through
eVA. Enter essential information on log sheet for
pick-up purchases. Orders placed through eVA do
not need to be logged on a log sheet. Retain pick-up
slip, delivery ticket, or cash register slip with log
sheet.

Receive monthly statement of charges from AMEX.

| Compare with log sheet entries or eVA P-card report.

Identify cost entries to be charged, obtain
supervisor's approval.

Submit to Accounts Payable immediately. Contract
terms require payment within 30 days.

AMEX:  800-492-4979, xOption 1 (Payments)
804-225-2382 (General)

| DOA: 804-371-7804

DPS: 804-786-1074
L



Annex 5-C

SINGLE QUOTATION PROCESS

PIM 98-012

For Goods and Non-professional Services to $5,000

DETERMINE
REQUIREMENTS

Step 2

v

IDENTIFY
SUPPLIERS

Step 3

SELECT ONE
VENDOR & OBTAIN
QUOTE

Step 4

v

IF PURCHASING
SERVICE-
OBTAIN
FURTHER INFO

Step 5

v

ESTABLISH PRICE
REASONABLENESS

Step 6

PLACE ORDER

END

Establish need, location, quantity, etc., and
estimated cost. Check if available from a mandatory
source. (2.1)

Identify suppliers, considering Women-owned and
Minority businesses, if available, to satisfy the
requirement.

Call. fax or obtain quote through eVA e-mall. No
additional documentation is required if the quote is
obtained through the eVA e-mall. If phone quoting,

| keep record of item and service description, price

quote, delivery terms/times, FOB point, contact
name, and date quoted. Insure total freight, delivery,
shipping & handling costs are included in total cost.

If a service purchase, then consider following:

a.) If unsure, verify vendor's liability insurance if work
is to be performed on state owned/leased property.
b.) Verify applicable contractor's license.

c.) Reference checks.

If the price is not fair and reasonable, based on the
estimated cost, consider seeking additional
competition. Extensive research is not necessary;
weigh administrative costs vs product costs. (4.10) If
purchasing more than one item in the eVA e-mall,
see 14.5a.

Assign a Purchase Order #, or other control #, to cite
on vendor's invoice and place order; may or may not
be written. Orders through eVA will automatically be
assinged a DO - Direct Order or PCO - Purchase
Card Order number.
USE AMERICAN EXPRESS CARD WHEN
POSSIBLE.



Annex 5-D
PIM 98-012

THREE QUOTATION PROCESS
For Goods and Non-professional Services over $5,000 to $15,000

DETERMINE | Establish need, location, quantity, etc., and
REQUIREMENTS estimated cost.
Step 2

Identify and solicit a minimum of three valid sources;
IDENTIFY | expand to include two minority and/or women-owned

SUPPLIERS businesses, where there is adequate registration in
the commodity being purchased.

Step 3

Call. fax or obtain quote through eVA e-mall. If phone
guoting, keep record of item and service description,
price quote, delivery terms/times, F.O.B. point,
contact name, and date quoted. Insure total freight/
delivery costs are included in total cost. Each valid
e-mall response is a quote; include in bid tabulation
with other non-eVA e-mall quotes received (see
14.5b). Recommended forms in Annex 5-G, 5-H, 5-1.

OBTAIN QUOTES/
SELECT VENDOR

Step 4
|IF PURCHASING If a service purchase, then consider following:
SERVICE- a.) If unsure, verify vendor's liability insurance if work
------------ is to be performed on state owned/leased property.
OBTAIN b.) Verify applicable contractor's license.
FURTHER INFO c.) Reference checks.
Step 5
Award to lowest responsive and responsible bidder, if
price is fair. Assign a Purchase Order #, or other
PLACE  ~_ control #, to cite on vendor's invoice and place
ORDER written purchase order. Orders through eVA will
automatically be assinged a DO-Direct Order
number.




Annex 5-E PIM 98-012

UNSEALED BIDDING PROCESS
For Goods and Non-professional Services over $15,000 to $50,000

START

s Establish what is needed, when, where, quantity, etc.
Estimate cost to assess whether sealed, unsealed bids or
Quick Quotes should be solicited. Estimate is total value for
initial contract period and aggregate or sum of all phases, and

include all possible renewal periods.

DETERMINE
REQUIREMENTS

T
Step 2

+ —

Determine if requirement can be solicited using the fax back
form, Quick Quote, or by unsealed solicitation. Quick quote

may be used up to $30,000. Review appropriate lead times,
level of purchase authority, requirement for external agency
approval, site visit or pre-bid conference, specs or scope-of-
— work necessary. (See Chapter 4, Procurement Guidelines).

PLAN THE

PROCUREMENT
|

Step 3
—
* Identify a minimum of four valid sources (5.6 & 14.5f); expand tc
include four minority and/or women-owned businesses, if
IDENTIFY available. [3.10c(2)]. Post noticeover $30,000. Advertising in
SUPPLIERS - VBO is required over $30,000 (see 3.18).
r ..
Step 4 :— Use abbreviated IFB format up to $50,000 or Quick Quote to

v $30,000. Include statement of purpose, scope-of-

work/description of items, specifications, any appropriate or
PREPARE & ISSUE BIC applicable special requirements in the IFB. (Solicitation and

File Checklist, Annex 6-D). Include method of payment,

REQUEST or QUICK QUOTE e ] )
) pricing schedule, and any applicable attachments that assist to

I ~ clarify requirement (5.6). Solicit bids. For Quick Quote see
Step 5 14.5f.
(ontional)
SN Zn— L -
(Optional) An attendance roster must be signed by attendees if
: CONDUCT I the pre-bid conference is mandatory (4.3e). Addenda may be
| PRE-BlD I issued as necessary, or appropriate.
L 1
Step 6
v — Open, record, and tabulate unsealed bids on receipt. Quick
Quotes are tabulated after closing. To be considered, bids must
RECEIVE BIDS be received at stipulated location by date/time specified. (3.1e,
_ 5.6d)
I
Step 7 ~  A._Tabulate bids — Prepare tabulation form with vendors

solicited, prices, item/service descriptions, etc.

B. Determine responsiveness — Assess all bids to determine
ability to comply with the terms, conditions, specifications, or
EVALUATE BIDS any other factor that may make bid nonresponsive.

| C. Evaluate bids and determine responsibility — evaluate all
responsive bids to determine the low bidder and determine

\_ responsibility of low bidder.

Optional

| NOTICE
| OF INTENT : ....................................

Optional. Post for 10 days, if protest anticipated (4.12d,

| Annex 6-G).
B i
Optional
______ v _ Verify the vendor’s insurance coverage when work will be

performed on state owned or leased facilities or property. Obtain
an insurance certificate from vendor if you are unsure of proper

coverage..

Award contract to lowest responsive and responsible bidder.
Post Notice of Award for 10 days for awards over $30,000.
Use Notice of Award (Annex 6-H), Agency Purchase

Order (Annex 4-A), or eVA DO. Take necessary or
appropriate measures to initiate Contract Administration phase
of procurement (Chapter 10). All orders should be placed
L through eVA, to the fullest extent possible.

CONTRACT/
POST AWARD

END



Annex 5-F

UNSEALED PROPOSAL PROCESS
For Goods and Non-professional Services over $15,000 to $50,000

START

DETERMINE
REOUIREMENTS
T

Step 2

v

PLAN THE

PROCUREMENT

Stﬁp 3

IDENTIFY SUPPLIERS

I
Step 4

v
PREPARE INFORMAL

RFP or QUICK QUOTE
|

I
Step 5

v

ISSUE RFP or QUICK
QUOTE (TO $30,000)

Step 6 (optional)

RECEIVE AND

EVALUATE

Step 8

v
NEGOTIATE

[
Step 9

AWARD
CONTRACT/
POST AWARD

Step 10

v
END

Establish what is needed, when, where, quantity, etc. Estimate total
value of contract including aggregate or sum of all phases and
include all possible renewal periods.

Determine if requirement can be solicited using the fax back form,
Quick Quote, or by unsealed solicitation. Quick quote may be used up
to $30,000. Determine need for external approvals, preproposal
conference. Develop statement of needs in conjunction with the
requestor.

Identify a minimum of four valid sources (5.6); expand to include four
minority and/or women-owned businesses, if available [3.10c(2)].

Advertising in VBO is required over $30,000. Post notice (3.18).

Prepare informal RFP, using an abbreviated format or use Quick
Quote up to $30,000. Provide general description, evaluation
factors/weights used, general and special terms/conditions, and any

unique requirements (5.7).

Identify a minimum of four offerors; expand to include a minimum of
four minority and/or woman-owned businesses, if available.

Advertisement in VBO is required over $30,000. Publicly post RFP
over $30,000 on eVA web site under VBO ads ([3.10c(2)] & 3.18).

Quick Quotes do not need to be posted.

(Optional) An attendance roster must be signed by attendees if the
preproposal conference is mandatory. Issue addenda as necessary.

Proposals or Quick Quotes must be received by date/time specified.
Buyer may open and evaluate unsealed proposals upon receipt.
Conduct reference checks and/or inspections, as necessary (3.1e,

5.7).

Select top two or more offerors with whom to negotiate if using

unsealed RFP. Plan sessions and negotiate. Document negotiations.

Determine best proposal. Quick Quotes up to $30,000 are not
negotiated.

Verify insurance coverage, if desired. Issue Notice of Intent to Award
if a protest is anticipated, otherwise, post Notice of Award for 10 days
for awards over $30,000 (3.18c). Issue award document. Take

necessary or appropriate measures to initiate Contract Administration

phase of procurement (Chapter 10).

PIM 98-012



Annex 6-A
COMPETITIVE SEALED BID PROCESS (CODE

PIM 98-012

OF VA 88§ 2.2-4301, 2.2-4303A)

For Goods and Non-professional Services (Over $50,000)

START

/
Establish what is needed, when, where, quantity, etc.
Prepare cost estimate to assess whether sealed or unsealed
DETERMINE bids are to be solicited. The estimate is the dollar value for
REQUIREMENTS the initial contract period including the aggregate sum of all
T phases and possible renewal periods.
Step 2
+ N~
(  Determine appropriate lead times, level of purchase
PLAN THE authority, requirement for external agency approval, site visit
or pre-bid conference, the type of specs or scope-of-work
DPO(‘.IIPFI}\/IFNT necessary, efc.
N—
Step 3
+ IFB should include statement of purpose, scope-of-work/description of
items, specifications, general and/or special terms and conditions, any
appropriate or applicable requirements from the IFB Solicitation and
PREPARE IFB File Checklist (Annex 6-D), method of payment, pricing schedule and
any applicable attachments (see Step-by-Step Procedures, Annex
[ 6-B).
Step 4
i’ .
—
Identify and solicit six valid sources; expand to include four minority
ISSUE IFB
and/or woman-owned businesses, if available. Post on the eVA
I web site under VBO Ads. (3.10c(2) & (3), 4.29).
Step 5 ~
+ ~
Required if value is over $100,000. See 4.3e and Annex 6-E.
CON DUCT Conferences should not be mandatory unless the procurement is so
complex that conference attendance is necessary to understand the
PRE'BID requirements. IFB addenda may be issued as necessary, or
I appropriate (Annex 6-F).
—~
Step 6
RECEIVE BIDS 4[ Publicly open bids at date/time specified in IFB (see 3.1e).
T
Step 7 ~

v

EVALUATE BIDS

A. Tabulate bids — Prepare tabulation form with vendors solicited,
prices, item/service descriptions, etc.

B. Determine responsiveness — Assess all bids to determine ability to
comply with the IFB, the terms and conditions, other requirements, or
any other factor that may make bid nonresponsive.

-

Optional

CERTIFICATE

I OF INSUF\’lANCE

CONTRACT
POST AWARD

END

C. Evaluate bids and determine responsibility — evaluate all
responsive bids in accordance with evaluation procedures outlined in
the IFB to determine the low bidder. Award is made to lowest
responsive and responsible bidder.

Recommended if a protest or challenge is anticipated. If used

ensure 10-day posting period requirement is met. (3.18d).

Obtain certificate from vendor, if specified in IFB, and/or if you need
to verify coverage.

Issue award document. Annex 6-H or 4-A. Post Notice of Award for
10 days if Intent to Award was not posted. Post award notice on eVA
web site. Initiate necessary or appropriate measures to begin Contract
Administration phase of procurement (Chapter 10). All orders should
be placed through eVA, to the fullest extent possible.



Annex 7-A

PIM 98-012

COMPETITIVE NEGOTIATION PROCESS (CODE OF VA 88 2.2-4301, 2.2-4303C)

VPPA 2.2-4303. Agency head,
or designee, must document that
competitive sealed bidding is
neither practicable, nor fiscally
advantageous (7.2).

Use recommended State format,
Annex 7-B. Describe needs,
evaluation factors, terms and
conditions, and any unique
requirements. If over $100,000
see 3.10d.

Solicit six valid sources; expand
to include four minority and/or
women-owned businesses, if
available. Publicly post on the
eVA web site under VBO ads
and advertise the RFP in
newspaper (3.10 & 3.18.

Select 3-5 member evaluation
panel. Include buyer, or

someone, knowledgeable of |------------

VPPA, Vendors Manual, and
APSPM.

Optional. If specified in RFP, :
conduct pre-proposal

conference, and/or vendor visit | I
| CONFISITE VisiT|

of work site. If mandatory, an
attendance roster must be
signed by attendees (6-E, 7.2h).

Optional. Use to correct errors,

due dates, or communicate other :

changes to the solicitation !
(sample - 6-F). .

Open publicly if specified on
cover sheet. If not, open and

evaluate proposals after [~~~ 77777

stipulated time (3.1¢e).

Review proposals against
mandatory requirements. If
missing required information,
contact offeror. Allow opportunity
for them to provide information.

Provide detailed written
instructions, outlining specific
actions (7-B).

PREPARE
WRITTEN
DETERMINATION

Step 2

PREPARE
RFP

Step 3

v

ISSUE RFP

Step 4

SELECT
EVALUATION
PANEL

Step 5
(as required)

—— X _
PRE - PROPOSALI

Step 6
(as required)

—_——- e —
| ISsuE |
| ADDENDA |

RECEIVE
PROPOSALS

Step 8
v

REVIEW
PROPOSALS

Step 9
v

INSTRUCTIONS
TO PANEL

Step 10
(Optional)

N IPRESEN-TA'IIIONSI__ o

P ——— —

END

POST-AWARD
ACTIVITIES

Step 19
|

BONDS

Step 18

For Goods and Non-professional Services over $50,000

Step 17
]

REVIEW
INSURANCE
REQUIREMENT

| OFFERORS |
——x——
Step 15

(as required)

e — — — —

| PosT NOTICE |
OF INTENT TO ;

Step 14
(as required)

SCHEDULE/
CONDUCT
NEGOTIATIONS

A
Step 13

SELECT
OFFERORS/

Step 12
1

EVALUATE
PROPOSALS

#

Step 11

]

ORAL

'
......... -

Post award notice on eVA web site.
Initiate Contract Administration
phase, if appropriate. Assign in
writing, a Contract Administrator to
monitor contract (Chapter 10).

Obtain Performance and Payment
(P&P) Bonds prior to
commencement of work (3.2).

Issue award document.
(6-G, 6-H).

If insurance required in RFP,
agency may request certificate
prior to commencement of work if
unsure of contractor insurance
coverage (4.14).

Optional. Notify by letter of intent

6-H).

Optional. Post for 10 days, only if

protest anticipated (4.12d, 6-G).

Negotiate. Obtain written confirmation

of negotiated changes. Select offer
which in panel's opinion has made the

best proposal and award. If BAFO
language was used in RFP, may re-

score, and award. Include

documentation of negotiation in file
(7.4, 7-C).

Select top two or more offerors
based on panel score. Plan
negotiation strategy. (7-B, 7-C).

Evaluate and score proposals.
Review member evaluations.
Reference checks and inspections,
as required (7.3).

Optional - Oral presentations for

panel members wishing clarification
from offerors prior to formal scoring
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PIM 98-012
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PIM 98-012

Procurements Over $10,000. All sole source procurements over $10,000 must be approved by

either DGS/DPS or DIT, as specified in 8.2a or 8.2b below, using the appropriate Sole Source
Procurement Approval Request form found in Annex 8-C or 8-C-1, as applicable. Sole source
procurements that originally included a renewal provision, for which approva for multi-years
was obtained, do not need to be forwarded for approval until expiration of the term for which
approval was obtained. In addition, a memorandum must accompany the request form, which
addresses the following four points:

?

?

?
?

Explain why this is the only product or service that can meet the needs of the purchasing
agency.

Explain why this vendor is the only practicably available source from which to obtain this
product or service.

Explain why the price is considered reasonable.

Describe the efforts that were made to conduct a noncompetitive negotiation to get the best
possible price for the taxpayers.

Once written approval has been given, agencies and institutions are delegated the authority to
proceed with awarding the contract.

a. Non-Technology Procurements Over $10,000. All non-technology sole source

procurements and renewals over $10,000 must be submitted to DGS/DPS for review and
approval. A copy of the request form can be found in Annex 8-C. In addition, a
memorandum must accompany the request form, which addresses the four bullet points
noted below in 8.2b.

Technology Procurements Over $10,000. All sole source procurements and renewals for
IT products, IT services, and telecommunication products over $10,000 must be forwarded
to the Department of Information Technology (DIT). Any sole source technology
procurement $100,000 or more must be submitted to the Department of Technology
Planning (DTP) for review prior to being forwarded to DIT for final approval. A copy of the
request form can be found in Annex 8-C-1.



PIM 98-012
Annex 8-A

SOLE SOURCE PROCESS (CoDE OF VA § 2.2-4303E)
For Goods and Non-professional Services when competition is not practicably available.

DETERMINE R Establish what is needed, quantity, when, where, etc.,
REQUIREMENTS and estimated cost.
Step 2

Research vendors to verify that competition is
unavailable. Document steps to validate sole-source
option. Agency head, or designee, must approve
documentation justifying sole-source; stating facts
showing “anly one source practicably availahle *
(8.1). If over $10,000, see note #1, 2, & 3 below.

RESEARCH
VENDORS

Call fax or electronically obtain quote. If phone quoting,
keep record of item and service decription, price quote,
delivery terms/times, F.O.B. point, contact name, and
date quoted. Insure total freight/delivery costs are
included in total cost. If over $15,000 obtain written
quote.

SELECT VENDOR,
OBTAIN QUOTE

Step 4
v

IF PURCHASING
SERVICE-OBTAIN
FURTHER INFO

¢ . ider § .
a.) If unsure, verify vendor's liability insurance if work is
to be performed on state owned/leased property.

b.) Verify applicable contractor's license.

c.) Reference checks.

Step 5
Negotiatiolns lshall be conductled with the vendgr. Issues
CONDUCT for negotiation may be optl_mum price, dellvery_or
---------------- payment terms, start-up supplies, extended warranties,
) NEGOTIATIONS service, etc. Include documentation of the negotiation
Note: in files.
1. For non-technology purchases over l
$10,000, complete the Sole Source Step 6
Procurement Approval Request and +
send, with applicable attachments, to Reasonableness may be determined by contacting
DGSI/DPS (8-C) other users who have purchased same or similar goods/
ESTABLISH PRICE Feasonableness cannot be determined. solly: on the
2. For technology purchases over REASONABLENESs| T > ] TR o
$10,000, complete the Sole Source basis o_f percent dlsc_oun_t from Il_st. Documentation
supporting the determination of price reasonableness
Procurement Approval Request and must be part of the file (4.10).
send, with applicable attachments, to |
DTP. (8-C-1). Step 7
3. For sole source purchases over
$30,000 a Notice of Award must be
publicly posted on the eVA web site
(see 3.18), and verification of posting AWARD
must be included in file. L eeeeeeeaaaa Issue award document (8-D). See note #3.
ORDER
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PIM 98-012

Annex 8-B

SOLE SOURCE CHECKLIST

Written determination signed by the agency head or designee.

Approval for sole source procurements over $10,000.

a.  Approval from DGS/DPS for non-technology procurements.

b. Approva from the Department of Information Technology for IT products, IT services,
and telecommunication products and services. For sole source procurements that are
$100,000 or greater, a recommendation for approval must first be obtained from the
Department of Technology Planning (DTP). After DTP s review, DTP will forward the
sole source forms to DIT for final approval.

Noncompetitive negotiation shall be conducted. The file shall include the results of the
negotiations.

Evidence that a determination of price reasonableness was conducted.
Sole source notice of award posted for purchases over $30,000.

PO or contract issued.
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DGS 41-080
(Rev. 7/02)

Annex 8-C

Sole Sour ce Procurement Approval Request
Non-Technology Goods and Services

All requests for non-technology sole source purchases must meet the criteria established under § 2.2-4303 E. of the Code of
Virginia. The agency head must sign this form. The Department of General Services/Division of Purchases and Supply
(DGS/DPS) must review and approve all non-technology requests exceeding $10,000 before issuance of any contract or
purchase order. In addition, the agency must also (1) assign an identifying number to the request, (2) attach a brief
description of the contract, and (3) attach the sole source justification in accordance with the instructions contained in Annex
8-C, Agency Procurement and Surplus Property Manual.

Agency Code Request Number Date

Agency Name
Agency Head Signature
Print Agency Head Name

Contact Person Telephone Number
Total Amount of Sole Source $ Facsimile Number
Commodity Code Description

Division of Purchases and Supply

O Approved  ?

O Disapproved

O Moreinformation needed (specify and return to agency) ?
Signature Date

Note: This form must be filed with the contract/purchase order. Agencies and institutions are delegated authority to make
contract award after appropriate approval. (Purchase using noncompetitive negotiation.)



PIM 98-012
DGS-41-096
(7102)

Annex 8-C-1

Sole Sour ce Procurement Approval Request
Technology Goods and Services

All requests for sole source purchases must meet the criteria established under Section 2.2-4303 of the Code of Virginia. The
agency head must sign this form. The Department of Information Technology must review and approve all 1T products, IT
services, and telecommunication products requests before issuance of any contract or purchase order. If the request is
$100,000 or greater, then the Department of Technology Planning must review the request. The agency must also (1) assign
an identifying number to the request, (2) attach a brief description of the contract, and (3) attach the justification for the sole
source request.

Agency Code Request Number Date

Agency Name

Agency Head Signature

Print Agency Head Name

Contact Person Telephone Number
Total Amount of Sole Source $ Facsimile Number
Commodity Code Description

Information Technology-Related Request
All sole source requests over $10,000 for IT products, IT services, and telecommunication products must be reviewed by the
DIT. Additionally, all sole source requests $100,000 or greater must be reviewed by the DTP.

O DTP Recommended Approval ?

O DTP Recommended Disapproval

O Mor e information needed (specify and return to agency)

Sig?\ature Date

] DIT Approval ?

O DIT Disapproval

O Moreinformation needed (specify and return to agency) ?

Signature Date

Note: This form must be filed with the contract/purchase order. Agencies and institutions are delegated authority to make
contract award after appropriate approval. (Purchase using noncompetitive negotiation.)
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SOLE SOURCE PROCUREMENT INSTRUCTIONS

It is the policy of the Commonwealth of Virginia that contracts be awarded on a competitive basis and that
the use of a sole source procurement must be limited to those instances where only one source is
practicably available.

Sole source requests must contain a memorandum from the purchasing agency that addresses in a direct and concise manner
the following four points (by number and in order):

1 Explain why thisisthe only product or service that can meet the needs of the purchasing agency.

2, Explain why thisvendor isthe only practicably available source from which to obtain this product or service.

3. Explain why the priceis considered reasonable.

4, Eixescrit;esthe efforts that were made to conduct a noncompetitive negotiation to get the best possible price for the
payers.

Agencies must use the appropriate Sole Source Procurement Approval Request form, either 8-C or 8-C-1, as the cover
routing form for all sole source procurements. Complete the “Agency” portion of the appropriate form and forward the sole
source procurement request to the appropriate organization for review and approval action:

Sole source procurement requests that exceed $10,000 and are not related to information technology shall be forwarded
directly to the Division of Purchases and Supply.

Sole source procurement requests for IT products, I T services, and telecommunication products that exceed $10,000 shall be
forwarded to:

Department of Technology Planning
Suite 135

110 S. 7" Street

Richmond, Virginia 23219

Or e-mail to:
Pir@dtp.state.va.us

Or fax to:
804-786-1940

The Department of Information Technology approves all IT sole source procurements over $10,000. Additionally, the
Department of Technology Planning must review all IT procurements $100,000 or greater. Agencies need only submit sole
source forms once for both DTP review and DIT review and approval.

Questions one through four (noted above) and their respective answers must be submitted with the Sole Source Procurement
Approval Request.



Annex 9-A

EMERGENCY PROCUREMENTPROCESS (CODE OF VA 2.2-4303F)
For Goods and Services

Assess Nature
Of Emergency

Step 2

\ 4

Contact
Vendors

Step 3

EVALUATE
QUOTES

Step 4

!

IF PURCHASING
SERVICE-
OBTAIN INFO

Step 5

AWARD  p-----

Step 6

a. PERSONAL SAFETY/PROPERTY IN DANGER -
Locate a source, obtaining as much competition as is
practicable and direct vendor to proceed. Agency may
exceed delegated authority without DGS/DPS approval.
Agency head, or designee, must document and approve
basis for actions taken and rationale for vendor selection.
Issue award document. If over $30,000 publicly post
award notice on eVA web site (see Step 7).

b. OTHER EMERGENCIES- Proceed to Steps 2-8.

Competition should be sought to the maximum extent
practicable. Call, fax, or electronically solicit. Fax back
form may be used (Annex 5-1). If phone quote, keep
record of item/service description, quote price, delivery
terms & times, F.O.B. point, contact name, and quote
date. Insure freight and delivery costs are included in

determining total cost.

Evaluate quotes. If only one price is received, price
reasonableness should be determined (see 4.10).

If a service purchase, then consider following:
a.) If unsure, verify vendor's liability insurance if work is to

be performed on state owned/leased property.

b.) Verify applicable contractor's license and note the
license number on telephone quote sheet (under
$15,000).

c.) Conduct reference checks.

Select contractor. Urgency may necessitate a verbal
order followed by issuing an award document. Obtain

all agreements in writing.

DOCUMENT
THE ~ f-------
SELECTION

Step 7

POSTING
REQUIREMENT

Step 8

¥

INVOICE
APPROVAL

END

Agency must document basis for emergency actions
taken, and rationale for vendor selection. Document
must be signed by Agency head, or designee. (9.3a)

If value exceeds $30,000, publicly post on eVA web site
for 10 days, stating that contract is being awarded on
an emergency basis, identify what is being purchased,
the contractor selected, and the date the contract was,
or will be, awarded (9.3b).

Research and challenge all charges appearing
unreasonable. Hold challenged invoice in abeyance,
pending final settlement. When invoice is received
without complete price agreement, inform vendor that
final payment is contingent on determination of price
reasonableness of all invoiced charges. If settlement is
not reached, advise vendor to process claim in
accordance with Vendors Manual procedures.
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