WEST VIRGINIA DEPARTMENT OF EDUCATION
PURCHASING PROCEDURES
Revised 5/24/2010

GENERAL INFORMATION

State purchasing regulations governing the use of public funds require special procedures for the acquiring of goods or services by a state agency.  There can be substantial penalties assessed against employees personally for violations of these procedures.  See Section 1.11 of the Purchasing Manual (http://www.state.wv.us/admin/purchase/Handbook/default.htm).  Copies of Purchasing forms (denoted with ‘WV-X’) can be found in Appendix B of the Purchasing Manual; requested from the Fiscal Office; or downloaded from various links available on the Office of Internal Operations web page (http://wvde.state.wv.us/internaloperations/).  As forms may change without any notice, you should always access the webpage for the most recent version of forms.  The Office of Internal Operations generally requires the current version of forms be used and may require that non-current forms be redone before being accepted for completion.
VENDOR REGISTRATION

Any vendor wishing to do business with the Department must be registered with the West Virginia State Purchasing Division (Purchasing) [WV Code '5A-3-12].  This is accomplished through the proper completion of the current version of forms WV-1 or WV-1A containing original signatures.  Additionally, before any type of payment can be processed to a vendor they must also complete a current W-9 form which is available from the IRS web site.  Please see the Procedures section of the Office of Internal Operations web page for further information.

STATEWIDE AND AGENCYWIDE CONTRACTS

For purchases of items on these types of contracts, properly complete form WV-39 Release Order.  A contract listing is available at the Purchasing web site (http://www.state.wv.us/admin/purchase/swcframe.htm).  No bidding requirements are necessary, as this has already been completed during the contract’s approval process.  If you are utilizing one of these contracts for the first time or are unsure of the proper procedure, contact David Tignor (extension 53421) or Audrey Graham (extension 53416) for further information.

STATEWIDE TEXTBOOK ADOPTION LISTS

For purchases of resources listed on the State of West Virginia Official Multiple Listing of Instructional Materials complete a WV-39, Release Order.  A listing is available on the Department’s web site (http://wvde.state.wv.us/materials/multiple.html).  No bids are necessary, as these purchases are exempt under West Virginia Code §5A-3-1.  Please enter this code section on the WV-39 form on the line referencing the Statewide or Agency-wide contract number.

DELEGATED AUTHORITY -- $25,000 LIMIT

The Department of Administration [DOA], Purchasing Division Legislative Emergency Rules and Regulations '148-1-7.2, establishes a limit of $25,000 or less, and delegates the authority for making certain purchasing decisions to the agency.  Any purchases in excess of this amount must be processed by Purchasing. Stringing purchases to circumvent established limits are prohibited.

The $25,000 limit shall be determined based on any of the following conditions:

1. A one-time payment of more than $25,000.

2. Monthly payments of approximately $2,083.33 or more for twelve (12) consecutive months.

3. Periodic payments made in any dollar amount as long as the total amount is more than $25,000 in a twelve (12) month period.  The twelve (12) month period begins with the effective date of the contract.

BID REQUIREMENTS

LESS THAN 2,500:
Competitive bids are not required but are encouraged.  A properly signed and approved purchase order or agreement is required before the order can be placed.  A Purchasing Affidavit should be completed and attached with the bids and purchase requisition.

$2,500 to $4,999.99:
Obtain a minimum of three (3) verbal bids.  Document and record all

bids for public record on Form WV-49 Bid Quotation.  All relevant sections of the form must be completed and signed by the person completing the form.  An approved purchase order or agreement is required before the order can be placed.  A Purchasing Affidavit should be completed and attached with the bids and purchase requisition.

$5,000 to $9,999.99:
Obtain a minimum of three (3) written bids.  Form WV-43 Request 

for Quotations should be used for documenting the bids.  Since a 

“No Bid” is not considered a bid, the quotation request should be 

sent to more than three vendors to assure the minimum requirement

is met.  As an alternative procedure when there is the possibility of having less than three bidders, sealed bids may be solicited with a date and time certain identified.  At the expiration of that date and time, only bids properly submitted may be evaluated.  An approved purchase order or agreement is required before the order can be placed.  A Purchasing Affidavit must be completed and attached with the bids and purchase requisition.

$10,000 to $25,000
Properly define the project and prepare a draft of specifications the desired vendor would need to meet to complete the project.  Also determine vendors able to complete the project and submit a list (of at least three of these organizations) consisting of the organization name, an individual’s contact name, address, telephone and fax numbers and email addresses.  Contact the Procurement Officer in the Office of Internal Operations regarding the next procedures to follow in this process.  Allow for at least two weeks for the advertisement of the project and adequate time after bid opening for the award to be completed.
PURCHASES OVER $25,000
As these purchases exceed the Department’s delegated authority limits, Purchasing is responsible for this process.  Thus, the Department only initiates the process by communicating the need for a good or service to Purchasing on a WV-35 Purchase Requisition form.  From that point on, Purchasing will be responsible for advertising, solicitation, and receipt of bids.  After evaluation by the Department, Purchasing recommends an award which is then approved “as to form” by the Attorney General’s Office (AG’s Office).  The process is completed upon Purchasing’s issuance of a purchase order.  At no time during this process, unless at the request of the direction of Purchasing, may the Department communicate with bidders regarding the award.

The average time required to prepare, solicit, evaluate, and make an award is six weeks.  Depending upon other requirements, including pre-bid conferences or pre-qualification of bidders, the time may be longer.  The required forms for purchases exceeding $25,000 can be found in Appendix B of the Purchasing Manual; requested from the Office of Internal Operations; or downloaded from links available on the Office of Internal Operations web page.
A Request for Proposal (RFP) is a type of solicitation for a good or service expected to exceed $250,000 and allows for an evaluation of bids to be based not only on cost but also on a pre-determined and defined set of qualitative criteria.

FORMS

All forms are available from the Office of Internal Operations or downloadable from various links on the Office of Internal Operations web page (http://wvde.state.wv.us/internaloperations/). Listed below are the allowable forms and instruction on which one to use in a given situation.

More than $25,000

· WV-35 Purchase Requisition – request for goods or services anticipated to exceed $25,000.  Must be properly completed by the Department before being forwarded to Purchasing.  If purchase will be for goods, then a quote, price list, or order form containing the vendor’s original signature must accompany the requisition.

· WV-39 Release Order – form used to order items covered by a statewide contract or exempt from the approval of the Purchasing Division.

· WV-48 Agreement – contract, generally for services, in excess of $25,000, between vendor and the Department.  Will accompany the purchase requisition and may require an agreement questionnaire.  Under these contracts, travel will not be reimbursed by the Department.  The vendor shall bear the responsibility of these expenses and it shall not be separately identifiable on any subsequent payment documents, such as an invoice.

· WV-50 Agreement Questionnaire – form which must be completed and attached to any procurement which was not conducted through a competitively bid process.  The form establishes both the need for and rationale behind selection of a vendor.

· WV-96 Agreement Addendum – required when a vendor’s contract contains terms and conditions.  It modifies any terms which are contrary to the West Virginia Code.

· Purchasing Affidavit – must be signed by vendor attesting that they do not owe the State of West Virginia an amount exceeding $1,000.

$25,000 or less
· ED-48 Service Agreement – contract, usually for services, between vendor and the Department.  All purchases not competitively bid require an agreement questionnaire.  Preferrably travel reimbursements will not be paid under these arrangements.

· ED-47 Stipend Contract – agreement between the Department and vendors which is used when the vendor is not performing a service for the Department.  These fees are typically paid when a vendor is being educated or trained by the Department.  Travel expenses may be reimbursed under these types of agreements.

· WV-39 Release Order – form used to order items covered by a statewide contract or exempt from the approval of the Purchasing Division.
· ED-1 Purchase Order – request for goods or services which will cost $25,000 or less.

· Purchasing Affidavit – must be signed by vendor attesting that they do not owe the State of West Virginia an amount exceeding $1,000 if the dollar amount of the contract equals or exceeds $5,000.  Affidavit is optional if less than $5,000. 
Other types of forms, no specific dollar amount

· TMO 3.0 Hospitality – form required when any type of hospitality event is planned, excluding agreements when only temporary space is desired (see WV-15).

· WV-15 Request for Temporary Space – form required when the only expense to be paid will be room or facility rental.  Must be pre-approved by the Real Estate Division.
EMERGENCY PURCHASES

Unforeseen needs that require immediate action to protect human life and/or to prevent loss or damage of government facilities may be processed by emergency purchasing procedures.  Hard-ship situations created by improper planning or neglect will not be considered sufficient grounds for an emergency purchase.  When an emergency situation occurs during normal business hours, verbal approval of the State Purchasing Director must be obtained prior to making a purchase or execution of any work by the vendor.  A written explanation must be provided immediately via facsimile including estimated cost.  Furthermore, the Department’s Office of Internal Operations must be notified of the emergency purchase.  If an emergency occurs after business hours, on a holiday or weekend, the state agency may proceed with the emergency purchase and provide immediate written justification of the action to the State Purchasing Director on the first working day following the emergency.  Furthermore, the bid requirements and forms listed above must be documented and attached to the purchase requisition and submitted to the Office of Internal Operations on the first working day following the emergency.  For additional information, please consult the Public Purchasing Procedures for Declared Emergency Situations (issued 1/10/03) or contact Phillip Uy (extension 53411) in the Office of Internal Operations.

LEASES
All lease agreements must be pre-approved by the Real Estate Division of the Department of Administration.  Please call the Office of Internal Operations or Phillip Uy (extension 53411) before entering into any lease agreement.

DIRECT PURCHASES
The vendor must include a statement with the bid that they are the sole source of supply.  The original signed bid from the vendor must include the product description, terms, FOB point of shipment, and the price.  The quotation must be attached to the purchase requisition.  A Purchasing Affidavit needs to be completed by the vendor.  For purchases over $25,000, the Department must complete and advertise an Intent to Award Sole Source with the Purchasing Division before any contract may be submitted to Purchasing for approval.  Two letters:  a letter of justification and a letter verifying the vendor’s assertion that the vendor is a sole source supplier must accompany the procurement documents to the Purchasing Division.

An original signed agreement must be obtained from the sole source vendor which describes the services to be performed, the dates of services, and the price.  Depending on the amount of the purchase, either a WV-48 or ED-48 Agreement should be completed for the services needed.  A vendor’s agreement is acceptable as long as there is a completed WV-96 Agreement Addendum attached.  The WV-96 must have original signatures from the same person signing the agreement form WV-48.  A WV-50 Agreement Questionnaire must be completed for all contracts not competitively bid.

PRINTING AND BINDING

Printing and binding services to be performed outside the Department’s print shop must be approved by the Director of School Community Relations.  No printing or binding job may be submitted to the open market without first obtaining a letter of refusal from Correctional Industries.  After approval is obtained for use of an outside printing vendor, the estimated total cost of the job will determine the bid requirements.

FREIGHT TERMS

F.O.B. Shipping Point means the Department assumes responsibility for all damages or losses while the merchandise is in transit.  If damages occur to the merchandise in shipment, the Department must file a claim with the carrier.  F.O.B. Destination means the vendor assumes responsibility for damages or losses while the merchandise is in transit.
APPROVAL AND PROCESSING PROCEDURES

Purchase requisitions/agreements of less than $2,500 must:

1. state the name of the originator;

2. be signed by the Office Director or Division Chief;
3. be sent to the Office of Internal Operations with required documentation outlined above.

4. be approved, assigned a commitment number, and mailed to the vendor by the Office of Internal Operations.  It is preferred that all documents be complete and final before submission to the Office of Internal Operations.  However, in limited circumstances, agreements may be returned to the originator for missing information.

Purchase requisitions/agreements greater than $2,499.99 or less than $5,000 must:
1.  state the name of the originator;


2.  be signed by the Division Chief or the Superintendent of the Office of Institutional Education;

3.  be sent to the Office of Internal Operations with required documentation outlined above;

4.  be approved, assigned a commitment number, and mailed to the vendor by the Office of Internal Operations.  It is preferred that all documents be complete and final before submission to the Office of Internal Operations.  However, in limited circumstances, agreements may be returned to the originator for missing information.

Purchase requisitions/agreements greater than $4,999.99 must:
1.  state the name of the originator;


2.  be signed by the State Superintendent or Deputy State Superintendent;

3.  be sent to the Office of Internal Operations with required documentation outlined above;

4.  be approved, assigned a commitment number and mailed to the vendor by the Office of Internal Operations.  It is preferred that all documents be complete and final before submission to the Office of Internal Operations.  However, in limited circumstances, agreements may be returned to the originator for missing information.  Purchase requisitions or agreements in excess of $25,000 are hand delivered by the Office of Internal Operations to Purchasing.  

NOTIFICATION OF APPROVAL

Once purchase requisitions ($25,000 or less) have been approved and assigned a commitment number, they will be available for pickup in the Office of Internal Operations.  Approved purchase orders will be denoted with a commitment number.  The commitment number will be your notification of acceptance and approval by the Office of Internal Operations.  Copies of requisitions (over $25,000) approved by Purchasing will be sent, by the Office of Internal Operations, to the originator upon receipt from Purchasing.  Please call the Office of Internal Operations or Phillip Uy (extension 53411) if you are not receiving copies of your approved documents.

SPECIAL ACQUISTIONS

Acquiring some goods or services require special treatment.  Please refer to the Office of Internal Operations or Phillip Uy (extension 53411) for purchases falling into the following categories:

Architectural/Engineering projects

Maintenance Agreements
Telecomm Systems
Capital Improvements to buildings

Piggybacking Contracts
Textbooks (Educ)
Data Processing Equipment and Software
Prevailing Wage Rates
Vehicles
Design Services/Consultant


Professional Services
Grants





Rentals
Legal Services




Resale Items
OFFICE OF INTERNAL OPERATIONS

The Office of Internal Operations is staffed by the following individuals.  Their respective areas of responsibility are listed below.

ASSOCIATE STAFF

Teresa Conner
and Sandy Jones
Payroll and Time Cards

Pat Cox



Grants and Revenues

Mary Townson


Title I Grants and Revenues

Brandy Humphrey


Cash Management, Federal Reporting

David Tignor and Audrey Graham
Purchasing, Purchasing Card, Fleet Management, Building Maintenance, Purchase Order and Agreement Approvals

Diane Hill



Child Nutrition Claims and related Cash Management,






Federal Reporting

Michael Davis



Accounts Payable, Payment of Hospitality Invoices without travel (overnight stays), Issues Receipts for Deposits

Claudia Jones



Payment of Hospitality Invoices with travel, Payment of Travel Expenses, Registration Fee Approvals, Consultant Travel Approvals

Mary Ellen Walker


Meeting and Event Planner, Hospitality Approvals

Christina Short


Data Entry, Invoicing
Mendy Woodrum


Child Nutrition Claims, Data Entry

Diana Lightner


Vocational Grant Accountability
Karen Bailey



Scanning and File Retrieval System, Inventory
Lynda Nagy



Federal Programs

PROFESSIONAL STAFF

Terry Harless



Budgeting, Legislature, Special Needs

Phillip Uy



Supervisor, Purchasing, Inventory, 1099 Forms

Cindy Burkhamer


Vocational Requests for Funding, Cash Management

Janice Hay



Federal Programs, Payroll, Late Payment Notices
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