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MISSION AND VALUES OF THE MATERIEL MANAGEMENT DEPARTMENT

Our missionis to provide innovative, valdadded procurement and property control solutions and
services which:

Anticipate our customers' needs;

Exceed our customers' expectations;

Foster strong, continuing relations with our stake holders;

Develop excellent business deals;

Save tax dollars;

Position Old Dominion University as a leader in promoting the socioeconomic interests of the
Commonwealth.

=A =4 =4 4 -4 =4

Our valuesare:

I ﬂteg rltyn.sistently honest and fair conduct in business and personal dealings.

P rOfeSS | O maui&m:attitude that promotes and reinforces positive interactions

conducive to producing quality work.

C U StO m e r S@JTMI@ ee..eting, and exceedingstomer needs.
Leg al ”-Ay]..erence to the law in all decisions.
ACCO U ntablkhtiyr:sonal responsibility for what we do to ensure that our actions reflect

the best interests of the University.
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CHAPTER ONE: PROCUREMENT AUTHORITY AND RESPONSIBILITY

OVERVIEW
Applicable laws and regulations:

The Materiel Management Procurement Manumlentifies policies which govern the
procurement of goods, services and construction for the Universitiie purpose of this
manual is to flesh out and expand upon thew dzfl §/aRhe Bligher Ed Manuéland to
provide guidelines for the University in carrying out the procurement of goselwjces and
construction for the University.

Old Dominion University is governed I8ubchapter 2 of the Restructured Higher Education
Financial and Administrative Operations Act, 83838 et seq. of the Code of Virginia and
Chapters 824 and 829, AatAssembly, 20Q&pecifically the Rules Governing Procurement

of Goods, Services, Procurement and Construction by a Public Institution of Higher Education
OawdzZ Saéox 0KS a S Y anhJ bgtiRden tBeF Univessify Sand (they R
Commonwealth, and is sulasttially in compliance with th&€Commonwealth of Virginia
Purchasing Manual for Institutions of Higher Education and their Venbersinafter

NB F S NNEhR Higher Ed Manual

The Director of Materiel Management shall have such procurement authority as delegated
by the President or Vice President of Administration and Finance in accordance with
University Polict500¢ Authority for Signing Contragt

A. Delegated Authority:

i.  General Purchases
The Director of Materiel Management will have the unlimited authority to
execute (a) purchase orders, (b) service oriented maintenance contracts, and
(c) hotel acommodationand related service agreements.

ii.  Construction
The Diretor of Materiel Management may exeaitconstruction contracts
that do not exceed $250,000.

iii. Goods & Services, N@onstruction
The Director of Materiel Management may execute fgamstruction goods
and services related contracts that do not exceed $500,000.

iv.  Sole Source & Emergency Procurements

¢KS S5ANBOG2NI 2F al GSNASE al yl3sSySyd Yl &
d2dz2NOS¢ YR aSYSNHSyOeé¢ LINRBOAzNBYSyGa GKI

B. Exceptions tdelegation of Purchasing Authority
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Vi.
Vii.

i. The Director of Materiel Management may not execute change orders for any
construction purchase orders or contracts that involve monetary increase.

ii. The Director of Materiel Management may not execute contracts or decum
for the conveyance or acquisition of free interests in real estate.

iii. The Director of Materiel Management may not execute or obligate the University
with respect to employment contracts of University employees. (The Director of
Materiel Management mayhowever, execute contracts for the employment of
personnel on a personal service contract for specific consultant type activities).

iv. The Director of Materiel Management may not execute Lease Agreements or
other documents of behalf of Old Dominion Univeysitetween it, The Virginia
College Building Authority, Signet Trust company as Trustee and the
Commonwealth of Virginia.

v. The Director of Materiel Management may not execute contracts of behalf of the
University to establish special tuition contracts.

TheDirector of Materiel Management may 4a@elegate this authority to those deemed
appropriate and in the best interest of the University.

Budget Unit Directors may be granted authority as follows:

i. NoneVA users may be granted up to $1,000 by ukingted Rirchase Orders.

ii. eVA Users may be granted up to $2,000 for-eontract purchases and up $5,000
for contract purchases. Departments that have special needs may be granted
authority in excess oéfore stated limits as authorized by the Director of Materiel
Management.

SmallPurchase Charge Card (SPCC) holders are delegated individual levels of authority,
up to the cardholde® limit, for acquisition of goods and services as described in this
manual. (See procedures Chapter Ten)

All personnel holding delegated purchasing authosityll be responsible for usirigat
authority in conformance with the policies and procedures of this manual.

7 A

¢KS wdzZ Sa F20SNYAYI (GKS ! yAOSNEAGE QA LINE OdzNB®

Obtain highquality goods and servicgs
All procurement procedures be conducted in an open, fair and impartial manner
with avoidance of any impropriety or appearance of impropriety;

Pt ljdzr t ATASR OSYyR2NBR KI @S | O0Saa G2 GKS

arbitrarily or capriciously excluded;

Seek competition to the maximum practical degree, taking into account the size of
the anticipated procurement, the term of the resulting contract and the likely extent
of competition;

procurement procedures involve epness and administrative efficiency;

The rules governing contract awards be made clear in advance of the competition
Specifications reflect the procurement needs of the purchasing body rather than
being drawn to favor a particular vendor;
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viii.  Purchaser and velor freely exchange information concerning what is sought to be
procured and what is offered.

The Department of Materiel Management is authorized to procure goods, services and
constructionas required by th&Jniversity.

The Director of Materiel Managemeigtresponsible fothe interpretation ofthe Manual.

Page7



CHAPTER TWO: PROCUREMBMNRVIEW

BACKGROUND

ThedRules32 SNy Ay3 (GKS | yAGSNAAGEQA LINRPOAdNBYSydGa |
University shall

B. Seek competition to the maximum practical degree, taking into account the size of the
anticipated procurement, the term of the resulting contract and the likely eixte#
competition;

C. Conduct all procurements in an open, fair, and impartial manner and avoiding any
impropriety or the appearance of any impropriety;

D. Make procurementt w dzfcl&aéig advance of any competition;

E.t NPGARS I 0O0Saa (2 tdaMQualified vediSrdlErhdjan®2ad o0dzaAy Saa
contractors, with no potential bidder or offeror excluded arbitrarily or capriciously,
while allowing the flexibility to engage in cooperative procurements and to meet special
needs of the University;

F. Ensure that speddations for purchases are fairly drawn so as not to favor unduly a
particular vendor; and

G. Provide for the free exchange of information between the University, vendors, firms, or
contractors concerning the goods or services sought and offered while phegehe
confidentiality of proprietary information.
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II. PROCUREMENT CYCLE

The general flow is outlined below describing the role of Blepartmentand Materiel
Managementhoughrout the procurement cycle.

Department

Recognizethe need for goods/services

Ensures adequate funds are budgeted
Develops specifications for the goods/services
Submits a requisition to Materiel Management i
iKS ySSR SEOSSRa @KS
purchasing authority.

Materiel Management
Reviews specifications for completeness and accuracy
Determines the procurement method
Solicits and evaluates quotations, bids or proposals and
makes an award
Issues a Purchase Order or contract

Department

Administers the contracd2 YL Al yOS 6AGK (KS
Administration Policy and Procedures

Determines when an asset is no longer of use or vahdesubmits
appropriate disposition request to Materiel Management

Materiel Management

1 Reallocates odisposes of surplusquipment
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CHAPTER THREBRYaM

The University develops and submits a University SVPd on an annual basis. The plan is

executed by the President or designee and is submitted to the Secretary of Administration,

Secretary of Education, and Department of Minority Business Enterprise. All individuals with
procurement authority shallconfpe ¢ A G K (GKS ! yAGSNERAGE&Qa {2la tfly

Prior to the issuance of any purchasing authority, eVA, SPCC, or LPO, employees must complete

an online SWaM Training located at http://www.odu.edu/af/materiel/training/.The purpose of

the Old Dominion University SmallomenOwned and MinorityOwned (SWaM) program is to

increase opportunities, participation and contract awards B@partment of Minority Business

Enterprise (DMBE) certified SWaM businesses in order to achieve the Commonwealth of
+tANBAY ALl Qa ¢én’Boad o8\dskaor apgroval, lAld Dominion University registers an

Fyydz- £ {2la tflty gAGK GKS /2YY2ygSI{ftOidK 2F ANHAY
SWaM Plan is monitored by the state and compliance with our plan can directly affect our level

of purchasing authority. The most recent SWaM Plan can be found on the Policy page of the

5SLI NIYSyld 27F al (SN Stittp:/avivwy.ddEesvaSyaie@ipolg@o a A G S |

2 KAES (KS iregtihpdasBsiwite OMBE Fgistered SWaM vendors are counted
toward our SWaM goal, the SWaM spend by University subcontractors is also reportable. The
University has developed language that requires bidders and offerors to provide their proposed
plan of ntent to utilize SWaM businesses during the performance of the contract. (See
Attachment A) This information is required with bid/proposal submittals or as requested by the
procurement officer. No contract will be awarded unless this information isigeoyv

The University requires closrit reports from all vendors that have been awarded contracts
indicating intent to utilize SWaM businesses as subcontractors during the performance of the
contract. These reports indicate the amount of spend to SWakidors by the appropriate
category. Reports are collected by the Department of Materiel Management. The University
may deem the vendor to be in breach of contract and may withhold final payment or a part of
the retainage should the vendor fail to proeidequired reports.

l. SWaM Business Outreach
The University will:

1 participate in SWaM Vendor Fair opportunities whichyinclude but is not
limited to the following:
o annual SWaMFesponsored by the Virginia Association of State Colleges
and University Purchasing Professionals (VASCUPP)
0 Virginia Business Opportunities Fair sponsored by the Virginia Minority
Supplier Development Council (VMSDC)
Black Expo sponsored by Black Pages USA
o City ofVirginia Beach Minority Business Council Expo

o
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http://www.odu.edu/af/materiel/polproc/

o Power Breakfast and Profits in Partnerships Luncheons sponsored by
VMSDC

Identify and encourage SWaM vendors to:

0 registerin eVA

register as a SWaM vendor with DMBE

meet centralized and decentralizgdirchasing staff

participate in vendor fair opportunities

better understand University and Commonwealth procurement laws,
policies and procedures

O O oo

conduct a SWaM/Procurement training program for ailhjor decentralized
buyers to betterunderstand andaichieve SWaM goals.

G2N] G6A0GK GKS ' YyAGSNBERAGEQA LINRAYS 02y i NI (

opportunities, partnerships and joint ventures with certified SWaM firms.

expand efforts with major University contractors to capture Tier || SWaM
expenditures.

communicate and identify supplier diversity opportunities, mentor new
vendors, make referrals, capture and monitor utilization results.

reach out to alumni business owners to provide information regarding DMBE
certification and future business opporturgs.

work with Department of General Services, Department of Minority Business
Enterprise and others to obtain supplier diversity training for its procurement
employees, and to develop new ideas to enhance SWaM involvement in
procurement processes.

comg NI 0KS Iy A-c@@fidd Avandld® a dataiaset With the
Commonwealth of Virginia Department of Minority Business Enterprise (DMBE)
database and identify self certified vendors who are not DMBE certified. Mail
information to these vendors encouraginthem to complete the DMBE

OSNIAFAOFIGAZ2Y LINRBOSaa Ay |y STFF2NI (G2 VY?
spend to DMBE SWaM certified vendors.
YI At AYVF2NNXYEFEGA2Y NBIFNRAY3I {21 a OSNII A FA

contractors who identified their business small, womaowned or minority
owned but are not currently certified through DMBE.

contact local Chamber of Commerce offices and obtain new business
registration information. Provide DMBE -certification and eVA registration
information to these new buresses.
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Internal Monitoring Mechanisms

The University utilizes the Commonwealth of Virginiarecurement systemgVA as its
sole procurementtoolS £ ! ¥ (1 K S NB F 2 NB primangmech&nBm oy A S NE A (& Q3

i solicit competition from SWaM vendors
i identify SWaM contract award information.
The University will:

1 include terms and conditions in all formal invitations for bid (IFB) and requests
for proposals (RFPs) that will state SWaM goals, require prime contractors to
state their intent to achievehese efforts, and include a mechanism to monitor
actual spend to SWaM suimntractors. (See SWAM Attachment A)

1 coordinate with other agencies and organizations in an effort to enhance the
' YAGSNEAGEQa {2Fa LINRPINIYOD

i collect and analyze prime contractaeports that will capture SWaM sub
contractor information in order to supplement BANNER SWaM spend reports.

1 evaluate the size and content of blanket and term contracts prior to solicitation
to ensure theyare appropriately bundled and that any negativapiact on
SWaM vendors is considered.

1 research alternate sources (U.S. Communities, various municipal contracts, etc.)
to identify additional contracts that have been awarded to SWaM vendors
which the University is authorized to use.

1 utilize BANNER as its primary source of information for SWaM spend reporting.
SWaM sukcontractor reports will be developed to capture appropriate data for
construction, services, and major goods contracts.

i to capture data and report based on
o Departmentof MindlA G & . dzaAAy Saa 9y idSNLINAaSQa
0 DSY R 2-8%lacertification
0o Small Purchase Charge Camnsactions with DMBE certified SWaM
vendors

O
(s}
Z
=

The University will collect SWaM vendor spend datampare to SWaM goal

and monitor progress carterly. Major decentralized departments will be made
aware of their progress in achieving SWaM goals and will be counseled in areas
where SWaM participation and awards may be increased.

Pagel2




Compliance

The University certifies that its policies and procedures comply wittStaM
purchasing regulations and/or guidelines set forth in thev dzfD&cangent and
Administrative directives
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SWAMATTACHMENT A

BID/PROPOSAL CONTRACT LANGUAGE FOR GERISES AND CONSTRUCTION

Small, Woman, Minority (SWAM) and Service Disabled Veteran Owned Business Participation:

1.

¢CKS | yADGSNEAGE A& O2YYAUUGSR G2 o6F0 FOKAS@GAYy3 i
goal of forty percent (40%) SWAM participation foombined prime contractor and
subcontractorspend, and (b) increasing participation @épartment of Minority Business

Enterprise (DMBE) Certifiefl) small businesses, (ii) small wormamnned businesses, (iii)

small minorityowned businesses, and (iv) lssses owned by service disabled veterans.

¢CKS !'YAGSNERAGE Ffaz2 SyO2dz2Ny 3S&d . ARRSNIDakh¥TTSNER
businesses, businesses owned by women and minorities, and businesses owned by disabled

veterans through partnerships, jointventures, subcontracts, or other contractual

opportunities. Submission of a report of past efforts to utilize the goods and services of such

businesses, and plans for involvement on any resulting contract are required. By submitting

a response, Bidder/fferor certifies that all information provided in response to this

solicitation is true and accurate. Failure to provide the information required by this

solicitation may ultimately result in response being deemed-responsive, and ultimately

rejected.

2 KAfS AG A& GKS | yAGSNmRAGEQA AydSyd G2 SyidSN
Bidder/Offeror, whenever possible, all potential Bidders/Offerors are encouraged to

subcontract any applicable services by partnering with qualified vendors that haveesso b

certified as small, small womaswned, small minoritsowned, or service disabled veteran

26ySR o0dzaAiySaasSa UGKNRddAK GKS /2YY2ygSItaGaK 27
Business Enterprise (DMBE).

In order for Bidders/Offerors to be given consideoatifor award of a contract, each
Bidder/Offeror shall provide with their response (and/or no later than ten (10) business days
after request, but prior to award, such statement(s) setting forth:
a. The good faith SWAM owned business participation effaftgch the Bidder/Offeror
has undertaken in the past: and
b. The good faith SWAM owned businesses participation efforts which the
Bidder/Offeror intends to undertake in connection with the performance of this
contract; including name of firm, contact name aptione number, total dollar
amount to be subcontracted, category type (small, women, or minority owned), type
of product/services.

If, in the statement submitted in the response to above sections 3.a and 3., the
Bidder/Offeror indicates that it has not dertaken any good faith SWAM business
participation efforts in the past and/or does not intend to undertake any such efforts in
connection with the performance of any resulting contract, the Bidder/Offeror nalsd
submit a statement setting forth the rean why it has not undertaken such efforts in the
past and/or does not intend to undertake them in connection with the performance of this
contract.

Any Bidder/Offeror that can qualify for certification through DMBE must do so prior to the
award of any cotract. The qualification information shall be evidenced by that information
ALISOAFTASR Ay GKS . ARRSNDakafdrmSNRBNRAE O2YLX SGSR |
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Bidder shall agree that when proposing subcontractors #ratnot certified throughDMBE,

it shall becomethe responsibility of the Biddeto ensure those proposed subcontractors
become certified through DMBE, when applicable. Failure on the part of the Baldgree

to this responsibility will result in the response being deemed-responsive and rejected

Prior to the issuance of any contract and/or purchase order, the successful Bidder shall
provide support documentation to the University validating the efforts of the Bidder to get
the proposed subcontractors certified. Should the Bid@érto get cetified through DMBE

iK2a$s

LINPLI2ZASR &4dz0 02y iGN OG2NER (KL

contract and/or purchase order may be cancelled.

jdzr t A¥eZ

Regardless of whether or not thaidder/Offeror is able to qualify for DMBE certification,

seleced Bidder/Offerod K| £ £ | f &2 FF3INBS (2 LINRPJARS NBLRZNILA

Materiel Management, identifying the subcontractors used during the performance of any
subsequent contract, as follows:

A. Goods and ServicasQuarterly Reports:
i DMBE Certifiedubcontractors

(@)
(b)
(©)

(d)
(e)
()
(¢)]
(h)
(i)

Firm name;

DMBE certification number;

DMBE Designation (Small, Woman, Minority, Service
Disabled Veteran;

£l £dzS 2F adzo 02y (i NI Ol2NDa
Value as a percentage (%) of total contract;

Amount paid current quarter;

Amount paid to Date;

Percent (%) of contract paid current quarter; and
Percent (%) of contract paid to date.

Non-DMBE Certifiedubcontractorsgc Contracts >$200,000:

(@)
(b)
()

(d)
(e)
®
(@)
(h)
(i)

Firm name;

DMBEcertification number;

DMBE Designation (Small, Woman, Minority, Service
Disabled Veteran;

£ fdzS 2F adzoO02y (NI O02NDRa
Value as a percentage (%) of total contract;

Amount paid current quarter;

Amount paid to Date;

Percent (%) of contract paid current quarter; and
Percent (%) of contract paid to date.

B. Constructionc Monthly in Conjunction w/Pay Requests:

DMBE Certifiecdubcontractors

(@)
(b)
(©)

(d)
(€)
(f)
(9)
(h)
(i)
(i)

Firm name;

DMBE certification number;

DMBE Designation (Small, Woman, Minority, Service
Disabled Veteran;

+fdz§ 2F &4dz0 02y G NI O 2NDa
Value as a percentage (%) of total contract;

Amount paid current invoice;

Amount paid current quarter;

Amount paid to Date;

Percent (%) of contract paid current invoice;

Percent (%) of contract paid current quarter; and

O2y i NI OGT

O2yGNF OGT

O2y i NX OGT
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(k) Percent (%) of contract paid to date.

ii. Non-DMBE Certifiedubcontractorsc Contracts >$200,000:
(a) Firm name;
(b) DMBE certification umber;
(c) DMBE Designation (Small, Woman, Minority, Semicabled

Veteran;
(d) £ fdzS 2F adzo 02y iNJI OlG2NDRa O2y GNF OGT
(e) Value as a percentage (%) of total contract;
® Amount paid current quarter;
(9) Amount paid to Date;
(h) Percent (%) of condict paid current quarter; and
0] Percent (%) of contract paid to date.

Note: / 2y i NI OG2Nbav YlIé& 6S RSSYSR ApfovideahhBl OK 2F
required subcontractor data and reports as specified above, and the contract
and/or purchase order may be cancelled. Additionally, the University may
withhold payment(s) for any and all services provided and invoiced during the
period, and those same services will remain unpaid until such data and reports
are provided.
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CHAPTER FOUR/A

S+!1 A& (GKS / 2YY2Y g Dasédipichasifg systeN Hesighadtcehable Sabe
agencies to solicit and purchase goods and services more efficiently and effecfigedyated in
the Board of Visitor$olicyl627 Procurement Reporting Exemptiottse University will utilize
eVAas itsprimary procurement tool

.  BACKGROUND

In February, 2003, Old Dominion University was recognized by the Govertioge fisst

institution of higher education to implement the use of eVA as its sole procurement tool in

compliance with Executive Order 29. In May, 2003, the University successfully

I 0O02YLX AAKSR RS@St2LIYSYyd FYR AYLX SnaSi@lir GAzy 2
management system (BANNER) and eVA allowing decentralized purchasing to be done
electronically through a centralized network.

In March 2004, Department of General Services (DGS) and American Management Systems
executed Decision Brief 43 granting Old Dominion University exemption from the eVA 1%

GNI yalr OGAazy FSS F2NJ Ittt &GSESYLIW LldzNBDét 8S 2 NRSH
and Surplus Property Manual (APSPM) Section 14.9b. This exemption was provided in
NBalLl2zyasS (2 htR 52YAYA2Y | yABSNAAGEQa O2YYAlY.
eVA as itprimary procurement tool.

On March 2, 2008, DGS executed authorizafmmOld Dominion University to use eVA

G- nHéE t dzZNOKIF &S hNRSNI /FGS32NE F2N) S+x! SESYLI |
5D{ (2 SEOfdzRS SESYLIi (dNlvyal OiAzya FTNRBY htR 57
thereby ensuring they do not affect thennual assessment of institutional performance

performed by the State Council of Higher Education (SCHEV), in consultation with the
Secretaries of Administration and Finance.

. PURPOSE

eVA is used tanaximize efficiency and effectiveness in procurementtie maximum
feasible degree; increase spend with Department of Minority Business Enterprises (DMBE)
certified small businesses through the effective use of eVA procurement tools; maximize
spend with eVA registered vendors; and maximize spend through temch blanket
contracts, i.e., ODU, State (VAPP) and VASCUPP contracts.

. BUSINESBULES

A. All procurement transactions in excess of(8D shall be entered into eVA.
B. Transactions under $100 may be processed by decentralized eVA departments via
smallpurchase charge card (SPCC) or eVA.
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C. eVA users are authorized to utilize the SPCC up to their approved transaction limit,
however, all norexempt SPCC transactions over 08D must be entered in eVA as
confirming orders in compliance with BOV Policy 1627.

D. eVA users whdave been trained in eVA and SWaM compliance have delegated
authority to procure goods and services from contract vendors up to $5,000 and from
non-contract vendors up to $2,000

E. Procurement Officers are authorized to use independent judgreerd analysis and
may awardpurchasedo a DMBE certified small business up to $10,000 where available
and when prices are fair and reasonable.

F. eVAQuickQuote shall be utilized for all procurements between $10,000 and $50,000 to
increase competition andgtential SWaM spend.

G. eVA eprocurement tools (VBO,-Bid, eRFP, and Reverse Auctions) shall be utilized for
all goods professionahnd nonprofessionakervicef $50,000 and above

H. University payment transactions will be audited monthly and eVA DemidbReports
will be preparedby Materiel Managemenand submittedto the Department of General
Servicewia the eVA Reports link no later than thé"i& each month. Violations will be
documented and confirming orders entered in eVA so that the University will remain in
Fdzf £ O2YLIX AL YyOS 6AGK GKS adlFdiSQa S+! LINPINI Y

I. eVA Direct Orders (DOs) are exported from eVA and imported into BANNER to
encumber fundsprocess payments and identify fixed assets for tagging and inventory
maintenance.

IV. eVAACCESS ANISE

Individuals camequestaccess to eVAy submittingan eVA Account Request Form signed

by their depatment head/budget unit directoreVAusers are assigned a unique user ID
and password and can only perform functions that have been assigned to them. Users are
able to initiate a purchasand the purchase will be finalized upon completion of the
designated eVA approval flow.

Training for he specific use of eVA is addressed through scheduled training sessions for
new eVA usersfraining located on the Materiel Management websigend remedial
training scheduled as needed.

eVA access is not granted until the following criteria are met:

1 aconpleted eVA Account Request Form is received in Materiel Management

1 online SWaM Training has been completed by the person requesting an eVA account
1 eVA Training has been completed by the person requesting an eVA account

All eVA usersg A G K LINPOdzZNBYSy (i FdziK2NAGe akKlff 02 YL
policies.
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V. PROCUREMENT RECORDS
All eVA generated procurement records are stored in the eVA system and can be accessed
by Materiel Management at any time. Completed eVA transactiwasmported into
BANNER and are accessible to Accounts Payable to support payments to vendors. Receiving
reports are required to be completed by the receiving department and must be forwarded
to Accounts Payable to authorize payments to vendors. CuypreMihteriel Management
maintains all documents related to formal solicitations, while Small Purchase Charge Card
Records and LPO records are maintained in Accounts Payable.
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CHAPTERWE SPCC ADMINISTRATION

The Commonwealth of Virginia, through competitive negotiations, has establisBathf
Purchase Charge Card (SPGAll Commonwealth agencies and institutions, and the use of it
is governed by th€ommonwealth Accounting Policies and Procedures (GAdPRal To

obtain a card employees are required to sgnemployeeagreemeant form. The supervisor and
SPCC Administratdetermine the delegated purchasing authority for the cardholder.
Cardholders are required to record all purchases on a purchaséhegog must be reconciled
by the cardholder monthly and submitted to the supervisor for review and approval. The
cardholder and supervisor must sign the purchase@oge approved the cardholder submits
their purchase log and original supporting docurtegion to Accounts Payable. Cardholdarsd
their supervisorare required to participate in afine training coordinated by the Department
of Accounts and the Program Administrator. BRRCC Administratonaintains a record of the
OF NRK2f RSNRA& GNIAYyAy3IoD

I. ADMINISTRATION

It shall be the sole responsibility of Constructio®&&curement Services, specifically

Materiel Management, to develop, implement, monitor, and enforce the policies and

procedures governing the use of the Small Purchase Charge Card Program by Old

Dominion University employees. The oversight for this progshall be provided by the

' YAGSNERAGEQA {t// tNBANIY ! RYAYAAUNI 02NE | & |
Construction & Procurement Services.

I. ' {9 hC /haalBPRAERAM | Q

Purchasing cards may be issued to full or part time employees of therdityw The
cardholder and their respective University department shall assume full and ultimate
liability for employees use of the card. Purchases made through the purchasing card
program must comply witlll Commonwealth of Virginia and University snmaltchase
charge card and procurement regulations, policies, and procedures.

Purchases made with the card shall not:

A. Exceed the established transaction and monthly limits.

B. Be used to purchase items that do not support the mission of the Uniyersi
C. Be used to purchase personal items or cash advances.

D. Be loaned to another individual.

lll. PROCEDURES
A. ResponsibilitiesProgramAdministrator

CKS ! yASGSNEAGEQE {YIff tdNOKIFIaAS / KFENES /I NR

i. Approves and processes card applications
ii. Conducts training for card applicants, cardholders, and supervisors.
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iii. Issues cards

iv. Approves changes to spending limits

v. Monitors usage of the card and adjusts spending limits accordingly Provides
follow-up duringy SEG oAffAy3 0&0ftS sAGK OF NRK2f RSN
taxes paid that exceed $50.00 for any given transaction

vi. Cancels, suspends, or revokes cards as appropriate

. Cardholder Supervisor

Supervisors are expected to ensure the cardholders they supervise are using the

cards properly; therefore, supervisors are expected to know the general policies and

LINE OSRdzNB& 3I20SNYyAy3a GKS | yAOGSNERAGEQa {YIff
Specificdy, supervisors are expected to:

i. Authorize the issuance and use of cards for employees of the University under
their supervision, if appropriate.

ii. Establish spending limits for the cardholder based on an analysis of
departmental spending actiwjt

iii. Complete mandatory State training annually.

iv. Ensure proper use of the card by reviewing all SPCC charges for accuracy and
appropriateness of purchase. Performing a three way cross check between the
log, statement, and receipts.

v. Reviewand LILINR @S Ay ogNAGAYy3a (GKS OF NRK2f RSNDa
NEO2YyOAfALFGA2Y SAGK GKS aidladSYSyidz NBOSAL
aA3AyFddz2NE 2y GKS OF NRK2f RSNRa Yz2yakfte 23
services purchased are essentdald necessary, (ii) the associated funds are
appropriately budgeted, (iii) have been properly received, (iv) are in compliance
GAGK GKS | YyAGSNARAGEQA {2ta LXIYX FYR 080
directly support the mission of the University.

vii. Ersure credit for returned merchandise is credited back to the SPCC.

viii. Review receipt documents for sales and use taxes. Follow up with the
cardholder to ensure taxes charged are credited back to the SPCC.

ix. Ensure the cardholder maintains records and comgdanonthly reconciliations
to be submitted to Accounts Payable.

X. t SNF2NY YR adzoYAG | gNRGGSY NBGASSs | yydz
spending activity.

xi. Ensure cardholder completes a final reconciliation of charges when transferring
to a different department or leaving the University.
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xi.wS@21S (KS OF NRK2f RSNR& LIJzNOKFasS | dzi K2 NR
immediately advise the Program Administratidithe action.

Cardholder

i. Every new cardholder must attend an Agency training session to receive his/her
Bank of America Visa and complete mandatory State training annually.

ii. Agrees to use the card for approved purchases only and agrees not to charge
personal purchases.

iii. Agrees to return the card immediately upon request or upon termination
(including retirement). Should there be any organizational change that causes
the cost center to change, the cardholder also agrees to return the card and
arrange for a new one if appropriate.

iv. If the card is lost or stolen, the cardholder agrees to notify Bank of America, the
' YAGSNREAGE@ QA t NPINIFY | RWshryimmadiately. &2 NJ | y R KA
notice to the Program Administrator and Supervisor shall be in writing.

v. Understands the vendor must have a Secure Socket Layer (SSL) Version 2.0 or
greater to properly order goods and services through the internet. To ensure
the vendor has a SSL, the address window must start with https://. This may not
occur until the payment information is requested.

vi. When returning merchandise, the cardholder will specifically request the charge
be credited to the Purchasing Card.

vii. Agree to followall State regulations and established University Policies and
Procedures related to procurement and the purchasing card. Failure to do so
may result in the revocation of card privileges and/or disciplinary action.
Card Issue and Reipt

i. Applying for a New Card
To apply for the SPCC the employee:

a. Supervisors and Applicants shall complete the mandatory SWaM
Procurement Training before submitting the application to Materiel

Management. The training can be found at
http://www.odu.edu/af/materiel/training/

b. Shall submit completed and signed Employee Agreement, Purchasing Card
Request, and Projected Usage Analysis forms, available on the Materiel
Management websitehttp://www.odu.edu/procurement All forms shall be
AA3JdYySR o6& GKS !LIWX AOFYy(d FyR GKS 1 LILX AOI
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c. ¢KS LI AOFyGQa {dzZLISNIA&A2NI gAft O2YLI S

Request Form, which supports the issuance of the card, including level of
activity and transaction limit justifi¢en.

Materiel Management will process the necessary information to Bank of
America to obtain the card.

Receipt of New Card

Upon receipt of the card by Materiel Management, the Applicant will be
contacted and scheduled for training. The Applicant shall receive training prior
to taking possession of the card. Training sessions are normally held once a
month.

Renewal Card

Active cards are automatically renewed. The cards are sent to the University
Program Administrator for distribution. Picking up of a renewal card requires a
signature; therefore, it must be picked up in person. To pick up a renewal card,
bring picture dentification along with the completed and signed renewal
agreement. Cards are valid until the last day of the month it expires.

CardSecurity

Acard is only authorized for use by the person named on the face of the card.
The cardholder is responsible for ensuring that the card and the number are
aSO0daNBE® LT | OF NRK2f RSNRa RdziiASa R2
weekends, it is strongly encraged and recommended that the card be made
secure on campus prior to departing. This will prevent accidental use or loss of
card during other than regular business or operating hours. Cardholders shall
not:

a. Bank ofShare the purchasing card or numbetwanother person
who is not a vendor with whom they are conducting business. If a
cardholders provides their card number to another person whether

iKSe dzasS GKS OFNR 2N y20s GKS yIYSR

revoked according to the SPCC Policy Rrmtedure.

b. Post the card number or leave the number or card in a conspicuous
place.

c. Mail the full 16 digit account number.

d. Fax the card number to a vendor or leave a copy of the card on file
with a vendor. Orders may be faxed to the vendor leavirggdard
number and expiration blank. Call the vendor to provide the
number and expiration date over the telephone.
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e. Make a photocopy of the card.
f. Send card number and expiration date information va&il.

America will never initiate a call and ask y@ur card number and expiration

date, they already have this information. If you receive this type of call from
someone claiming to be a representative of Bank of America, ask him or her for
their name and telephone number. Tell them you will call b&zl the toll

free number on the back of the card to verify the identity of the caller.

Transferring to a New Department

Cardholders shall notify the Program Administrator if they transfer to a new
department within the University. The current card will be cancelled. The
Budget Unit Director or Supervisor in the new area will need to process an
Employee Agreement, Purchasi@grd Request, and Projected Usage Analysis
forms if they wish the transferred employee to have a card.

Lost or Stolen Cards

Cardholders shall immediately notify the service provider, their supervisor, and

the Program Administrator whenever ardzhas been lost or stolen. Bank of

America Customer Service may be reached by diali8gBi449-2273. Written

notification shall be forwarded to the SPCC Program Administrator. It shall

AyOf dzRS GKS OF NRK2f RSNR& yI Viusackoh (S GKS O
YR LINRP@GARS GSNATFAOIGAZ2Y (KFdG GKS O NRK2f

Separation from the University

A Cardholder separating from the University shall notify the SPCC Program

Administrator of the date of their separation arglresponsible for returning the

cut up card to the Administrator and completing a final reconciliation of all

LISYRAY 3 OKFNHS&® /I NRK2f RSNDa adzZJSNIDA &2 NA
cardholder has completed a final reconciliation. When the reconcitiddo

complete, the supervisor must review the documentation. After completing the

review, cardholder and supervisor will sign, date, and submit the

documentation to Accounts Payable.

Extended Absences

Cardholders anticipating an extended leaveab$ence should contact the

t NEANIY ! RYAYAAGNI G2NJ LINR2N) G2 €SI @Ay3ao ¢
temporarily suspended. Types of extended absences would include maternity

leave, family medical leave, medical leave, military obligations, sabbaticals, et

LG A& NBO2YYSYRSR GKIFG GKS /I NRK2f RSNRa |
until the cardholder returns to work. This temporary suspension will prevent
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unauthorized and unmonitored use of the account. Upon return to work, the
Cardholder will contact th@rogram Administrator to have the account
reopened for immediate use.

LT I OFNRK2f RRSNI A& 2y SEGSYRSR f
O2YLISyal A2y AaadzsSs GKS OF NRK2f R
Administrator to arrange the teporary suspension.

U

I &S
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Audit of Card Use

SPCC transactions shall be audited for compliance with all Commonwealth of
Virginia and University policies and procedures.

Card Use

Use of the card for personal items, cash advances, and business travel expenses
is prohibited with the exception of airline tickets and mass transit tickets. All
cards are received with air, rail, and bus travel restrictions in place. These
restrictions mg be removed on a per request basis. Restrictions remain in place
on all cards unless there is written documentation to support the need for
removal either on a temporary or permanent basis. Attempts to procure tickets
before restriction removal will likglresult in a declined transaction. Contact the
Program Administrator for the form to request the restriction removal.

Each cardholder is responsible for retaining documentation for their card usage.

This documentation includes the log sheet, paymen&réclLJi &~ (G KS @Sy R2 NI

signed itemized receiving documents, and any credit documentation related to
that statement. The cardholder log shall be completed and updated as each
transaction is made. This will assist the cardholder in monitoring their
transactionsand spending limits. Ensure that all required information is
supplied, and receiving documents listing the goods or services are signed and
dated as transactions occurred.

Airline Ticket Purchases (Information taken from CAPP Topic 20355)
Airline ticket purchases may not exceed the limits of the card. Departments
must use one of the other options listed below for charges in excess of the

Purchase Card (SPCC) limits:

a. Bank of America VISA Employee Paid (Individual Liability) Travel Card
(Contact the Office of Finance for information.)

b. Bank of America Visa Agency Travel Card (Contact the Office of Finance
for information.)

Electronic and Paper Airline Tickets (Information taken from CAPP Topic
20355)

Page25



Note that some new airline traveegulations require that passengers who

purchase electronic tickets with a charge card must produce the card at

checkin. It is recommended that verification be performed with the airline
of choice to determine their requirements.

Foreign Transactioree

VISA will automatically impose a 1% Foreign Transaction fee on any charges
which are processed outside the United States. This fee is in addition to any
currency conversion fees. Documentation regarding this fee is sent with

each new card.

Order Pl@ement

Ensure the price quoted represents the full obligation of the University for the
item or service ordered. The price quoted should include shipping charges,
packaging charges, installation charges etc. to avoid future billing and payment
problems. The following methods may be used to place an order:

Phone orderg Cardholders shall providthe vendor with information that

includes a description of the good/service, purchasing card number,

SELANI GA2Y RIFEGSZ FyR I RStAOBSNE I RRNB
hNRSNE 2y (GKS aA3YylF(GdaNBE ftAySd ! RRAGA?Z
merchart to provide mailed receipt documentation for the phone order.

- ax
— o~

<,

Over the counter; Cardholders should obtain signed tickets at pickup that
includes an itemized listing of items purchased, quantities, and prices.

Electronic orders/EEommerceg Internet purchases are allowed as long as

GKS /2YY2ysSItiKQa 9t SOGNRYAO / 2YYSNDS t
policy requires that vendor web sites must have, at a minimum, a Secure

Socket Layer (SSL) version 2.0 or greater. To ensure the vendor has this, the

Address Window must start with https://. This may not occur until the

payment information is requested. Card numbers and expiration dates may

not be sent via #nail.

The Cardholder shall obtain a receipt for each purchase made using the SPCC.
The receipt shold include the following:

a. Vendor name

b Date of purchase

C. Item Description

d. Amount of purchase

e Method of payment

Purchase Restrictions

The SPCC cannot be used to purchase the following:
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i.  Alcoholic beverages
ii.  Ammunition

iii.  Annual agreements (ex: cellular service, pager service), maintenance and
service agreements (ex: printers, copiers, postage meters)

iv.  Business travel expenses

v.  Campus design, construction, and renovation (except Webb Center and
Facilities Management)

vi.  Carpe (includes the purchase of carpet, flooring, and the installation)

vii.  Copying and Duplicating Servieg&’he SPCC can be used to purchase
O2LRAYIKRAzLIE AOFGAY3a FNBY GKS ! YADBSNEAIGE
Please see the Materiel Management web page fetads.)

viii.  Equipment Trust Fund Purchases (any dollar amount)

ix. Firearms

X.  Food- Effective July 1, 2009, Aramark Educational Services shall provide any
and all food, beverages and/or related services that are to be used for Old
Dominion University sponsorgatograms on property owned or leased by
the University when costs for same are expected to exceed $50. If Aramark
is unable to provide the requested service, purchases of food, beverages
and/or related services from another vendor for an amount greatentha
Ppndnn Ydzald KI@S | gNAGOISY 61 ADBSNI FNRY !
Contract Administrator attached to the SPCC log. This requirement applies
to all food, beverages, and/or related services whether purchased from off
campus vendors and brought back toxqaus by staff for on campus events,
and/or delivered by off campus vendors for on campus events.

xi.  Furniture- except from Virginia Correctional Enterprise (VCE), the SPCC shall
not be used to purchase any furniture from other sources. This includes
furniture retailers, department stores, mail order catalogs, or internet sites.

xii.  Gift Cards and Gift Certificates

xiii.  Lodging
xiv.  Narcotics and dangerous drugs (except Student Health Services and Dental
Hygiene)

xv.  Office Supplies (Departments must use mandatory Unitye@intract,
please see the Materiel Management web page for additional information.
Effective date 3/16/2009.)
xvi.  Personal items and cash advances
xvii. ~ Purchases from employees of the Commonwealth
xviii.  Radioactive Materials
xix.  Restaurant meals

Improper Expenditure

According to the Commonwealth Accounting Policies and Procedures Manual

(CAPP Topic 20310) agency purchases must be considered essential to the

2LISNF A2y 2F GKS [F3SyOeé YR Ay adzZJI2NI 27
of State funds. Since &8ltatefunded expenditures are subject to public

scrutiny, agencies should consider the appearance of unusual purchases prior to
authorization. Include supporting documentation with the log for any unusual
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purchases. The following lists contain examplesxgfenditures considered
improper use of State Funds.

i.  Employee Personal Expenses such as

Books for classes (unless they remain property of the State)

Snacks or refreshments

Baby sitting

Non-business related newspapers or magazine subscriptions
Personal articles that are lost or stolen

Tuxedos or other formal wear

Clothing (noruniform) or repairs to clothing damaged in the work place
All expenses related to personal negligence of the employee, such as
traffic fines

S@ "0 o0 Ty

ii.  Agency sponsored event expenses incurred which do not clearly support the
agency mission such gs

Retirement parties or employee going away parties
Holiday decorations

Alcoholic beverages

Charitable contributions

Gifts and flowers including expresss of sympathy

®Poo oW

Reconciliation

Cardholders are responsible for obtaining and using the most current version of the
submission log, which can be found on the Materiel Management web site
www.odu.edu/procurement.

The Bank of America billing cycle cut off date is the 15th of each month.
Reconciliation is the responsibility of each cardholder and his or her supervisor.
Upon receipt of the Bank of America Visa Card Member Statement, cardholders
shall reconcile thetatement to the log. Incorrect charges are to be documented
and resolved as quickly as possible.

i. Log Preparation

a. All cardholders shall keep complete and accurate records of their
purchases.

b. A new log shall be established each month.
c. Transactiorlogs should be updated as each purchase is made. If using a

valid ODU, VASCUPP, or State contract enter the contract number on
GKS tAYS S6AGK (GKS SydoNd®n Ay (GKS ab2iGSacx
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d. If the cardholder is not using a valid ODU, VASCUPP, or State €Contrac
SWaM Procedures must be followed.

e. Ifthe cardholder is using a DMBE SWaM certified vendor, indicate this
08 LXFOAY3 Fy aEdy K ShH KD fadavo/Y Ay aNj| KyR (o
SWaM.

f. If avalid ODU, VASCUPP, State Contract, or SWaM vendor is not used, a

justification signed by the budget unit director must be attached to the
submission log.

g. A separate log shall be maintained for each budget code. Use the last six
digits of the account number only.

h. If there are no transactions during a billing cycledbalders shall

FT2NBFNR | £23 AyRAOFGAYI abh ¢w! b{!/¢L
¢19 ahb¢l hC 6ailGS Y2ydGK FyR &8I ND D&
RFGSR 060& (GKS OIFNRK2f RSNJ FyR (KS Ol NRK?2

i. The signatures on the log shall beginal. No rubberstamp or copied
signatures allowed.

Receipt Documentation

Cardholders shall have proper receipt documentation for all purchases of

goods or services. Proper receipt documentation will have the following

elements:

a. Vendor Name

b. Date of purchase

c. A description of the goods or service purchased

d. Amount of purchase (itemized if multiple items are purchased)

e. Method of payment (the documentation should reflect the Visa was
used for payment)

Cardholders placing an internet order should receive réa@eumentation
showing all of the above elements. If not, contact the vendor and request
the proper documentation. Cardholders placing an order by telephone
should receive a receipt showing the five elements. If not, contact the
vendor and request propetocumentation.

Receipt Preparation

Small receipts should be prepared for submission by taping themli@ &
11 sheets of paper and in order according to the transactions on the log.

Lost Receipt Certification

Page29




If a receipt for a purchase has belest, the cardholder shall complete a
Lost Receipt Certification form with the appropriate signatures to
accompany the log. This form is available from the Materiel Management
websitewww.odu.edu/procurement

V. SPCC Statement

The Bank of America billing cycle ends on the 15th of the month, this date
may vary slightly if weekends or holidays are involved.

Cardholders may print a statement of activity for an account from
https://payment2.works.com

vi.  SubAccount Codes
Use the subaccount code that best describes the item or service purchased.
vii.  Document Reconciliation

Compare the log, charge/credit receipts and receiving documents to the

transactions appearing on the statement. Once the cardholder completes
R20dzYSyd NBO2YyOAfAlIGA2YS GKS O NRK2f RSNJI
documents. When the review is completed, tterdholder and supervisor

shall sign and date the log (payment authorization form). Maintain a copy of

the documents turned in for submission.

Purchases listed on the log but not posted on the statement must be
appropriately noted on the log in the natecolumn. Retain receipts/packing
slips in a pending file until the charge appears on the statement in the next
billing cycle.

Note all credits due (merchandise returns, sales tax, etc.) on the log. Turn in
all appropriate credit documents when the credppears on a subsequent
Bank of America statement.

wWSO2yOAtAlIGAZ2Y A& y20 O02YLIX SGS dzy GAf (K¢
supervisor sign the log. A lack of signatures on the log and late submissions
are violations of the Small Purchase Charge Calidyp

Viil. Document Submission

Documents shall be delivered to the Service Desk, 1st floor in Rollins Hall.
Submit all credit information to Accounts Payable with the corresponding
monthly statementno later than the 5thof each month. If the 5th occurs

on a weekend, the information is due the Friday before.

Submit a copy of the following to Accounts Payatddater than the fifth

of each month:
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M.

a. Logs; Original documents only (do not fax to Accounts Payable)
b. Bank of America statement

c. Invoices

d. Receipts

e. Credit slips

Disputing a Charge

Cardholders should first try to resolve the issue with the merchant. Make sure
to get a written confirmation of the credit from the merchant.

If a charge on the statement is not recognized or requires more information,
refer to the back of your statement for billing inquiries/problems or questions.
Keep records of all discussions including names and dates.

Fraudulent Activity

Card activity ad mailed statements should be monitored for fraudulent activity.
Fraudulent charges should be treated and reported as such. Contact Bank of
America if you have fraudulent charges on your statement. Additionally, contact
the Program Administrator and yosupervisor in writing providing details on

the fraudulent charge. Bank of America will open a fraud investigation.

Returns and Credits
Returns

Contact the vendor for the proper method of return and return items
promptly. Documentation of the return (such as a credit receipt) should be
issued by the vendor. Document the return on the log. Reconcile the credit
information with the Bank of Americdadement. The cardholder may be
asked to pay restocking fees charged by the vendor if the cardholder
ordered the incorrect item. Restocking fees should not apply if goods
arrived damaged or the vendor shipped the incorrect item. Restocking fees
charged bythe vendor should be fair and reasonable. Vendors may not
accept the return of custom orders, however, if accepted the restocking fee
may be higher for the custom order than it would be for off the shelf items.
Cardholders should use good judgment in detaring whether to keep an
item or pay the restocking fee and return it.

Credits

It is the responsibility of the cardholder to request a credit to the SPCC. Itis

0KS NBalLlyaioAiAftAade 2F (KS OF NRK2f RSNRA
merchandiséhas been properly credited.

Taxes
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The University is a state assisted agency and is exempt from most sales and use

tax; however, tax is required on prepared foods and hotel rodhis.the

OF NRK2f RSNN& NBalLRyaAroAf AlesevitesOf I AY (KS
When making over the counter purchases the cardholder will need to establish

where the taxexempt transactions are handled in that particular business. Find

out what documentation is required to establish tax exemption. It is the

Ol NRK 2 sgeiibillyio pe&ent the required documentatignior to

making the purchase. If orders are placed via the internet and the

documentation shows a lump sum total, contact the merchant for an itemized

breakdown. This will ensure sales and use taxes wet@wluded in the final

Oz2add ! &a¢lE 9ESYLIié &GAO1TSNI A& | FFAESR
exempt number. If the sticker is missing or illegible, a replacement sticker may

be obtained from the Program Administrator.

N. Record Retention
Copie ¥ /I NRK2f RSNna {t// Y2YUKE@& &dzoYAAaanaz

should stay with the department if a cardholder transfers to a different
department or separates from the University.

IV. SPCC SUSPENSION REMOCATION

The SPCC may be suspendad/or terminated for any of the following violations:

VIOLATION ACTION
Exceeding transaction limit set by 1st offensec 30 day suspension
Program Administrator 2nd offensec revoke card use for three
months

3rd offense- permanent revocation

Splitting Orders (Making separate or | 1st offenseg 30 day suspension
repeated transactions to fall within thg 2nd offenseg revoke card use for three
single transaction limit with the same | months

or similar commodities.) 3rd offense- permanent revocatin

Use of card by another individual 1st offenseg 30 day suspension
2nd offensec revoke card use for three
months

3rd offense- permanent revocation

Purchase of restricted commodities | 1st offenseg refresher training

2nd offenseg 30 day suspension
3rd offensec 90 day suspension
4th offensec permanent revocation
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Purchase of Office Supplies from othg 1st offenseg issue citation

GKFy GKS ! yA @S NA A| 2nd offenseg 30 day suspension
contract (Effective date 3/16/2009) 3rd offensec 90 day suspension

4th offensec permanent revocation
SWaM (Small Woman and Minority | 1st offenseg issue citation

Owned) Vendor Compliance 2nd offensec complete SWAM refresher
training online

3rd offensec 90 day suspension

4th offenseg permanent revocation

Failure to submit documents in 1st offensec issue citation

I O02NRIyOS 4 A (K (] 2nd offenseg refresher training
policy and procedure. Types of 3rd offensec 30 day suspension
submission violations would include, | 4th offenseq 90 day suspension
but not be limited to: 5th offenseg permanent revocation

9 Failure to submit document
to the designated area by
the designated date.

9 Failure to include the
original log, proper original
receipts, original credit slipg
and other original
documentation.

9 Failure of the cardholder to
sign and date the log.

f FailuS 2F GKS O
supervisor to sign and date
the log.

i Failure to document the log
as purchases are made.

Additionally, the SPCC may be suspend and/or terminated due to:
! NBljdzSaid o6& GKS /I NRK2f RSNDa { dzLJSNIIA & 21
9 A determination made by Materiel Management due to continued
violations of policies and procedures.
1 Termination of employment or change in employment location.

V. Cardholder Information

A. Activation Code
All cards must be activated prior to use, thetivation code is a
O2YO0AYyl A2y 2F GKS ! yA@SNAAGeQa ! 3Syoe
221mmddyy.
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VI.

B. How Can | Download My Statement?
Statements may be downloaded by going to the Works website at the
following url:https://payment2.works.com

C. User Name
PaSNI yrYySa INB + O2YoAyllAzy 27
First and Last names. User names are in the following format and must
be entered exactly with the underscores: 221 _FirstName_LastName

D. Forgot My Pasword
If you have forgotten your password, you can request assistance from
the Works web site. Proceed to the works website:
https://payment2.works.com
On the login page, enter the following information:
Email address
Username

Under the loginin boxicA O1 2y GC2NB2G @2dzNJ LJ da 62 N

will email you information on resetting your password.
Contact Information

University SPCC Program Administrator
Arcelia D. Barcliff

Program Administrator

Department of Materiel Management
abarclif@odu.edu

757-6835790

University SPCC Back Up Administrator
Jerri Kemp

Assistant to the Director

Department of Materiel Management
jkemp@odu.edu

757-683-4267

Bank of America
Cardholder Customer Service-888449-2273
Print Statement bActivity ¢ https://payment2.works.com
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CHAPTERIX LIMITED PURCHASE ORDERS (LPOS)

Departments not participating in eVA have delegated authority to procure goods and

servicesup to $1,000 with the exception of restricted goods and services and Equipment

Trust Fund purchasesThe department prepares an LFOrm, which can be downloaded

from the Department of Materiel Management websitand mails the original to the

vendor. With the appropriate BANNER accefise departmentend userhas the ability to

encumber the fundsgainst their budget Receiving information is recorded andpies of

GKS [thQd IINBX aSyid oé& (KS RSLINIYSyid G2 ! 002dzy

LPO numbes are issued by the Department of Materiel Management. LPO numbers shall be
requested via email tanatmgmt@odu.eduAn LPO number i8 digits in length,begiming

with a Z followed by a 6 digitumerical series beginmg with 1. The last (8th) digit field
should beleft blank to allow space for any input errors that requiéecounts Payable
corrections.

Departments that are eVA users are required to process all of their procurement
transactions in eVAand are not allowed to use LPOs for procurement transactions.
(Exceptiongnay be authorized by Materiel Management on a case by case, lhasidor
departments with student activity groups who need to purchase food for group activities up
to $50 which canot be purchased efficiently in e\JA.

Although the LPO limit is $1,000lateriel Management reserves the right to execute LPO
requests exceeding $1,00Accounts Payable shall not processy LPO exceeding $1,000
for paymentwithout an authorized signate from MaterielManagement

Departments authorized to use LPOs are responsible for the following:
9 securing all required special authorizations/signatures prior to issuance;

o Printing - Special authorization signatures are required for printing
(except biness cards, standard stationery and forms) prior to issuing
the order to the Vendor. Authorization for printing must be obtained
from Publications and Graphics.

o Furniture ¢ Special authorization signatures are required for furniture
other than VCEAuthorization for furniture must be obtained from
Materiel Management. VCE is a mandatory source for furniture and
printing of letterhead, envelopes, forms, etc.

0 Membership Dues¢ Special authorizationsignaturés) from the
appropriate Vice President, thathletic Director, or Dean of School is
required for all individual or organizational membership dues prior to
issuing order to the Vendor.

using the LPO for legitimate procurement purposes;

ensuring that funds are available and budgeted;

entry of correctLPO number as assigned by Materiel Management;
correct identification of departmental budget and sobject codes;
proper distribution of the LPO copies;

=A =4 =4 =8 =4
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91 proper execution of the receiving reports;
9 inserting the proper contract number when purchasing goodservices from a
valid contract (Commonwealth of Virginia, ODU, or VASCUPP)

The use of LPOs is not allowed for the following restricted goods and services:

T
)l
)l

=8 =4 =4 =8 a4 -4 9

equipment purchased with Equipment Trust Funds (ETF);

alcoholic beverages;

annual maintenance ardr service agreements, including but not limited to cellular
and pager service contracts (agreement payments must be against an established
Commonwealth, ODU, or VASCUPP contract);

any type of renovation, security/fire systems, painting, electrical, mgldocks,
keys, etc.;

carpet and installation;

firearms and ammunition;

hazardous chemicals and materials or disposal of the same;

narcotics, dangerous drugs or prescription drugs;

purchases from foreign countries due to the currency exchange requirements
purchases from state employees and their families; and

radioactive materials

Issuing two LPOs to the same vendor to avoid the $1,000 limit is consitetee order
splitting or fragmentation andis strictly prohibited.

Change Orders are not permittesh issued LPOs. The LPO must be canceled and a new
LPQssued.

Blanket orders for recurring charges are not permitted on LPOs.
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CHAPTEBREVENREQUISITIONS

Each department prepares a requisition for goods or services. Departments not currently
participating in eVA prepare paper requisitions for requests that exceed their delegated
authority. Departments participating in eVA create their requisitiondioa® in eVA
which can be processed electronically to the vendor for purchases under their delegated
authority while those over their authority roll to Materiel Management for review and
final approval. Paper requisitions must be properly authorized and sigyélde budget

unit director or designee with signature authority for the budget being charged before
being submitted to Materiel Management or they are returned to the originating
department. When a department submits a requisition they are agreeing thatitem

is budgeted and necessary, and that they will appropriately administer the contract
resulting from the requisition.

When Materiel Management receives a purchase requisifrom noneVA usersthe

requisition is date/time stamped and reviewedrfappropriate authorized signature.

¢tKS NBIjdzSaiSR @SyR2Nna FSRSNIt GFE ARSYyGATAOI
BANNER vendor table. Ag A& NBIdzSEaGSR 6KSy GKS @SyR2NDa 7
number is not on the BANNER vendor table. The is#tipn is then assigned to a

Procurement Officer for entry in eVA and processing. The Procurement Officers

determine the method of procurement to be used, and upon completion, the requisition

is converted to a direct order in eVA. eVA direct order daexported from eVA within

24-48 hours of completion and imported daily into BANNER. Imported direct orders,

change orders and cancellations must be manually completed in BANNER. Upon

completion in BANNER an encumbrance is posted to the designatedthemttge by the

BANNER system.
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CHAPTERIGHTSPECIFICATIONS

Definition

The term, "specification," refers to that portion of a requisition or solicitation that describes
the physical or functional characteristics or the nature of a good, service or construction
item required by a using agency. It may include a description nyf equirement for
inspecting, testing, or preparing a good, services or construction item for delivéry.
specification may include requirements for samples, prototypes, warranty and packaging.
The term specification is often us@aterchangeably withhe terms, "purchase description,"”
"purchase specification," "purchase requirement," "commercial item description," "scope of
2Nl b FYR baldladSYSyld 2F g2N] ¢

Authority for Specificatiors

The Director of Materiel Managementhas authority and responsibilitjor approval of
specifications.Thed w dzfdé&dimentstates:

i. Competition be sought to the maximum feasible degree;
ii. Specifications reflect the procurement needs of the purchasing body rather
than being drawn to favor a particular

Since the purpose of specification is to translate a user's need into the delivery of a good
or service, the development of specifications should be a cooperative effort between the
using agency and Materiel Managemerntherefore, the using agency has substantial
responsibiliy to develop clear and concise specifications that fully articulates their need.
However, prior to release of specification as part of a solicitation, the DirectdrMateriel
Managementmust be satisfied that it will result in a fair and equitable competitive
procurement.

Types of Specifications

There are several types of specifications. The developnsetection and use of a particular
type is dependent upon the situation, time, infoation available and needs of the user.

A. PERFORMANCEPECIFICATIONSerformance specifications (also known as
FunctionalSpecifications) are preferred since they communicate what a product is to
do, rather than how it is to bbuilt.

Required performanceharacteristics

T (minimum/maximum) to include speed, storagepduction capacity, usage, ability
to perform aspecific function;

1  Operational requirements, such as limitations emvironment, water or air
cooling, electrical requirements;

1  Site preparatiorrequirements for which the contractor will be responsible, such
aselectricity, plumbing, or for which the City Wik responsible;

1  Compatibility requirements with existing equipmemt programs;
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1  Conversion requirements for maintaining a currequipment or system until
switching to the new equipment or system;

Installation requirements;

Delivery date;

Maintenance requirements;

Supplies and parts requirements;

Quantity and method of pricing;

Warranty; and

Service location and response time.

=A =4 -8 -8 -8 -8

DESIGNSPECIFICATIONSesignspecifications employ dimensional and other physical
requirements andconcentrate on how a product is fabricated, rather tham what it
should do. Design specifications are normally prepared by architects and engineers for
construdion or custom manufactured products.

BRAND NAME Unless otherwise specifiedwhen a specification includesa
manufacturer's brand name or model numbéhe University will consider approved
equals.

An gproved equal will be based solely on the judgment of the Procurement Officer
that the product issubstantially capable of performing thessential functions of the
referenced brand name anodel.

SCOPE OF WORK FOR SERVTGE$ollowing is aoutline of the types of informigon
that should beincluded in a scope of work for procurement of professional or other
services:
i. General Requirements. Describe the contractaesponsibility to provide a
service or produce a specific study, design or report for the using agency.
ii. Specific Requirements. Address the spetifsks, sudasks, parameters and
limitations whichmust be considered in producing the service or final project.
Such factorsnay include, but not necessarily be limitedfedlowing:
i Details of work environmen
Minimum or desired qualifications;
Amount of service needed;
Location of service;
Definition of service unit;
Time limitations;
Travel regulations or restrictions;
Special equipment required; and
Other factors affecting working environment.

=A =4 =4 4 -4 -4 - A

iii.  UniversityProvided Materials or Services. List any plans, reports, statistics,
space, personnel, aother Universityprovided items that must be used by the
contractor.

iv.  Deliverables, Reports and Delivery Dates. Identify the specific delivery dates for
all documenmation or other products the contractanust furnish. Be clear about
the expectations ofhe Universityfor the contractor's performance.
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v.  Evaluation Criteria. A critical element of aRgquest for Proposal is the criteria
to be used to evaluate the propals from the offerors. Criterighall be listed in
the order of relative importance. They must be clear and capable of evaluation
based on the material presented in the proposals. Following are some
acceptable criteria that have been used successfulllgerpast:
a. Technical approach or technical solutiblNB LI2 SR Ay (GKS 2FFSNEN
b. Experience of the firm in performing work @ similar scope to that
contained in the RE;
c. Experience of the proposed team/staff prerforming work of a similar scope
to that contained in the RFP;
1 References;
1 Financial stability and responsibility of tbéeror; and
1 Cost of the proposed goods or services.

E. Preparation and Review of Specifications

Departments are responsible for thgst draft of specifications to be submitted to the
Procurement Department. Lengthy and complex specifications should be submitted to
Materiel Management or as an attachment to anmail message or electronic
requisition. After Materiel Management has rewed the specifications and attached its
standard terms and conditions, the Department will be forwarded a draft of the
complete bid document for final review.

F. Contact with Vendor
Departments are encouraged to contact and rely on representative andfapl&rs and
manufacturers as sources for assistance and gathering information when developing
LIdZNOKF &S NBIjdZA NBYSy Gao | 26 SOSNE &adzOK | aaArad
effort andshall notentitle vendor(s) to any preference.

G. {LISOATAOaAE ARYR @%2W0Qiact
DO'S
1 Use the word, "shall," to describe a commandmandatory requirement;

1 Use the words, "should" or "may," to describe aavisory or optional
requirement;

1 Be specific and detailed in presenting mandat@guirements; and

{ State a requiement of fact once and avoulplication.

5hbx¢
1 Present something as mandatory if it is realhly optional;

1 Write specifications or scope of work thagstrict response to a single
bidder/offeror; and

{1 Place bid/proposal administrative or contractte@tms in the specification portion of
the document.
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CHAPTERINE SOURCES OF SUPPLY

This chapter discusses the sources of supply available to Old Dominion University purchasers.

2 KAfSY a y2GSR 0Sft263 GKS | yehddrSmhEiAgt@rod LINE TS NNE
term contracts, other sources are sometimes more efficient or are mandated by law. University

purchasers should have a general understanding of their use.

.  GENERAL

The University is required to use those mandatory sources undecdieitions outlined
herein. While the University encourages the use of the -m@mdatory sources
identified, it is not required.

It is important that for use of nomandatory sources, special emphasis is placed on
Virginia vendors and DMBE certifiednal, womerowned and minorityowned
businesses, and should also specifically include those eVA registered vendors.

A. Mandatory Sources

i.  University Term Contracts:

These terms contracts have been put in place to obtain more favorable pricing,
reduce lead time for processing orders, and reduce overall administrative
costs, andshall be usedy University departments unless the department can
justify in writing that:

a. the goods and/or services offered do not meet their immediate needs;

b. more favorable pricing can be obtained by either use of another
O2y G N¥ OG0 quotd/soligitationg drJ2 G €

c. thecontract vendor can not satisfactorily provide the goods and/or
services wthin the requested time frame.

Note: The acquisition of term contract goods and/or services from other than

the specified contract vendors without the above requinedtification may

NBadzZ 6 Ay (GKS NBIjdzSai2N) ' yR lralize@ OAl SR F
LIZNOKF aAy 3 FdziK2NAGezZ Ay OSmadRPurghasing KS dza S
Charge Card (SPCiTapplicable.

B. Virginia Correctional Enterprises (VCE):
The University shall purchase goods and services produced or manufactured by State

correctional facilitieswhich are supported in whole or in part with State fupdden
NBIljdZANBR (2 R2 a2 o6& (KS awdzZ Sa¢ 2N lye alyl
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Understanding. Information on the goods and services available from Corrections is
contained in the Virginia Correctional Enterprises catalog. Institutions submit purchase
orders directly to Correctional Enterprises or VCE Partnership companies. Ins§itutio
with critical needs should contact the Correctional Enterprises, Customer Service, by
phone (800) 822823 to discuss availability, delivery, etc.

Written releases are granted if Corrections has nothing compatible with the
requirement, or if it is unble to meet the delivery requirement. If desired by

institutions, these releases may be given by facsimile transmission. Und€ote of
Virginia the Director of DGS/DPS may exempt purchasing from Correctional Enterprises
when, in his/her opinion, an #cle produced or manufactured does not meet the
reasonable requirements of the institution. In any case where the Director of DGS/DPS
grants an exception, the Director submits a copy of the written justification for the
exception to the Director of the partment of Corrections. Intentional violations of the
requirement to purchase from Corrections, after notice from the Governor to desist,
shall constitute malfeasance in office and shall subject those responsible for such
violations to suspension or remalfrom office as provided for in theode of Virginia
Sections 5347, 53.148, and 53.451.

Products include, but are not limited to, Wood and Metal Case goods, Seating, Office
Systems, Shoes, Clothing, Embroidery, Silk Screening, Vinyl Bindersidead, I5ign,
Microfilming and Data Storage, Optical, Plastic Bags, Dentures, Laundry, Wooden
Pallets, Warehousing, License Tags, Janitorial Products, and. Special or unique products
or services requiring extensive production runs in volume are available.

2NRAGGSY 02y OdzNNBay®S granted\Ndy WGELfAS\S dhEneét offer the

desired products, do not offer a compatible product, or are unable to meet a reasonable
required delivery date. Written waivers may be provided by email transmission,
facsimile transmission or formal letter/memo. When written waivers are granted and if

Al A& SAGKAY (GKS FF3SyoeQa RStS3AFGISR LIzZNOKI 3
directly by the requesting department by using the appropriate transaction method. If
texOSSRa GKS NBljdzSadtAy3a RSLINIYSyidQa RSES3AIGS
shall be forwarded to Materiel Management for processing.

Notes:

1. The requesting department is responsible for obtaining the written waiver
prior to processing transactiowithin their delegated authority and/or
submitting Materiel Management for processing.

2. The acquisition of required goods and/or services from other than VCE
without the written waiver may result in the requestor and associated
RS LI NI YSy (i Q& ntali2edl #urcBaging ladthbrity, RrisI@ifhg the
dza S 2 F i K Small Pukc@eSinGECRaiigé Qeid (SPCaplicable.

3. Contact Materiel Management if there are any questions as to whether or
not goods or services should be obtained from VCE. Failude s shall
not relieve requestor or department from administrative action specified
herein should a violation(s) occur.
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C.

Non-Mandatory Sources

Optional Use Term Contracts

Cooperative Term contracts that may have been established by:

a. DGS/DPS;

b. VITA;

c. VDOT;

d. VASCUPP schools; or

e. Other governmental agencies or institutions within their delegated
authority.

For information regarding availabity of University owned surplus
property at ODU, please contact Property Contedl757-683-4810.

Nonprofits/Sheltered Workshops

The University may purchase goods and services from nonprofit sheltered
workshops without competition if the goods or services:

a. are within 10 percent of fair market value

b. are of acceptable quality

c. can be supplied within #atime required

d. are not produced by inmates confined in State correctional
institutions

e. are offered at a price which is fair and reasonable

.

are not produced by schools or workshops under the supervision of
the Virginia Department of the Visually Hangipad.

Used Equipment

Used equipment may be purchased using {oompetitive negotiation
upon a written determination that there is only one sole source practicably
available for the used equipment. Used equipment is that which has been
previously owned and used and if offereat fsale under "where is, as is"
conditions. It does not include demonstration or factory rebuilt items
marketed through distributors.

Complete information describing the item must be provided to the
purchasing departments, including the seller's prioewriting. Prior to
preparation of a purchase order, the purchasing department must obtain a
written statement from a person who is technically knowledgeable of the
type of equipment to be purchased, normally the end user, verifying the
condition of the egipment, its future usefulness, and that its purchase
would be in the best interest of the institution.
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D. SPECIAL APPROVALS

Approval for certain services is required by law, regulation, directive or appropriation.
Services requiring other State agencegsproval or concurrence are as follows:

A.
B.

Insurance- Department of General Services/Division of Risk Management.
Capital Outlay Related Servicd3epartment of General Services/Division of
Engineering and Buildings.

Bankingand BankRelated CasManagement ServicedDepartment of the
Treasury, Division of Cash Management Anestments.
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CHAPTEREN METHODS OF PROCUREMENT

. METHODS OF PROCUREWE

A. All public contracts with nongovernmental contractors for the purchase or lease of
goods, or for the purchase of services, insurance or construction, shall be awarded after
competitive sealed biding, or competitive negotiation as provided in this chapter, unless
otherwise authorized by law.

B. Professional Services shall be procureddmypetitive negotiation. Qualificatiechased
selection shall be used for design services.

C Goods, services, or insurance may be procureddmgpetitive sealed bidding or
competitive negotiatioror any other method not prohibited by law

D. Construction may be procured only by competitive sealed bidding, except that
competitive negotiation may be used in the following instances upon a determination
made in advance by the&niversityand set forth in writing that competitive sealed
bidding is &her not practicable or not fiscally advantageous to the public, which writing
shall document the basis for this determination:

i. By the University on a fixed price desigmild basis or construction management
basis under §7 of thétt w dz€, &d shalcomply with Board of Visitor Policy 28

ii. By the University for the construction, alteration, repair, renovation, or demolition
of buildings; or

iii. By the University for the construction of highways and any drainage, dredging,
excavation, gradingr similar work upon real property.

E The following are typically considered thseven (7) methods of procurement:

i. Small Purchases:
The & w dgf pSrénits the University to establish small purchase procedures, if
adopted in writing, not requiring compiéve sealed bidding or competitive
negotiation for single or term contracts if the aggregate or sum of all phases is not
expected to exceed $50,000; however, such small purchase procedures shall provide
for competition wherever practicable.

a. The solicitation methods used for small purchases may be verbal or written
wSljdzSald F2NJ vdz2idil dA2ya FYRk2NJI LYGSNYyFf t N
purchasing authority. Internal Pricing is the procurement from existing
University contracts, VASCUPPtcacts, State contracts, or other cooperative
contracts.

b. Users with delegated purchasing authority may solicit, receive, evaluate and
award verbal or written quotations that do not exceed their respective
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delegated authority.

c. Any contract and/or purcase orderover $10,000s awarded to the lowest
responsiveandresponsiblejuoter.

d. Any contract and/or purchase ordender $10,000s awardedn compliance
gAGK (KS ! yA O Sandeanied appropdate byaMateriell y
Management
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Competitive Sealed Biting:

Is amethod of procurementhat is often utilized when the goods or services can be
clearly specified, the estimated cost is over $50,000 and the award is made based
upon the lowest responsive and responsible bidder.

a. lIssuance of a written Invitation to Bid containing or incorporatby reference

the specifications and contractual terms and conditions applicable to the
procurement. Unless th&niversityhas provided for prequalification of bidders,
the Invitation to Bid shall include a statement of any requisite qualifications of
potential contractors. When it is impractical to prepare initially a purchase
description to support an award based on prices, an Invitation to Bid may be
issued requesting the submission of unpriced offers to be followed by an
Invitation to Bid limited tothose bidders whose offers have been qualified
under the criteria set forth in the first solicitation.

b. Public notice of the Invitation to Bid at least ten (10) days prior to the date set
for receipt of bids by publication on the Department of Gen&aivices' central
electronic procurement website and other appropriate websites. Public notice
also may be published in a newspaper of general circulation or on other
appropriate websites, or both. In addition, bids may be solicited directly from
potential contractors. Any additional solicitations shall include businesses
selected from a list made available by the Department of Minority Business
Enterprise.

c. Bid responses may be mailed or hand deliveredvtateriel Managementand
must be submitted in &ealed envelope to prevent disclosure of its contents
before the deadline set for the receipt of all bids. All bids shall be received and
time stamped in Materiel Managemern or before the closing date and time
stated in the Invitation to Bid. Bidsaeived after the closing date and time will
not be considered and shall be returned unopened to the vendor.

d. Envelopes/packages containing bids must be sealed and clearly state on the
outside of the envelope/package the company name, IFB number, andglosin
date and time.
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e. Public opening and announcement of all bids receivEdcept for construction
bids, all formal bids are opened on the closing date, and at the time and place
stated on the Invitation to Bid. This session is open to the public. Theiblate
albylF3SYSyid . dz2SNJ akKlFtf NBFR SIOK 0ARRSND:
payment terms. No decision of award or rejection will be made during the bid
opening.

f. Evaluation of bidsshall be based upon the requirements set forth in the
invitation, which may include special qualifications of potential contractors; life
cycle costing, value analysis, and any other criteria such as inspection, testing,
quality, workmanship, delivery, and suitability for a particular purpose, which
are helpful in deterrming acceptability.

g. Awardshall be made tdhe lowest responsive and responsible biddefwards
may be made to more than one bidder.

h. Materiel Managementwill poston the Department of General Services' central
electronic procurement websitéor a mirimum of ten (10) daysSA G KSNJ a b 2 @
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their associated contragtricing
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Competitive Negotiation:

Is amethod of procurementtypically usedor complex or technical goodsd
servicesover $50,000 where specifications or scope of work cannot be clearly
defined or when negotiations is advantagequsd contract award is based on
evaluation criteria stated in the RFEompetitive negotiationarerequired for
professionakervices and may be used for npnofessionakervices abovesp,000.

Selection Advisory Committee A Selection Advisory Committee (SAC) shall be
established when selecting a firm for professional and -pmfessional service
when the compensation for such services is expected to exceed $50,000. The
Director of Materiel Management, or designee, shatipoint a SAC to evaluate
proposals based on the criteria set forth in the RFP and recommend award. The SAC
will be composed of three or more principal staff personnel and other individuals as
determined by the Director of Materiel Management or designeghe funding
department has the authority to recommend committee memheah of which shall

be voting members However, funding department personnel shall not make up
more than fifty percent of the SAC. The SAC shall be limited to a maximum of seven
(7) unless otherwise authorized by the Director of Materiel Management. The SAC
AaKFfEtf O2YLX & ¢AGK (KS ThelSKQG <hdll bd dRahdd by2the 2 F (0 K ¢
designated Procurement Officer who shall have voting rigitf. communication,
correspongnce and conversations regarding the procurement shall remain
confidential until after the awardAll committee members shall evaluate based on

the criteria set forth in the Request for Proposal (RFP). If deemed appropriate,
outlier scores shall be elimated based solely on the judgment of the Procurement
Officers. Recommendations for award from the SAC shall be forwarded from the
Procurement Officer to the Director of Materiel Management.
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Services procured through competitive negotiations fall into two (2) categories:
Professional Servicasd Other Than Professional Services

ProfessionalServicega w dzf§84633aé Competitive Negotiatign

a. Issuance of a written Request for Proposal indicating in general terms that
which is sought to be procured, specifying thréeriathat will be used in
evaluating the proposal and containing or incorporating by reference the other
applicable contractualerms and conditions, including any unique capabilities or
qualifications that will be required of the contractor.

b. The Request for Proposal shall not, however, request that offerors furnish
estimates of marhours or cost for services. At the discussiayst the public
body may discuss nonbinding estimates of total project costs, including, but not
limited to, life-cycle costing, and where appropriate, nonbinding estimates of
price for services.

c. Proprietary information from competing offerors shall i disclosed to the
public or to competitors.

d. Publicnotice of the Request for Proposal at least ten (10) days prior to the date
set for receipt of proposals by publication in a newspaper or newspapers of
general circulation in the area in which thentiact is to be performed so as to
provide reasonable notice to the maximum number of offerors that can be
reasonably anticipated to submit proposals in response to the particular
request.Public notice shall also be published on the Department of General
Services' central electronic procurement website and other appropriate
websites. In addition, proposals may be solicited directly from potential
contractors.

e. Proposal responses may be mailed or hand delivered to Materiel Management
andmust be submittedn a sealed envelope to prevent disclosure of its
contents before the deadline set for the receipt of all proposals. All proposals
shall be received and time stamped in Materiel Management on or before the
closing date and time stated in the Request favg®sal. Proposals received
after the closing date and time will not be considered and shall be returned
unopened to thevendor.

f. Envelopes/packagemntaining proposals must be sealed and clearly state on
the outside of the envelope/package the comparame, RFRumberand
closhg date andime.

g. Proposalseceived shall be opened at the date, time and place stateden th
RFP. This session is open to the public. The names of firms submitting
proposals shall be read aloud. No other information shapioeided at that
time.

h. Proposals received will be reviewed, evaluated and ranked.
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TheUniversity shall engage in individual discussiwith two or more offerors
deemed fully qualified, responsible and suitable on the basis of initial responses
and withemphasis on professional competence, to provide the required
services

Repetitive informal interviews shall be permissible

The offerors shall be encouraged to elaborate on their qualifications and
performance data or staff expertise pertinent to the prased project, as well as
alternative concepts

At the conclusion of discussion, outlined in this subdivision, on the basis of
evaluation factors published in the Request for Proposal and all information
developed in the selection process to this poitie public body shall select in
the order of preference two or more offerors whose professional qualifications
and proposed services are deemed most meritorious

. Negotiations shall then be conducted, beginning with the offeror ranked first. If
a contractsatisfactory and advantageous to the public body can be negotiated
at a price considered fair and reasonable, the award shall be made to that
offeror. Otherwise, negotiations with the offeror ranked first shall be formally
terminated and negotiations conattedwith the offeror ranked second, and so

on until such a contract can be negotiated at a fair and reasonable price.

Should the University determine in writing and in it sole discretion that only one
offeror is fully qualified, or that one offeror i¢e@rly more highly qualified and
suitable than the others under consideration, a contract may be negotiated and
awarded to that offeror

The procurement of professional services for capital projects shall be conducted
using a qualificatiofibased selectioprocess

Architectural or Professional Engineerirapove $50,000

a. Services relating to construction projects may be negotiatedh®y University

for multiple projects provided (i) the projects require similar experience and
expertise,and (ii) the nature of the projects is clearly identified in the Request
for Proposal

Under such contract, (a) the fair and reasonable prices, as negotiated, shall be
used in determining the cost of each project performed, ity sum of all
projects performed in pe contract term shall be as set in the Request for
Proposal; and (c) the project fee of any single project shall not exceed the term
limit as set in the request for Proposal.

c. Any unused amounts fromnycontract termmaybe carried forward
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d. Competitivenegotiations for such contracts may result in awards to more than
one offeror provided the Request for Propossted the potential for a muki
vendor award.

Other than Professional Servicés w dzfD&céngeni§4.3.b.,Competitive
Negotiatior]:

a. Issuance of a written Request for Proposal indicating in general terms that
which is sought to be procured, specifying the factors that will be used in
evaluating the proposal and containing or incorporating by reference the other
applicable contractual tens and conditions, including any unique capabilities or
qualifications that will be required of the contractor.

b. Public notice of the Request for Proposal at least ten (10) days prior to the date
set for receipt of proposals by publication in a newspaper or newspapers of
general circulation in the area in which the contract is to be performed so as to
provide reasonhle notice to the maximum number of offerors that can be
reasonably anticipated to submit proposals in response to the particular
request. Public notice shall also be published on the Department of General
Services' central electronic procurement websisnd other appropriate
websites. In addition, proposals may be solicited directly from potential
contractors.

c. Proposal responses may be mailed or hand delivered to Materiel Management,
and must be submitted in a sealed envelope to prevent disclosuresof i
contents before the deadline set for the receipt of all proposals. All proposals
shall be received and time stamped in Materiel Management on or before the
closing date and time stated in the Request for Proposal. Proposals received
after the closingdate and time will not be considered and shall be returned
unopened to the vendor.

d. Envelopes/packagesontaining proposals must be sealed and clearly state on
the outside of the envelope/package the company name, RFP number, and
closng date andime.

e. Proposals received shall be opened at the date, time and place stated in the
RFP. This session is open to the public. The names of firms submitting
proposals shall be read aloud. No other information shall be provided at that
time.

f. Proposals receivedilvbe reviewed, evaluated and ranked.

g. Selectionshall be made of two or more offerors deemed to be fully qualified
and best suited among those submitting proposals, on the basis of the factors
involved in the Request for Proposal, including price iftated in the Request
for Proposal
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h. Negotiationsshall then be conducted with each of the offerors so selected.
i. Priceshall e considered, but need not be the sole determining factor

j. After negotiations have been conducted with each offeror so selectbd,
public body shall select the offeror which, in its opinion, has made the best
proposal, and shall award the contract to that offeror

k. Awards may be made to more than one offeror

[.  Shouldthe public body determine in writing and in its sole discretion that only
one offeror has made the best proposad, contract may be negotiated and
awarded to that offeror

Sole Sourcgd w dzfD&cangents5.E. Methods of Procuremeht

Upon a determination in writing that there is only one source practicably available
for that which is to be procured, a contract may be negotiated and awarded to that
source without competitive sealed bidding or competitive negotiation. The writing
shalldocument the basis for this determination. Thimiversityshall issue a written
notice stating that only one source was determined to be practicably available, and
identifying that which is being procured, the contractor selected, and the date on
which the contract was or will be awarded.This notice shall be posted in a
designated public area, which may be Department of General Services' website for
GKS /1 2YY2y6SItGiKQa OSYyidaNrt StSOGNRYAO
newspaperof general circulatin on the day the University awards or announces its
decision to award thecontract, whichever occurs first. Public notice shall also be
LJdzo0 ft AAKSR 2y (KS 5SLINIYSYydG 2F DSYySNI ¢
central electronic procurement systermeé may be published on other appropriate
websites. The Materiel Management staff shall make every effort to encourage
SWaM participation whenever available.

Emergency Purchas¢é w dzfD&canient5.F. Methods of Procuremeht

Emergency purchases exighen an immediate purchase is required to protect life,
safety or property, to prevent substantial economic loss or prevent interruption of
services.In case of emergency, a contract may be awarded without competitive
sealed bidding or competitive negotiah; however, such procurement shall be
made with such competition as is practicable under the circumstances. A written
determination of the basis for the emergency and for the selection of the particular
contractor shall be included in the contract filehe University shall issue a written
notice stating that the contract is being awarded on an emergency basis, and
identifying that which is being procured, the contractor selected, and the date on
which the contract was or will be awarded. This notice Isti@ posted in a
designated public area, which may be Department of General Services' website for
GKS /12YY2y6SItGiKQa OSyidNXt StSOGNRYAO
newspaper of general circulation on the day the University awards or announces its
decision to award the contract, whichever occurs first, or as soon thereafter as
practicable. Public noticenay also be published on the Department of General
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Vi.

Vil.

and may bepublished on other appropriate website¥he Materiel Management
staff shall make every effort to encourage SWaM patrticipation whenever available.

An emergency is a situation in which (1) an immediate threat to the public health,
safety or welfare is ind@ed, (2) or immediate action is required to protect or
preserve public properties without delay

Public Auction [& wdzf $acéiment 8§51, Methods of Procuremeht
Upon a determination made in advance by the Institution and set forth in writing
that the purchase of goods, products, or commaodities from a public auction sale is
in the best interests of the public, such items may be purchased at the auction,
including online public auctions. The writing shall document the basis for this
determination.

Revese Auctioning [& w dzf Batument §5J, Methods of Procuremeht
The purchase of goods or nonprofessional services, but not construction or
professional services, may be made by reverse auctioning.

Page52



CHAPTERLEVENCOOPERATIVE PURCHASING

Cooperativepurchasing is procurement conducted on behalf of two or more public
agencies or institutionsThis form of purchasing has the benefits of reducing

administrative costs, eliminating duplication of effort, lowering prices, sharing
information.

A. Authority 6 & w dgb)S & ¢
Old Dominion University is authorized to participate in, sponsor, conduct,
or administer a cooperative procurement arrangement on behalf of or in
conjunction with public bodies, public or private health or educational
institutions, other pubk or private organizations or entities, including
publicprivate partnerships, charitable organizations, health care provider
alliances or purchasing organizations or entities, or with public agencies or
institutions or group purchasing organizations diet several states,
territories of the United States, or the District of Columbia, for the purpose
of combining requirements to effect cost savings or reduce administrative
expense in any acquisition of goods and services, other than professional
services.

The Institution may purchase from any authority, department, agency,
institution, city, county, town, or other political subdivision of the
Commonwealth's contract even if it did not participate in the request for
proposal or invitation to bid, if the mest for proposal or invitation to bid
specified that the procurement was being conducted on behalf of other
public bodies. In such instances, deviation from the procurement
procedures set forth in these Rules and the administrative policies and
procedures established to implement these Rules shall be permitted.

Notwithstanding all of the above, use of cooperative contracts shall
O2y F2N¥Y (2 (GKS o0dzaAySaa NBIldANBYSyila
procurement system, including the requirement for payrhen applicable

fees. Nothing herein shall prohibit the payment by direct or indirect means

of any administrative fee that will allow for participation in any such
arrangement.

B. Procedures
i. If a Department becomes aware of a cooperative contract that may be of

benefit for the University to use, the Department should submit a
Purchase Requisition fdhe goods or services required. The Requisition
should contain anotice to Purchasing explaimg the existence of the
contract with as much information as is availableassist Purchasing to
locate the information neededPurchasing will then contact the vendor
to secure agreement to allow the University to use the contract.

ii. If a Department is aare that other institutions are planning to seek bids
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for a commodity that the Departmenheeds, a Purchase Requisition
should be submitted with theestimated quantities. The Requisition
should containinformation to assisMateriel Managemenin arranging
for a combined bid with the other jurisdiction. Sufficigithe should be
allowed to coordinate the combined bid.
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CHAPTERWELVECONTRACT ADMINISTRATION

Contract administration begins after award of tlgentract. Its purpose is to assure that the

O2y N} OG2NQRa YR ! yAOSNAAGEQa G20GFf LISNF2NXIyOS
work, terms and conditions of the contractual agreement. The integrity of the public purchasing

process demanddhait goods or services be furnished, received, invoiced and paid as specified in

the contract. Contract administration includes all actions taken by the University relative to a

specific contract after the award is made. The Department of Materiel Managesteuld

assemble and maintain a master listing of all Old Dominion University term contracts to include

the initial period and number of renewals. For assistance with contract administration, contact

the Department of Materiel Management at 6&3.05.

After issuance of a formal contract awadgdcument, which generally results from an RFP or IFB,
where deemed appropriate the Department of Materiel Management will designate a contract
administrator in writing. The contract administrator shall be respoesibl ensuring that the
goods or services are provided in accordance with the terms of the contract. All vendor
noncompliance shall be reported on a Procurement Complaint Form and submitted to the
contractor with a copy to Materiel ManagementSgeAnnexE).

.  PLANNING ANDHECKLIST

Contract administration planning should occur during the-aneard phase. All

purchases should encompass some pmsard administrative effortswith the degree
determined by evaluating purchase complexity, value, delivery or performance schedule,
commodty or service type, and risks to the University. A contract checklist or milestone
chart should be developélly the contract administratofor each contract that requires
multiple or scheduled actions by the contractor during the contract period. This
checklist or chart is developed directly from the contract by extracting specific
requirements, scheduled delivery dates, stapg and a completion date, plus other

related items such as performance guarantees (e.g., bonds, certificates of insurance,
catalays, copies of warranties, volume reports;kaslit drawings, maintenance manuals,
parts lists, maintenance, scheduled testing, etc.). These actions are essential if the
contract administrator is to ensure that the contractor fulfills the obligations of the
contract. Successful service contract administration usually involves a team approach
with specific administrative tasks delegated to emgkrs or others who can closely

monitor contract performance. The anticipated contract administrator or end usgr an
the procurement officer should work together in establishing administrative
requirements or tasks while developing the solicitation.

II.  CONTRACADMINISTRATOR

The contract administrator should generally be the end user of the contract or one who
has a veted interest in the procurement and who will be responsible for the proper
adherence to all contract specifications by the contractor. When applicable, the
procurement officer will delegate in writing a specific individual to act as the contract
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administiator, and such delegation specify the important aspects of the contract,
RAaGAYy3IdzZAiaKAY3d 06SG6SSy G(GKS FTRYAYAAGNT G2NDa
function of the purchasing officeSpecific delegated tasks should be outlined in the

designation l&er which may include acceptance of goods or services, approval of

invoices, scheduling and monitoring of project progress, coordination of resources and
favorable or critical feedback to the contractor and procurement offi¢&ee Annex B).

As stated ir§ 23-38.900f the Code of Virginithe designated contract administrator

shall be responsible for ensuring that they and any staff members having duties related
to administering the contract, adhere to the policies set forth in Article 6., Ethics in
Public Contracting, as described in ¥ieginia Public Procurement Act, Chapter 43 of
Title 2.2 of the Code of Virgini&dditionally, at a minimum, the contract administrator
shall be responsible for ensuriiyproper inspection, review and acceptance of all
goods and services specificallyated to the contract, (ii) goods and services are being
provided in a timely manner and in accordance with the contract scope of work and/or
specifications and terms and conditions (ti¢ review approvaland timely submission

to Accounts Payable of grand all receiving reports, including review, approval and
submission of any invoices submitted for all time and materials, consulting and other
services related to the performance of tlig) the contract in use is valid as related to

the contract term étes and renewal clauses, when applicabigttfe Contractor is
providing timely goods and/or services in accordance with the contract requirements,
(vi) the contract file is complete, andiijMhe contract renewal surveys are completed,
and either the ontract is renewed, specifications are provided to Materiel Management
in a timely manner to allow for resolicitation to avoid interruption of services, or the
services are deemed no longer necessary.

Failure and/or violations on the part of tresignated Contract Administrator to adhere

to and follow the guidelines specifically defined and related to their role and
responsibilities as contract administrator may result in that individual being removed as
the contract administrator, and dependiran the nature of the violation, may result in
further disciplinary action.

PROCUREMENRECORDS

A record should be maintained for each purchase transaction, containing all the
information necessary to understand the why, who, what, when, where and how of the
transaction. A file must be established for a procurement transaction which has reached
the formal solicitation stage. It must contain at a minimum, as applicable, the
description of requirements, sources solicited, a copy of the public notice, cancellation
notices, the method of evaluation and award, a signed copy of the contract or purchase
order, contractor performance reports submitted by the administrator, modifications or
change orders, vendor complaint forms, cure letters, usage data such as release orders,
and any other actions relating to the procurement.

When Materiel Management hasdignated a contract administrator, the contract
administrator shall also maintain a file containing, at a minimum, the designation letter,
a complete copy of the contract, contract modificatioa8,related invoicingind

Page56


http://leg1.state.va.us/cgi-bin/legp504.exe?000+cod+23-38.90

payment records, vendor performaa documentation, a copy of the completed
contractor evaluation survey, signed renewal forms and any reports required per the
contract terms. Generally, files are open to the public in accordance wittiitgmia
Freedom of Information Aeind should b made available for review after the award has
been made.

DELIVERY OF GOODS

Generally, the policy of the University is to request all goods be shipped F.O.B.
Destination, with all shipping charges greid and allowed. F.O.B. Destination means

that title passes when goods are received on site at the University as designated by the
contract. PrePaid and allowed means that all shipping charges are included in the
quoted prices. The contractor may be required by the contract to deliver in a specific
manner such as one of the following: tailgate only, at dockside only, deliver on pallets,
make inside delivery by floor and room number, deliver and install and remove all
debris, or deliver at only certain specified hours. Delivery instructions shoutthde

clear in the purchase order or award documents specifying any conditions or issues
impacting delivery such as restrictive loading areas or limited elevator access. Delivery
must be made by the date or period specified in the contract or the cortranty be
considered to be in default. Receiving personnel or the contract administrator should
have a clear understanding of the shipping terms, maintain a copy of the purchase order
or award document and shall be responsible for ensuring the vendor leesnpith the
shipping terms stated in the purchase order or contragbthing in this Manual shall
preclude the Wiversity from uses F.O.B. Spiipg Point or other shipping terms when
deemed in the best interest of the University.

INSPECTION

Orderingdepartment receiving personnel are responsible for inspecting and accepting
goods or services purchased by their department, with the exception of Equipment Trust
Fund purchases and other purchases that require delivery to and receipt by the
Property Cotrol Warehouse. Inspection is the close and critical examination of goods
or services delivered to determine conformance with applicable contract requirements
or specifications. It includes the determination that:

A. Unless otherwise specificallyrdered, the delivery consists of new and unused
merchandise.

B. Goods or services of the quality, quantity, grade, or standard specified in the
purchase order or contract have been delivered.

C. The design, construction, ingredients, size, kind, typakemcolor, style, etc., of the
commodities conform to the requirements of the purchase order or contract and
GKSNB | LILX AOlFotSsE (2 GKS YIydzZFlI O dzNBNXA

D. The packaging and labeling, marking, or other means of identification meet
specifications. The commodities comply with specification requirements in all
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VI.

VII.

VIII.

essential respects, are in good condition, and delivery has been made in accordance
with the terms and conditions of the purchase order or contract.

Receiving personnel are mansible for completing and submitting the Receiving Report,
Materiel Management form # MMO0OO1, in an accurate and timely manner, Aseex

J.
ACCEPTANCE

Notification of the acceptance of the delivery should be noted on a Receiving Report and
be attached to a copy of the purchase order and the packing slip, bill of lading, or similar
delivery paperwork from the vendor (Annex J). Timely and proper payment of invoices
requires expedient review, acceptance of the delivery in accordance with the terdhs an
conditions of the purchase order or contract, and timely submission of the receiving
paperwork to accounts payable as described on the Receiving Report Form (Annex J).

REJECTION

Rejection of goods or services is the responsibility of the authoreeslving personnel.
Rejection should generally occur whenever the goods or services do not comply with
contract requirements. In the event of a partial or total rejection, and when warranted,
the receiving personnel shall immediately notify the contractia the Procurement
Complaint Form, with a copy to Materiel Management, documenting the reasons for
rejection and to request prompt action to correct the problem within a reasonable
timeframe (see Annex E).

ADDITIONAL CHARGES

Rejection of deliverieby receiving personnel due to no fault of the contractor may be
considered breach of contract, and restocking, storage and/or additional delivery

charges may be assessed by the contractor. The value of these charges as well as any
other damages that the edractor may incur should be identified and analyzed prior to
making the decision to return good§iode of Virginiag 8.2710, allows the seller
AYOARSyGlFf RIEYF3ISa | FGSNI GKS LINRPOAzNBYSy i
the goods resulting &m the breach. It should be noted that both the University and the
contractor may be guilty of breach of contract should they be responsible for violation of
the terms and conditions of the contract.

OVERSHIPMENTS/OVERRBU

Receiving personnel shouldon accept goods in excess of those specified on the
purchase order or contractinlessit is recognized as a custom of that industry (e.g.
printing, cable, fabric), and is deemed acceptable by the procurement officer. If the
receiving personnel witiot accept underruns or overruns, it must be stated in the terms
and conditions of the purchase order or contract document or be provided to the
vendor via a solicitation in advance of the contract award. Overruns shall not exceed
10% of the purchase order amouwr $500, whichever is less, and are not to be
processed through change orders. . Prices for overruns shall not exceed the quoted base
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XI.

price per unit or the quoted price for additional units and whichever price is less will
prevail. Prices for underrungill be calculated at the quoted base price per unit.

DAMAGEDSHIPMENTS

LG Aa GKS NBOSAGAY3I LISNE2YYSt Qa NBALRYAAOAL AL
damage at the receiving location. Concealed damage or latent defects should be

reported to the contractor within seven days of receipt and prior to removal from the

point of delivery, if possible. If latent defects are found, the contractor is responsible for

replacing the defective goods within the delivery time originally stated in dieigation

and is liable for any resulting expenses incurred by the University. For any latent defects

that exceed the originally stated delivery time, receiving personnel shall contact Materiel
Management.

INVOICE AND PAYMERROCESSING

Invoicing andPrompt Payment Invoice processing is to be performed in accordance
withthea wdzl- §&RE NB3IdzA F GA2ya aSi F2NIK o0& GKS /2Y
Department of Accounts. To maintain good vendor relationships and a competitive
environment, it is imperati® that invoices be processed promptly and in accordance
with the contract terms and conditions or prompt pay requirements set forth in state
laws, policies and procedurehedd w dzE bé&uient§ 42 requires the University

to pay for the delivered goaor services by the required payment date. If no
payment date has been established by contract, then payment is due 30 days after
receipt of a proper invoice by the University or its agent responsible under the
contract for approval of such invoices ftretamount of payment due, or 30 days

after the receipt of the goods or services, whichever is latew dzE éuient §

42). When a purchase requires performance over an extended period of time, the
University should make arrangements to process papégiments upon receipt of
evidence indicating that the goods or services have been received (Annex J).

When there is a defect or impropriety in goods or services recdigeav dz€ , § 43§

the University or its agent responsible under the contract fopraval of such receipt

of goods or services must notify the contractor within 15 days of the defect or
impropriety if such defect or impropriety would prevent payment by the payment
date. When there is a defect or impropriety in an invoite, Universityshallnotify

the contractor within 15 days of the defect or impropriety if such defect or
impropriety would prevent payment by the payment date. Such notifications shall be
made via the Procurement Complaint Form (Annex E), with a copy sent to Materiel
Management. Examples of impropriety in the invoice include missing purchase order
number, changes in unit price, extension errors, totaling errors, etc. The prompt
payment date does not begin until such issues are rectified.

Charge Card Paymentdn an dfort to streamline invoice and payment processing

atSLlA YR aKINLXe& NBRdzOS LI LISNB2N] X GKS [/ 2V
(DOA) has established a contract allowing agencies and institutions to use charge

cards through two programs, the small purchasharge card (SPCC) and Gold Card.
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SPCC information can be obtained by selecting the policies and procedures link on
the Department of Materiel Management websiteww.odu.edu/procurement).

Xll.  CONTRACWIODIFICATIONS ANDANGEORDERS

Any request for change affecting price, quality, quantity, delivery or cancellation requires

a written explanation by the department. All change orders should be evaluated for

contract validity and price reasonablenesdo fixedprice contract may be ineased by

more than 25 percent of the amount of the contract or $50,000, whichever is greater,

gAGK2dzi GKS | R@IYyOS gNRGGSY FLIINRGIE 2F GKS |1
/ KIy3dS 2NRSNB GKIFIG SEOSSR (KS NB|jdz8lad2NRa R
contract modifications require Materiel Management review and approval. eVA users

shall process change order requests via eVA.-&A users shall submit requests for

change orders to the appropriate Materiel Management procurement officer via email

from the appropriate Budget Unit Director. No University personnel shall notify a

contractor that a change is approved until authorized by the appropriate Materiel
Management purchasing officer.

Change orders will not be processed for cost variationsouput not exceeding $50.00

per line item or $100 per purchase order. Therefore, Finance/Accounts Payable is
authorized to pay invoices in excess of the purchase order amount up to $50 per line
item or $100 per purchase order, without the requestor presiag a change order.
However, there shall be a zero tolerance for cost variation for capitalized assets of
$5,000 or greater, or Equipment Trust Fund purchases of any amount. Change orders
will not be processed to accommodate University account code ifications. All
contract interpretation, including: content, intent, exceptions and the need for change
orders is the responsibility of Materiel Management.

XIll. ~ CONTRACT RENEWAL AXDENSION

A. Renewal A term contract may contain a renewal clauscribing the conditions
under which it may be renewed for a stipulated period of time. However, no
contract may be renewed and no additional consideration may be paid unless
specifically provided for in the original contract. Often indices such as the
Consumer Price Index (CPI) or Producer Price Index (PPI) are used as a benchmark
in pricing renewal options and assist in determining price reasonableness. Price
increases should not be given automatically at renewal. The Department of
Materiel Managemeh may negotiate price increases up to the index, price
decreases, or amount described in the contract.

Prior to renewing a contract that contains the requirement for Small Business

Subcontracting, the Department of Materiel Management shall review the

O2y G NY OG2NRa O2YLIX Al yOS ¢ A i Kfailrk ® et & dzo YA 0 ( ¢
their Small, Wometowned and/or Minorityowned (SWaM) plan as submitted in

bid or RFP response may be deemed in breach of contract.

Failure to provide reports as requested may result in-pagment for any services
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provided and invoiced during the reporting period. Paymeny/ha withheld until
such reports are provided.

B. Extension The Department of Materiel Management may extend the term of an
existing contract for services to allow completion of any work undertaken but not
completed during the original term of the caatt. Also, in exceptional or
extenuating circumstances a contract may be extended by mutual consent for a
limited period of time, not to exceed six (6) months. This action should be
documented in writing. No additional consideration exceeding the cotedhprice
may be paid to the contractor.

XIV.  TERMINATION FAGFONVENIENCE

Occasions may arise when a purchase order or contract may need to be terminated for
the convenience of the University. The termination date and the extent of termination
must be sgcified in writing to the contractor. The contractor may submit any
termination claim within 120 days after receipt of the notice of termination, or such
longer period as the University may allow.

XV. CANCELLATIONS OF EHRSE ORDERS ABIDNTRACTS

Cancdhtion of contracts may only be authorized by the Department of Materiel

Management, which shall be in writing via an appropriate change order document

purchase order or formal contract. Contract administrators do not have authority to

cancel contractsAny request for cancellation from University departments should

include an explanation of the basis for the request. A contractor may request

cancellation, and the University shall grant relief, if the contractor is prevented from

specific performancencluding timely delivery, by an act of war, order of legal authority,

Ol 2F D2RX 2NJ 20KSNJ dzy @2ARIFo6tS OFdzaSa yz2i
negligence.

XVI.  DEFAULT

A contractor is considered in default/breach if they fail to perform in adance with
the terms and conditions of the contract (e.g., late delivery, nonconformance to
specifications). The following factors should be considered prior to taking any action:

A. The specific reasons for such failure.

B. The period of time neededb obtain the goods or services from other sources
compared to the time delivery or performance could be accomplished by the
delinquent contractor.

If the department determines that a contractor is in default, they shall prepare a
Procurement ComplainForm and submit to the contractor, with a copy to Materiel
alylF3asSySyidz F2tt26SR o0& | Gb23GA0S G2 [/ dz2NB
resolution, or action is received. A cure letter may also be issued at the same time as

the Procurement Complaint Form. Resolution of performance issues should
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