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MISSION AND VALUES OF THE MATERIEL MANAGEMENT DEPARTMENT 
 

Our mission is to provide innovative, value-added 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. 
 

Our values are: 

Integrity: Consistently honest and fair conduct in business and personal dealings. 

Professionalism: Maintaining an attitude that promotes and reinforces positive interactions 

conducive to producing quality work. 

Customer Service: Anticipating, meeting, and exceeding customer needs. 

Legality: Adherence to the law in all decisions. 

Accountability: Taking personal responsibility for what we do to ensure that our actions reflect 

the best interests of the University. 
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DIRECTORY 
 

Web: www.odu.edu/procurement  E-mail: matmgmt@odu.edu  
Phone: 757-683-3105 Fax: 757-683-5108  
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Rick D. Berry, CPPO, VCO 
email: rberry@odu.edu   phone: 757-683-3105 

Assistant Director 
Harry R. Smithson, Jr., CPPO, VCCO, VCO 
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Neil Cutler, CPPB, VCO 
email: ccutler@odu.edu phone: 757-683-3136   

Procurement Officer III 
Etta Henry, CPPB, VCCO, VCO 
email: ehenry@odu.edu phone: 757-683-5889   

Procurement Officer II 
Kwanza Hood, CPPB, VCO 
email: khood@odu.edu phone: 757-683-5572  

Assistant to the Director for Programs and Compliance 
Jerri Kemp, CPPB, VCO 
email: jkemp@odu.edu phone: 757-683-4267  

Procurement Officer II 
Arcelia Barcliff, CPPB, VCO 
email: abarclif@odu.edu phone: 757-683-5790  

Office Manager 
Vacant 
email: ______@odu.edu phone: 757-683-3070  

Administrative Assistant 
Marcy Comstock 
email: mcomstoc@odu.edu  phone: 757-683-3252 

Administrative Assistant/Receptionist 
Nicole Justice 
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Property Control Warehouse Manager 
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email: fsamuel@odu.edu phone: 757-683-4810 
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CHAPTER ONE: PROCUREMENT AUTHORITY AND RESPONSIBILITY 

 
 

I. OVERVIEW 
 

Applicable laws and regulations: 
 
The Materiel Management Procurement Manual identifies policies which govern the 
procurement of goods, services and construction for the University.  The purpose of this 
manual is to flesh out and expand upon the άwǳƭŜǎέ ŀƴŘ άthe Higher Ed Manualέ and to 
provide guidelines for the University in carrying out the procurement of goods, services and 
construction for the University. 
 
Old Dominion University is governed by  Subchapter 2 of the Restructured Higher Education 
Financial and Administrative Operations Act, § 23-38.88 et seq. of the Code of Virginia and 
Chapters 824 and 829, Acts of Assembly, 2008, specifically the Rules Governing Procurement 
of Goods, Services, Procurement and Construction by a Public Institution of Higher Education 
όάwǳƭŜǎέύΣ ǘƘŜ aŜƳƻǊŀƴŘŀ ƻŦ ¦ƴŘŜǊǎǘŀƴŘing between the University and the 
Commonwealth, and is substantially in compliance with the Commonwealth of Virginia 
Purchasing Manual for Institutions of Higher Education and their Vendors hereinafter 
ǊŜŦŜǊǊŜŘ ǘƻ ŀǎ άthe 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 Policy 1500 ς Authority for Signing Contracts. 

 

 
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 accommodation and related service agreements. 

ii. Construction 
 The Director of Materiel Management may execute construction contracts 

that do not exceed $250,000. 
iii. Goods & Services, Non-Construction 

 The Director of Materiel Management may execute non-construction goods 
and services related contracts that do not exceed $500,000. 

iv. Sole Source & Emergency Procurements 
 ¢ƘŜ 5ƛǊŜŎǘƻǊ ƻŦ aŀǘŜǊƛŜƭ aŀƴŀƎŜƳŜƴǘ Ƴŀȅ ŀǇǇǊƻǾŜ ŀƴŘ ŜȄŜŎǳǘŜ ōƻǘƘ άǎƻƭŜ 
ǎƻǳǊŎŜέ ŀƴŘ άŜƳŜǊƎŜƴŎȅέ ǇǊƻŎǳǊŜƳŜƴǘǎ ǘƘŀǘ Řƻ ƴƻǘ ŜȄŎŜŜŘ ϷмллΣлллΦ 

 
B. Exceptions to Delegation of Purchasing Authority: 

 
 

http://www.odu.edu/ao/polnproc/pdfs/1500-revised.pdf
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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 documents 
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 may, however, 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 University between 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. 

 
C. The Director of Materiel Management may re-delegate this authority to those deemed 

appropriate and in the best interest of the University. 
 

D. Budget Unit Directors may be granted authority as follows: 
 

i. Non-eVA users may be granted up to $1,000 by using Limited Purchase Orders. 
ii. eVA Users may be granted up to $2,000 for non-contract purchases and up $5,000 

for contract purchases.  Departments that have special needs may be granted 
authority in excess of afore stated limits as authorized by the Director of Materiel 
Management. 

 
E. Small Purchase Charge Card (SPCC) holders are delegated individual levels of authority, 

up to the cardholderΩs limit, for acquisition of goods and services as described in this 
manual. (See procedures Chapter Ten) 
 

F. All personnel holding delegated purchasing authority shall be responsible for using that 
authority in conformance with the policies and procedures of this manual. 

 
G. ¢ƘŜ wǳƭŜǎ ƎƻǾŜǊƴƛƴƎ ǘƘŜ ¦ƴƛǾŜǊǎƛǘȅΩǎ ǇǊƻŎǳǊŜƳŜƴǘǎ ŀƴŘ ǇǊƻŎŜǎǎŜǎ ǊŜǉǳƛǊŜΥ:  
 

i. Obtain high quality goods and services; 
ii. All procurement procedures be conducted in an open, fair and impartial manner 

with avoidance of any impropriety or appearance of impropriety; 
iii. !ƭƭ ǉǳŀƭƛŦƛŜŘ ǾŜƴŘƻǊǎ ƘŀǾŜ ŀŎŎŜǎǎ ǘƻ ǘƘŜ LƴǎǘƛǘǳǘƛƻƴΩǎ ōǳǎƛƴŜǎǎ ŀƴŘ ǘƘŀǘ ƴƻ ƻŦŦŜǊƻǊ ōŜ 

arbitrarily or capriciously excluded; 
iv. 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; 

v. procurement procedures involve openness and administrative efficiency; 
vi. The rules governing contract awards be made clear in advance of the competition 
vii. 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 vendor 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 
construction as required by the University.   
 
The Director of Materiel Management is responsible for the interpretation of the Manual.  
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CHAPTER TWO: PROCUREMENT OVERVIEW 

 

 
BACKGROUND  
 
The άRulesέ ƎƻǾŜǊƴƛƴƎ ǘƘŜ ¦ƴƛǾŜǊǎƛǘȅΩǎ ǇǊƻŎǳǊŜƳŜƴǘǎ ŀƴŘ ǇǊƻŎŜǎǎŜǎ ǊŜǉǳƛǊŜ ǘƘŀǘ ǘƘŜ 
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 extent of 
competition; 

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

D. Make procurement άwǳƭŜǎέ clear in advance of any competition; 
E. tǊƻǾƛŘŜ ŀŎŎŜǎǎ ǘƻ ǘƘŜ ¦ƴƛǾŜǊǎƛǘȅΩǎ ōǳǎƛƴŜǎǎ to all qualified vendors, firms, and 

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 specifications 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 preserving the 
confidentiality of proprietary information. 
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II.  PROCUREMENT CYCLE  

The general flow is outlined below describing the role of the Department and Materiel 
Management though-out the procurement cycle. 

 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Department 
 
¶ Recognizes the need for goods/services 
¶ Ensures adequate funds are budgeted 
¶ Develops specifications for the goods/services 
¶ Submits a requisition to Materiel Management if 
ǘƘŜ ƴŜŜŘ ŜȄŎŜŜŘǎ ǘƘŜ 5ŜǇŀǊǘƳŜƴǘΩǎ ŘŜƭŜƎŀǘŜŘ 
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 contract ŎƻƳǇƭƛŀƴŎŜ ǿƛǘƘ ǘƘŜ ¦ƴƛǾŜǊǎƛǘȅΩǎ /ƻƴǘǊŀŎǘ 

Administration Policy and Procedures 
¶ Determines when an asset is no longer of use or value and submits 

appropriate disposition request to Materiel Management 
 

Materiel Management 
 

¶ Re-allocates or disposes of surplus equipment. 
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CHAPTER THREE: SWaM 

 

 
The University develops and submits a University SWaM Plan 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 shall compƭȅ ǿƛǘƘ ǘƘŜ ¦ƴƛǾŜǊǎƛǘȅΩǎ {²ŀa tƭŀƴΦ 
 
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 Small, Women-Owned and Minority-Owned (SWaM) program is to 
increase opportunities, participation and contract awards for Department of Minority Business 
Enterprise (DMBE) certified SWaM businesses in order to achieve the Commonwealth of 
±ƛǊƎƛƴƛŀΩǎ {²ŀa ƎƻŀƭǎΦ ¦Ǉon Board of Visitor approval, Old Dominion University registers an 
ŀƴƴǳŀƭ {²ŀa tƭŀƴ ǿƛǘƘ ǘƘŜ /ƻƳƳƻƴǿŜŀƭǘƘ ƻŦ ±ƛǊƎƛƴƛŀΦ ¢ƘŜ ¦ƴƛǾŜǊǎƛǘȅΩǎ ǇŜǊŦƻǊƳŀƴŎŜ ŀƎŀƛƴǎǘ ƛǘǎ 
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 
5ŜǇŀǊǘƳŜƴǘ ƻŦ aŀǘŜǊƛŜƭ aŀƴŀƎŜƳŜƴǘΩǎ ǿŜōǎƛǘŜ ŀǘ http://www.odu.edu/af/materiel/polproc/. 
 
²ƘƛƭŜ ǘƘŜ ¦ƴƛǾŜǊǎƛǘȅΩǎ Řirect purchases with DMBE registered 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 intent 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 is provided.   
 
The University requires close-out 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 SWaM vendors 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 provide required reports. 
 
 
I. SWaM Business Outreach 
 

The University will:  
 

¶ participate in SWaM Vendor Fair opportunities which may include but is not 
limited to the following: 
o annual SWaMFest sponsored by the Virginia Association of State Colleges 

and University Purchasing Professionals (VASCUPP) 
o Virginia Business Opportunities Fair sponsored by the Virginia Minority 

Supplier Development Council (VMSDC) 
o Black Expo sponsored by Black Pages USA 
o City of Virginia Beach Minority Business Council Expo 

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


 

  
Page 11 

 
  

o Power Breakfast and Profits in Partnerships Luncheons sponsored by 
VMSDC 

 
 

¶ Identify and encourage SWaM vendors to:  
o register in eVA 
o register as a SWaM vendor with DMBE 
o meet centralized and decentralized purchasing staff 
o participate in vendor fair opportunities 
o better understand University and Commonwealth procurement laws, 

policies and procedures 
 

¶ conduct a SWaM/Procurement training program for all major decentralized 
buyers to better understand and achieve SWaM goals. 

 

¶ ǿƻǊƪ ǿƛǘƘ ǘƘŜ ¦ƴƛǾŜǊǎƛǘȅΩǎ ǇǊƛƳŜ ŎƻƴǘǊŀŎǘƻǊǎ ǘƻ ŜƴŎƻǳǊŀƎŜ ǎǳōŎƻƴǘǊŀŎǘƛƴƎ 
opportunities, partnerships and joint ventures with certified SWaM firms. 

 

¶ expand efforts with major University contractors to capture Tier II 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 opportunities. 

  

¶ 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. 

 

¶ compŀǊŜ ǘƘŜ ¦ƴƛǾŜǊǎƛǘȅΩǎ ǎŜƭŦ-certified vendor database 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 encouraging them to complete the DMBE 
ŎŜǊǘƛŦƛŎŀǘƛƻƴ ǇǊƻŎŜǎǎ ƛƴ ŀƴ ŜŦŦƻǊǘ ǘƻ ƳƻǊŜ ŀŎŎǳǊŀǘŜƭȅ ǊŜǇƻǊǘ ǘƘŜ ¦ƴƛǾŜǊǎƛǘȅΩǎ 
spend to DMBE SWaM certified vendors. 

 

¶ Ƴŀƛƭ ƛƴŦƻǊƳŀǘƛƻƴ ǊŜƎŀǊŘƛƴƎ {²ŀa ŎŜǊǘƛŦƛŎŀǘƛƻƴ ǘƻ ǘƘŜ ¦ƴƛǾŜǊǎƛǘȅΩǎ ǘŜǊƳ 
contractors who identified their business as small, woman-owned 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 businesses. 
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II. Internal Monitoring Mechanisms 

 
The University utilizes the Commonwealth of Virginia e-Procurement system, eVA, as its 
sole procurement tool.  Ŝ±!Σ ǘƘŜǊŜŦƻǊŜΣ ƛǎ ǘƘŜ ¦ƴƛǾŜǊǎƛǘȅΩǎ primary mechanism to: 
 

¶ solicit competition from SWaM vendors 
 

¶ identify SWaM contract award information.  
  

The University will: 
 

¶ 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 achieve these efforts, and include a mechanism to monitor 
actual spend to SWaM sub-contractors.  (See SWAM Attachment A) 
 

¶ coordinate with other agencies and organizations in an effort to enhance the 
¦ƴƛǾŜǊǎƛǘȅΩǎ {²ŀa ǇǊƻƎǊŀƳΦ 

 

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

 

¶ evaluate the size and content of blanket and term contracts prior to solicitation 
to ensure they are appropriately bundled and that any negative impact on 
SWaM vendors is considered. 

     

¶ 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. 
 

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

 

¶ to capture data and report based on 
o Department of MinoǊƛǘȅ .ǳǎƛƴŜǎǎ 9ƴǘŜǊǇǊƛǎŜΩǎ ŎŜǊǘƛŦƛŜŘ {²ŀa ǾŜƴŘƻǊ ƭƛǎǘ 
o ǾŜƴŘƻǊΩǎ ²-9 self certification 
o Small Purchase Charge Card transactions with DMBE certified SWaM 

vendors 
 

The University will collect SWaM vendor spend data, compare to SWaM goal 
and monitor progress quarterly. 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. 
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III. Compliance 
 

The University certifies that its policies and procedures comply with the SWaM 
purchasing regulations and/or guidelines set forth in the άwǳƭŜǎέ Document and 
Administrative directives.  

  

  



 

  
Page 14 

 
  

SWAM ATTACHMENT A 

BID/PROPOSAL CONTRACT LANGUAGE FOR GOODS, SERVICES AND CONSTRUCTION 

 

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

1. ¢ƘŜ ¦ƴƛǾŜǊǎƛǘȅ ƛǎ ŎƻƳƳƛǘǘŜŘ ǘƻ όŀύ ŀŎƘƛŜǾƛƴƎ ǘƘŜ /ƻƳƳƻƴǿŜŀƭǘƘ ƻŦ ±ƛǊƎƛƴƛŀΩǎ ŀǎǇƛǊŀǘƛƻƴŀƭ 
goal of forty percent (40%) SWAM participation for combined prime contractor and 
subcontractor spend, and (b) increasing participation of Department of Minority Business 
Enterprise (DMBE) Certified (i) small businesses, (ii) small woman-owned businesses, (iii) 
small minority-owned businesses, and (iv) businesses owned by service disabled veterans.  
¢ƘŜ ¦ƴƛǾŜǊǎƛǘȅ ŀƭǎƻ ŜƴŎƻǳǊŀƎŜǎ .ƛŘŘŜǊΩǎκhŦŦŜǊƻǊΩǎ ǘƻ ǇǊƻǾƛŘŜ ŦƻǊ ǇŀǊǘƛŎƛǇŀǘƛƻƴ ƻŦ ǎƳŀƭƭ 
businesses, businesses owned by women and minorities, and businesses owned by disabled 
veterans through partnerships, joint ventures, 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/Offeror 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 non-responsive, and ultimately 
rejected. 

 
2. ²ƘƛƭŜ ƛǘ ƛǎ ǘƘŜ ¦ƴƛǾŜǊǎƛǘȅΩǎ ƛƴǘŜƴǘ ǘƻ ŜƴǘŜǊ ƛƴǘƻ ŀƴ ŜȄŎƭǳǎƛǾŜ ŀƎǊŜŜƳŜƴǘ ǿƛǘƘ ƻƴŜ 

Bidder/Offeror, whenever possible, all potential Bidders/Offerors are encouraged to 
subcontract any applicable services by partnering with qualified vendors that have also been 
certified as small, small woman-owned, small minority-owned, or service disabled veteran 
ƻǿƴŜŘ ōǳǎƛƴŜǎǎŜǎ ǘƘǊƻǳƎƘ ǘƘŜ /ƻƳƳƻƴǿŜŀƭǘƘ ƻŦ ±ƛǊƎƛƴƛŀΩǎ 5ŜǇŀǊǘƳŜƴǘ ƻŦ aƛƴƻǊƛǘȅ 
Business Enterprise (DMBE).   

 
3. In order for Bidders/Offerors to be given consideration for 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 efforts which 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 and phone number, total dollar 
amount to be subcontracted, category type (small, women, or minority owned), type 
of product/services.  

 
4. If, in the statement submitted in the response to above sections 3.a and 3., the 

Bidder/Offeror indicates that it has not undertaken 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 must also 
submit a statement setting forth the reason 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. 

 
5. Any Bidder/Offeror that can qualify for certification through DMBE must do so prior to the 

award of any contract.  The qualification information shall be evidenced by that information 
ǎǇŜŎƛŦƛŜŘ ƛƴ ǘƘŜ .ƛŘŘŜǊΩǎκhŦŦŜǊƻǊΩǎ ŎƻƳǇƭŜǘŜŘ ŀƴŘ ǎǳōƳƛǘǘŜŘ ²-9 form. 
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6. Bidder shall agree that when proposing subcontractors that are not certified through DMBE, 
it shall become the responsibility of the Bidder to ensure those proposed subcontractors 
become certified through DMBE, when applicable.  Failure on the part of the Bidder to agree 
to this responsibility will result in the response being deemed non-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 Bidder fail to get certified through DMBE 
ǘƘƻǎŜ ǇǊƻǇƻǎŜŘ ǎǳōŎƻƴǘǊŀŎǘƻǊǎ ǘƘŀǘ ǉǳŀƭƛŦȅΣ .ƛŘŘŜǊ Ƴŀȅ ōŜ ŘŜŜƳŜŘ ƛƴ άōǊŜŀŎƘέΣ ŀƴŘ ǘƘŜ 
contract and/or purchase order may be cancelled.   

 
7.  Regardless of whether or not the Bidder/Offeror is able to qualify for DMBE certification, 

selected Bidder/Offeror ǎƘŀƭƭ ŀƭǎƻ ŀƎǊŜŜ ǘƻ ǇǊƻǾƛŘŜ ǊŜǇƻǊǘǎ ǘƻ ǘƘŜ ¦ƴƛǾŜǊǎƛǘȅΩǎ 5ŜǇŀǊǘƳŜƴǘ ƻŦ 
Materiel Management, identifying the subcontractors used during the performance of any 
subsequent contract, as follows:  
 
A. Goods and Services ς Quarterly Reports: 
 i. DMBE Certified subcontractors: 

 (a) Firm name; 
 (b) DMBE certification number; 
 (c) DMBE Designation (Small, Woman, Minority, Service    
  Disabled Veteran; 
 (d) ±ŀƭǳŜ ƻŦ ǎǳōŎƻƴǘǊŀŎǘƻǊΩǎ ŎƻƴǘǊŀŎǘΤ 
 (e) Value as a percentage (%) of total contract; 
 (f) Amount paid current quarter; 
 (g) Amount paid to Date; 
 (h) Percent (%) of contract paid current quarter; and 
 (i) Percent (%) of contract paid to date.  
 

ii.  Non-DMBE Certified subcontractors ς Contracts >$200,000: 
  (a) Firm name; 

 (b) DMBE certification number; 
 (c) DMBE Designation (Small, Woman, Minority, Service    
  Disabled Veteran; 
 (d) ±ŀƭǳŜ ƻŦ ǎǳōŎƻƴǘǊŀŎǘƻǊΩǎ ŎƻƴǘǊŀŎǘΤ 
 (e) Value as a percentage (%) of total contract; 
 (f) Amount paid current quarter; 
 (g) Amount paid to Date; 
 (h) Percent (%) of contract paid current quarter; and 
 (i) Percent (%) of contract paid to date.  

 
B. Construction ς Monthly in Conjunction w/Pay Requests: 
 i. DMBE Certified subcontractors: 

 (a) Firm name; 
 (b) DMBE certification number; 
 (c) DMBE Designation (Small, Woman, Minority, Service    
  Disabled Veteran; 
 (d) ±ŀƭǳŜ ƻŦ ǎǳōŎƻƴǘǊŀŎǘƻǊΩǎ ŎƻƴǘǊŀŎǘΤ 
 (e) Value as a percentage (%) of total contract; 
 (f) Amount paid current invoice; 
 (g) Amount paid current quarter; 
 (h) Amount paid to Date; 
 (i) Percent (%) of contract paid current invoice; 
 (i) Percent (%) of contract paid current quarter; and 
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 (k) Percent (%) of contract paid to date.  
 
ii.  Non-DMBE Certified subcontractors ς Contracts >$200,000: 
  (a) Firm name; 

 (b) DMBE certification number; 
 (c) DMBE Designation (Small, Woman, Minority, Service  Disabled 

Veteran; 
 (d) ±ŀƭǳŜ ƻŦ ǎǳōŎƻƴǘǊŀŎǘƻǊΩǎ ŎƻƴǘǊŀŎǘΤ 
 (e) Value as a percentage (%) of total contract; 
 (f) Amount paid current quarter; 
 (g) Amount paid to Date; 
 (h) Percent (%) of contract paid current quarter; and 
 (i) Percent (%) of contract paid to date.  

 
 
Note: /ƻƴǘǊŀŎǘƻǊόǎύ Ƴŀȅ ōŜ ŘŜŜƳŜŘ ƛƴ άōǊŜŀŎƘ ƻŦ ŎƻƴǘǊŀŎǘέ ŦƻǊ ŦŀƛƭǳǊŜ ǘƻ provide the 

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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Ŝ±! ƛǎ ǘƘŜ /ƻƳƳƻƴǿŜŀƭǘƘ ƻŦ ±ƛǊƎƛƴƛŀΩǎ ǿŜō-based purchasing system designed to enable state 
agencies to solicit and purchase goods and services more efficiently and effectively.  As stated in 
the Board of Visitors Policy 1627 Procurement Reporting Exemptions, the University will utilize 
eVA as its primary procurement tool.  
 
 
I. BACKGROUND 
 

In February, 2003, Old Dominion University was recognized by the Governor as the first 
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 
ŀŎŎƻƳǇƭƛǎƘŜŘ ŘŜǾŜƭƻǇƳŜƴǘ ŀƴŘ ƛƳǇƭŜƳŜƴǘŀǘƛƻƴ ƻŦ ŀƴ άƛƴǘŜǊŦŀŎŜέ ōŜǘǿŜŜƴ ƛǘǎ Ŧinancial 
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% 
ǘǊŀƴǎŀŎǘƛƻƴ ŦŜŜ ŦƻǊ ŀƭƭ άŜȄŜƳǇǘ ǇǳǊŎƘŀǎŜ ƻǊŘŜǊǎέΣ ŀǎ ŘŜŦƛƴŜŘ ƛƴ ǎǘŀǘŜΩǎ !ƎŜƴŎȅ tǊƻŎǳǊŜment 
and Surplus Property Manual (APSPM) Section 14.9b.  This exemption was provided in 
ǊŜǎǇƻƴǎŜ ǘƻ hƭŘ 5ƻƳƛƴƛƻƴ ¦ƴƛǾŜǊǎƛǘȅΩǎ ŎƻƳƳƛǘƳŜƴǘ ŀƴŘ ǎǳŎŎŜǎǎ ƛƴ ǘƘŜ ƛƳǇƭŜƳŜƴǘŀǘƛƻƴ ƻŦ 
eVA as its primary procurement tool. 
 
On March 2, 2008, DGS executed authorization for Old Dominion University to use eVA 
ά·лнέ tǳǊŎƘŀǎŜ hǊŘŜǊ /ŀǘŜƎƻǊȅ ŦƻǊ Ŝ±! ŜȄŜƳǇǘ ǇǊƻŎǳǊŜƳŜƴǘ ǘǊŀƴǎŀŎǘƛƻƴǎΦ  ¢Ƙƛǎ ǿƛƭƭ ŜƴŀōƭŜ 
5D{ ǘƻ ŜȄŎƭǳŘŜ ŜȄŜƳǇǘ ǘǊŀƴǎŀŎǘƛƻƴǎ ŦǊƻƳ hƭŘ 5ƻƳƛƴƛƻƴ ¦ƴƛǾŜǊǎƛǘȅΩǎ Ŝ±! 5ŀǎƘōƻŀǊŘ ǊŜǇƻǊǘ 
thereby ensuring they do not affect the annual assessment of institutional performance 
performed by the State Council of Higher Education (SCHEV), in consultation with the 
Secretaries of Administration and Finance. 

 
 
II. PURPOSE 
 

eVA is used to maximize efficiency and effectiveness in procurement to the 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 term and blanket 
contracts, i.e., ODU, State (VAPP) and VASCUPP contracts. 

 
 
III. BUSINESS RULES 
 

A. All procurement transactions in excess of $1,000 shall be entered into eVA. 
B. Transactions under $1,000 may be processed by decentralized eVA departments via 

small purchase charge card (SPCC) or eVA. 

 
CHAPTER FOUR: eVA 

 

http://www.odu.edu/ao/bov/manual/pdfs/1627.pdf
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C. eVA users are authorized to utilize the SPCC up to  their approved transaction limit, 
however, all non-exempt SPCC transactions over  $1,000 must be entered in eVA as 
confirming orders in compliance with BOV Policy 1627. 

D. eVA users who have 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 judgment and analysis and 
may award purchases to a DMBE certified small business up to $10,000 where available 
and when prices are fair and reasonable. 

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

G. eVA e-procurement tools (VBO, e-Bid, e-RFP, and Reverse Auctions) shall be utilized for 
all goods, professional and non-professional services of  $50,000 and above.  

H. University payment transactions will be audited monthly and eVA Dashboard Reports 
will be prepared by Materiel Management and submitted to the Department of General 
Services via the eVA Reports link no later than the 15th of each month.  Violations will be 
documented and confirming orders entered in eVA so that the University will remain in 
Ŧǳƭƭ ŎƻƳǇƭƛŀƴŎŜ ǿƛǘƘ ǘƘŜ ǎǘŀǘŜΩǎ Ŝ±! ǇǊƻƎǊŀƳΦ 

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

 
 
IV. eVA ACCESS AND USE 
 

Individuals can request access to eVA by submitting an eVA Account Request Form signed 
by their department head/budget unit director. eVA users 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 purchase and the purchase will be finalized upon completion of the 
designated eVA approval flow.  
 
Training for the specific use of eVA is addressed through scheduled training sessions for 
new eVA users, training located on the Materiel Management website and remedial 
training scheduled as needed. 
 
eVA access is not granted until the following criteria are met: 

¶ a completed eVA Account Request Form is received in Materiel Management  

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

¶ eVA Training has been completed by the person requesting an eVA account 
 

All eVA users ǿƛǘƘ ǇǊƻŎǳǊŜƳŜƴǘ ŀǳǘƘƻǊƛǘȅ ǎƘŀƭƭ ŎƻƳǇƭȅ ǿƛǘƘ ǘƘŜ ¦ƴƛǾŜǊǎƛǘȅΩǎ Ŝ±! 
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 transactions are imported 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. Currently, Materiel 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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The Commonwealth of Virginia, through competitive negotiations, has established a Small 
Purchase Charge Card (SPCC) for all Commonwealth agencies and institutions, and the use of it 
is governed by the Commonwealth Accounting Policies and Procedures (CAPP) Manual.  To 
obtain a card employees are required to sign an employee agreement form.  The supervisor and 
SPCC Administrator determine the delegated purchasing authority for the cardholder. 
Cardholders are required to record all purchases on a purchase log. The log must be reconciled 
by the cardholder monthly and submitted to the supervisor for review and approval. The 
cardholder and supervisor must sign the purchase log. Once approved the cardholder submits 
their purchase log and original supporting documentation to Accounts Payable. Cardholders and 
their supervisors are required to participate in on-line training coordinated by the Department 
of Accounts and the Program Administrator. The SPCC Administrator maintains a record of the 
ŎŀǊŘƘƻƭŘŜǊΩǎ ǘǊŀƛƴƛƴƎΦ  
 

I. ADMINISTRATION  
 
It shall be the sole responsibility of Construction & Procurement 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 program shall be provided by the 
¦ƴƛǾŜǊǎƛǘȅΩǎ {t// tǊƻƎǊŀƳ !ŘƳƛƴƛǎǘǊŀǘƻǊΣ ŀǎ ŘŜǎƛƎƴŀǘŜŘ ōȅ ǘƘŜ 9ȄŜŎǳǘƛǾŜ 5ƛǊŜŎǘƻǊ ŦƻǊ 
Construction & Procurement Services.  

 
II. ¦{9 hC /haahb²9![¢IΩS PROGRAM  

 
Purchasing cards may be issued to full or part time employees of the University. 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 with all Commonwealth of Virginia and University small purchase 
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 University.  
C.  Be used to purchase personal items or cash advances.  
D.  Be loaned to another individual.  
 

III. PROCEDURES  
A. Responsibilities -Program Administrator 
 

 ¢ƘŜ ¦ƴƛǾŜǊǎƛǘȅΩǎ {Ƴŀƭƭ tǳǊŎƘŀǎŜ /ƘŀǊƎŜ /ŀǊŘ tǊƻƎǊŀƳ !ŘƳƛƴƛǎǘǊŀǘƻǊΥ  
 

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

 
CHAPTER FIVE: SPCC ADMINISTRATION 

 



 

  
Page 21 

 
  

iii. Issues cards  
iv. Approves changes to spending limits  
v. Monitors usage of the card and adjusts spending limits accordingly Provides 

follow-up during ƴŜȄǘ ōƛƭƭƛƴƎ ŎȅŎƭŜ ǿƛǘƘ ŎŀǊŘƘƻƭŘŜǊǎ ŀƴŘ ǘƘŜƛǊ ǎǳǇŜǊǾƛǎƻǊΩǎ ŦƻǊ ŀƭƭ 
taxes paid that exceed $50.00 for any given transaction.  

vi. Cancels, suspends, or revokes cards as appropriate  
 

B. 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 
ǇǊƻŎŜŘǳǊŜǎ ƎƻǾŜǊƴƛƴƎ ǘƘŜ ¦ƴƛǾŜǊǎƛǘȅΩǎ {Ƴŀƭƭ tǳǊŎƘŀǎŜ /ƘŀǊƎŜ /ŀǊŘ ό{t//ύ tǊƻƎǊŀƳΦ 
Specifically, 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 activity.  

 
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. Review and ŀǇǇǊƻǾŜ ƛƴ ǿǊƛǘƛƴƎ ǘƘŜ ŎŀǊŘƘƻƭŘŜǊΩǎ ƳƻƴǘƘƭȅ ǘǊŀƴǎŀŎǘƛƻƴ ƭƻƎ ŀŦǘŜǊ 
ǊŜŎƻƴŎƛƭƛŀǘƛƻƴ ǿƛǘƘ ǘƘŜ ǎǘŀǘŜƳŜƴǘΣ ǊŜŎŜƛǇǘǎΣ ŀƴŘ ŎǊŜŘƛǘ ǎƭƛǇǎΦ {ǳǇŜǊǾƛǎƻǊΩǎ 
ǎƛƎƴŀǘǳǊŜ ƻƴ ǘƘŜ ŎŀǊŘƘƻƭŘŜǊΩǎ ƳƻƴǘƘƭȅ ƭƻƎόǎύ ŎŜǊǘƛŦƛŜǎ ǘƘŀǘ όƛύ ǘƘŜ ƎƻƻŘǎ ŀƴŘκƻǊ 
services purchased are essential and necessary, (ii) the associated funds are 
appropriately budgeted, (iii) have been properly received, (iv) are in compliance 
ǿƛǘƘ ǘƘŜ ¦ƴƛǾŜǊǎƛǘȅΩǎ {²ŀa ǇƭŀƴΣ ŀƴŘ όǾύ ǘƘŜ ƎƻƻŘǎ ŀƴŘκƻǊ ǎŜǊǾƛŎŜǎ ǇǳǊŎƘŀǎŜŘ 
directly support the mission of the University.  

 
vii. Ensure 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 completes monthly reconciliations 
to be submitted to Accounts Payable.  

 
x. tŜǊŦƻǊƳ ŀƴŘ ǎǳōƳƛǘ ŀ ǿǊƛǘǘŜƴ ǊŜǾƛŜǿ ŀƴƴǳŀƭƭȅ ƻŦ ǘƘŜ ŎŀǊŘƘƻƭŘŜǊΩǎ ƭƛƳƛǘǎ ŀƴŘ 

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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xii. wŜǾƻƪŜ ǘƘŜ ŎŀǊŘƘƻƭŘŜǊΩǎ ǇǳǊŎƘŀǎŜ ŀǳǘƘƻǊƛǘȅ ŦƻǊ ƛƳǇǊƻǇŜǊ ǳǎŜ ƻŦ ǘƘŜ ŎŀǊŘ ŀƴŘ 
immediately advise the Program Administrator of the action.  

 
C.   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 
¦ƴƛǾŜǊǎƛǘȅΩǎ tǊƻƎǊŀƳ !ŘƳƛƴƛǎǘǊŀǘƻǊ ŀƴŘ Ƙƛǎ ƻǊ ƘŜǊ {ǳǇŜǊvisor immediately. The 
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 follow all 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.  

 
 

B.   Card Issue and Receipt  
 

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 website, http://www.odu.edu/procurement. All forms shall be 
ǎƛƎƴŜŘ ōȅ ǘƘŜ !ǇǇƭƛŎŀƴǘ ŀƴŘ ǘƘŜ !ǇǇƭƛŎŀƴǘΩǎ {ǳǇŜǊǾƛǎƻǊ ŀǎ ƛƴŘƛŎŀǘŜŘΦ  

http://www.odu.edu/af/materiel/training/
http://www.odu.edu/procurement
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c. ¢ƘŜ !ǇǇƭƛŎŀƴǘΩǎ {ǳǇŜǊǾƛǎƻǊ ǿƛƭƭ ŎƻƳǇƭŜǘŜ ŀƴŘ ǎƛƎƴ ǘƘŜ tǳǊŎƘŀǎƛƴƎ /ŀǊŘ 

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

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

ii.   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.  

 
iii.  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 identification along with the completed and signed renewal 
agreement. Cards are valid until the last day of the month it expires.  

 
C.   Card Security 

 
i. A card 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 
ǎŜŎǳǊŜΦ LŦ ŀ ŎŀǊŘƘƻƭŘŜǊΩǎ ŘǳǘƛŜǎ Řƻ ƴƻǘ ǊŜǉǳƛǊŜ ǘƘŜƳ ǘƻ ǿƻǊƪ ƴƛƎƘǘǎ ŀƴŘ 
weekends, it is strongly encouraged 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 of Share the purchasing card or number with another person 
who is not a vendor with whom they are conducting business. If a 
cardholders provides their card number to another person whether 
ǘƘŜȅ ǳǎŜ ǘƘŜ ŎŀǊŘ ƻǊ ƴƻǘΣ ǘƘŜ ƴŀƳŜŘ ŎŀǊŘƘƻƭŘŜǊΩǎ ǇǊƛǾƛƭŜƎŜǎ ǿƛƭƭ ōŜ 
revoked according to the SPCC Policy and Procedure.  

 
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 leaving the card 
number and expiration blank. Call the vendor to provide the 
number and expiration date over the telephone.  



 

  
Page 24 

 
  

 
e. Make a photocopy of the card.  
 
f. Send card number and expiration date information via E-mail.  
 

America will never initiate a call and ask for your 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 back. Call the toll 
free number on the back of the card to verify the identity of the caller.  

 
ii.    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, Purchasing Card Request, and Projected Usage Analysis 
forms if they wish the transferred employee to have a card.  

 
iii.   Lost or Stolen Cards  
 

Cardholders shall immediately notify the service provider, their supervisor, and 
the Program Administrator whenever a card has been lost or stolen. Bank of 
America Customer Service may be reached by dialing 1-888-449-2273. Written 
notification shall be forwarded to the SPCC Program Administrator. It shall 
ƛƴŎƭǳŘŜ ǘƘŜ ŎŀǊŘƘƻƭŘŜǊΩǎ ƴŀƳŜΣ ŘŀǘŜ ǘƘŜ ŎŀǊŘ ǿŀǎ ƭŀǎǘ ǎŜŜƴΣ ǘƘŜ ƭŀǎǘ transaction, 
ŀƴŘ ǇǊƻǾƛŘŜ ǾŜǊƛŦƛŎŀǘƛƻƴ ǘƘŀǘ ǘƘŜ ŎŀǊŘƘƻƭŘŜǊΩǎ ǎǳǇŜǊǾƛǎƻǊ Ƙŀǎ ōŜŜƴ ƴƻǘƛŦƛŜŘΦ  

 
iv.   Separation from the University  
 

A Cardholder separating from the University shall notify the SPCC Program 
Administrator of the date of their separation and is responsible for returning the 
cut up card to the Administrator and completing a final reconciliation of all 
ǇŜƴŘƛƴƎ ŎƘŀǊƎŜǎΦ /ŀǊŘƘƻƭŘŜǊΩǎ ǎǳǇŜǊǾƛǎƻǊǎ ŀǊŜ ǊŜǎǇƻƴǎƛōƭŜ ŦƻǊ ŜƴǎǳǊƛƴƎ ǘƘŜ 
cardholder has completed a final reconciliation. When the reconciliation is 
complete, the supervisor must review the documentation. After completing the 
review, cardholder and supervisor will sign, date, and submit the 
documentation to Accounts Payable.  

 
v.    Extended Absences  
 

Cardholders anticipating an extended leave of absence should contact the 
tǊƻƎǊŀƳ !ŘƳƛƴƛǎǘǊŀǘƻǊ ǇǊƛƻǊ ǘƻ ƭŜŀǾƛƴƎΦ ¢ƘŜ /ŀǊŘƘƻƭŘŜǊΩǎ ŀŎŎƻǳƴǘ ǿƛƭƭ ōŜ 
temporarily suspended. Types of extended absences would include maternity 
leave, family medical leave, medical leave, military obligations, sabbaticals, etc.  
 
Lǘ ƛǎ ǊŜŎƻƳƳŜƴŘŜŘ ǘƘŀǘ ǘƘŜ /ŀǊŘƘƻƭŘŜǊΩǎ ŀŎŎƻǳƴǘ ōŜ ǘŜƳǇƻǊŀǊƛƭȅ ǎǳǎǇŜƴŘŜŘ 
until the cardholder returns to work. This temporary suspension will prevent 



 

  
Page 25 

 
  

unauthorized and unmonitored use of the account. Upon return to work, the 
Cardholder will contact the Program Administrator to have the account 
reopened for immediate use.  
 
LŦ ŀ ŎŀǊŘƘƻƭŘŜǊ ƛǎ ƻƴ ŜȄǘŜƴŘŜŘ ƭŜŀǾŜ ŘǳŜ ǘƻ ŀ ƳŜŘƛŎŀƭ ŜƳŜǊƎŜƴŎȅ ƻǊ ǿƻǊƪŜǊΩǎ 
ŎƻƳǇŜƴǎŀǘƛƻƴ ƛǎǎǳŜΣ ǘƘŜ ŎŀǊŘƘƻƭŘŜǊΩǎ ǎǳǇŜǊǾƛǎƻǊ ǎƘƻǳƭŘ ŎƻƴǘŀŎǘ ǘƘŜ tǊƻƎǊŀƳ 
Administrator to arrange the temporary suspension.  

 
D. Audit of Card Use  
 

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

 
E.  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 may 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 likely result 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, payment recŜƛǇǘǎΣ ǘƘŜ ǾŜƴŘƻǊΩǎ 
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 
transactions and spending limits. Ensure that all required information is 
supplied, and receiving documents listing the goods or services are signed and 
dated as transactions occurred.  

 
i. 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.)  
 

ii. Electronic and Paper Airline Tickets (Information taken from CAPP Topic 
20355)  
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Note that some new airline travel regulations require that passengers who 
purchase electronic tickets with a charge card must produce the card at 
check-in. It is recommended that verification be performed with the airline 
of choice to determine their requirements.  

 
iii. Foreign Transaction Fee  

 
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.  

 
F. Order Placement  

 
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:  
 

i. Phone orders ς Cardholders shall provide the vendor with information that 
includes a description of the good/service, purchasing card number, 
ŜȄǇƛǊŀǘƛƻƴ ŘŀǘŜΣ ŀƴŘ ŀ ŘŜƭƛǾŜǊȅ ŀŘŘǊŜǎǎΦ ¢ƘŜ ŎƘŀǊƎŜ ǎƭƛǇ ǎƘƻǳƭŘ ǎŀȅ άtƘƻƴŜ 
hǊŘŜǊέ ƻƴ ǘƘŜ ǎƛƎƴŀǘǳǊŜ ƭƛƴŜΦ !ŘŘƛǘƛƻƴŀƭƭȅΣ ŎŀǊŘƘƻƭŘŜǊǎ ǎƘƻǳƭŘ ŀǎƪ ǘƘŜ 
merchant to provide mailed receipt documentation for the phone order.  
 

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

 
iii. Electronic orders/E-commerce ς Internet purchases are allowed as long as 

ǘƘŜ /ƻƳƳƻƴǿŜŀƭǘƘΩǎ 9ƭŜŎǘǊƻƴƛŎ /ƻƳƳŜǊŎŜ tƻƭƛŎȅ ƛǎ ŦƻƭƭƻǿŜŘΦ ¢ƘŜ ǎǘŀǘŜ 
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 E-mail.  

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

a. Vendor name  
b. Date of purchase  
c. Item Description 
d. Amount of purchase  
e. Method of payment  

 
G. Purchase Restrictions  

 
The SPCC cannot be used to purchase the following:  
 



 

  
Page 27 

 
  

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. Carpet (includes the purchase of carpet, flooring, and the installation)  
vii. Copying and Duplicating Services ς (The SPCC can be used to purchase 

ŎƻǇȅƛƴƎκŘǳǇƭƛŎŀǘƛƴƎ ŦǊƻƳ ǘƘŜ ¦ƴƛǾŜǊǎƛǘȅΩǎ ƳŀƴŘŀǘƻǊȅ ŎƻƴǘǊŀŎǘ ǾŜƴŘƻǊΦ 
Please see the Materiel Management web page for details.)  

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 sponsored programs 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 greater than 
ϷрлΦлл Ƴǳǎǘ ƘŀǾŜ ŀ ǿǊƛǘǘŜƴ ǿŀƛǾŜǊ ŦǊƻƳ !ǊŀƳŀǊƪ ŀƴŘ ǘƘŜ ¦ƴƛǾŜǊǎƛǘȅΩǎ 
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 to campus 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 University Contract, 

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  

 
 

H. Improper Expenditures 
  
According to the Commonwealth Accounting Policies and Procedures Manual 
(CAPP Topic 20310) agency purchases must be considered essential to the 
ƻǇŜǊŀǘƛƻƴ ƻŦ ǘƘŜ ŀƎŜƴŎȅ ŀƴŘ ƛƴ ǎǳǇǇƻǊǘ ƻŦ ǘƘŜ ŀƎŜƴŎȅΩǎ Ƴƛǎǎƛƻƴ ǘƻ ƧǳǎǘƛŦȅ ǘƘŜ ǳǎŜ 
of State funds. Since all State-funded 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 examples of expenditures considered 
improper use of State Funds.  

 
i. Employee Personal Expenses such as -  

 
a. Books for classes (unless they remain property of the State)  
b. Snacks or refreshments  
c. Baby sitting  
d. Non-business related newspapers or magazine subscriptions  
e. Personal articles that are lost or stolen  
f. Tuxedos or other formal wear  
g. Clothing (non-uniform) or repairs to clothing damaged in the work place  
h. All expenses related to personal negligence of the employee, such as 

traffic fines  
 

ii. Agency sponsored event expenses incurred which do not clearly support the 
agency mission such as ς  
 
a. Retirement parties or employee going away parties  
b. Holiday decorations  
c. Alcoholic beverages  
d. Charitable contributions  
e. Gifts and flowers including expressions of sympathy  
 

I. 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 the statement 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. Transaction logs should be updated as each purchase is made. If using a 

valid ODU, VASCUPP, or State contract enter the contract number on 
ǘƘŜ ƭƛƴŜ ǿƛǘƘ ǘƘŜ ŜƴǘǊȅ ƛƴ ǘƘŜ άbƻǘŜǎκ/ƻƴǘǊŀŎǘ Іέ column.  
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d. If the cardholder is not using a valid ODU, VASCUPP, or State Contract 
SWaM Procedures must be followed.  

 
e. If the cardholder is using a DMBE SWaM certified vendor, indicate this 
ōȅ ǇƭŀŎƛƴƎ ŀƴ άȄέ ƻƴ ǘƘŜ ǎǳōƳƛǎǎƛƻƴ ƭƻƎ iƴ ǘƘŜ ŎƻƭǳƳƴ ƳŀǊƪŜŘ ά5a.9 
SWaM.  

 
f. If a valid 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 cycle, cardholders shall 
ŦƻǊǿŀǊŘ ŀ ƭƻƎ ƛƴŘƛŎŀǘƛƴƎ άbh ¢w!b{!/¢Lhb{ Chw t!¸a9b¢ 5¦wLbD 
¢I9 ahb¢I hC όǎǘŀǘŜ ƳƻƴǘƘ ŀƴŘ ȅŜŀǊύΦέ ¢ƘŜ ƭƻƎ ǎƘŀƭƭ ōŜ ǎƛƎƴŜŘ ŀƴŘ 
ŘŀǘŜŘ ōȅ ǘƘŜ ŎŀǊŘƘƻƭŘŜǊ ŀƴŘ ǘƘŜ ŎŀǊŘƘƻƭŘŜǊΩǎ ǎǳǇŜǊǾƛǎƻǊΦ  

 
i. The signatures on the log shall be original. No rubber stamp or copied 

signatures allowed.  
 

ii. 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 receipt documentation 
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 proper documentation.  

 
iii. Receipt Preparation  

 
Small receipts should be prepared for submission by taping them to 8-1/2 x 
11 sheets of paper and in order according to the transactions on the log.  
 

iv. Lost Receipt Certification  
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If a receipt for a purchase has been lost, 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 
website www.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. Sub-Account 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 
ŘƻŎǳƳŜƴǘ ǊŜŎƻƴŎƛƭƛŀǘƛƻƴΣ ǘƘŜ ŎŀǊŘƘƻƭŘŜǊΩǎ ǎǳǇŜǊǾƛǎƻǊ ǎƘŀƭƭ ǊŜǾƛŜǿ ǘƘŜ 
documents. When the review is completed, the cardholder 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 notes column. 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 credit appears on a subsequent 
Bank of America statement.  
 
wŜŎƻƴŎƛƭƛŀǘƛƻƴ ƛǎ ƴƻǘ ŎƻƳǇƭŜǘŜ ǳƴǘƛƭ ǘƘŜ ŎŀǊŘƘƻƭŘŜǊ ŀƴŘ ǘƘŜ ŎŀǊŘƘƻƭŘŜǊΩǎ 
supervisor sign the log. A lack of signatures on the log and late submissions 
are violations of the Small Purchase Charge Card policy.  
 

viii. 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 statement no later than the 5th of each month. If the 5th occurs 
on a weekend, the information is due the Friday before.  
Submit a copy of the following to Accounts Payable no later than the fifth 
of each month:  
 

http://www.odu.edu/procurement
https://payment2.works.com/
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a. Logs ς Original documents only (do not fax to Accounts Payable)  
b. Bank of America statement  
c. Invoices  
d. Receipts  
e. Credit slips  
 

J. 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.  

 
K. Fraudulent Activity  

 
Card activity and 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 your supervisor in writing providing details on 
the fraudulent charge. Bank of America will open a fraud investigation.  

 
L. Returns and Credits  

 
i. 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 America statement. 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 by the 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 determining whether to keep an 
item or pay the restocking fee and return it.  

 
ii. Credits  

 
It is the responsibility of the cardholder to request a credit to the SPCC. It is 
ǘƘŜ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ƻŦ ǘƘŜ ŎŀǊŘƘƻƭŘŜǊΩǎ ǎǳǇŜǊǾƛǎƻǊ ǘƻ ŜƴǎǳǊŜ ǘƘŀǘ ŀƭƭ ǊŜǘǳǊƴŜŘ 
merchandise has been properly credited.  
 

M. 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 rooms. It is the 
ŎŀǊŘƘƻƭŘŜǊΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ ŎƭŀƛƳ ǘƘŜ ŜȄŜƳǇǘƛƻƴ ƻƴ ƎƻƻŘǎ ŀƴŘ services. 
When making over the counter purchases the cardholder will need to establish 
where the tax-exempt transactions are handled in that particular business. Find 
out what documentation is required to establish tax exemption. It is the 
ŎŀǊŘƘƻƭŘŜǊΩǎ ǊŜsponsibility to present the required documentation prior 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 were not included in the final 
ŎƻǎǘΦ ! ά¢ŀȄ 9ȄŜƳǇǘέ ǎǘƛŎƪŜǊ ƛǎ ŀŦŦƛȄŜŘ ǘƻ ŜŀŎƘ ŎŀǊŘ ǿƛǘƘ ǘƘŜ ¦ƴƛǾŜǊǎƛǘȅΩǎ ǘŀȄ-
exempt number. If the sticker is missing or illegible, a replacement sticker may 
be obtained from the Program Administrator.  

 
N. Record Retention  

 
Copies ƻŦ /ŀǊŘƘƻƭŘŜǊΩǎ {t// ƳƻƴǘƘƭȅ ǎǳōƳƛǎǎƛƻƴǎ ŀǊŜ ŘŜǇŀǊǘƳŜƴǘŀƭ ǊŜŎƻǊŘǎ ŀƴŘ 
should stay with the department if a cardholder transfers to a different 
department or separates from the University.  

 
 
 

IV. SPCC SUSPENSION AND REVOCATION  
 
The SPCC may be suspended and/or terminated for any of the following violations: 

 

 
VIOLATION ACTION 

Exceeding transaction limit set by 
Program Administrator  

1st offense ς 30 day suspension  
2nd offense ς revoke card use for three 
months  
3rd offense - permanent revocation  

Splitting Orders (Making separate or 
repeated transactions to fall within the 
single transaction limit with the same 
or similar commodities.)  

1st offense ς 30 day suspension  
2nd offense ς revoke card use for three 
months  
3rd offense - permanent revocation  

Use of card by another individual  1st offense ς 30 day suspension  
2nd offense ς revoke card use for three 
months  
3rd offense - permanent revocation  

Purchase of restricted commodities  1st offense ς refresher training  
2nd offense ς 30 day suspension  
3rd offense ς 90 day suspension  
4th offense ς permanent revocation  



 

  
Page 33 

 
  

Purchase of Office Supplies from other 
ǘƘŀƴ ǘƘŜ ¦ƴƛǾŜǊǎƛǘȅΩǎ ƳŀƴŘŀǘƻǊȅ 
contract (Effective date 3/16/2009)  

1st offense ς issue citation  
2nd offense ς 30 day suspension  
3rd offense ς 90 day suspension  
4th offense ς permanent revocation  

SWaM (Small Woman and Minority 
Owned) Vendor Compliance  

1st offense ς issue citation  
2nd offense ς complete SWAM refresher 
training online  
3rd offense ς 90 day suspension  
4th offense ς permanent revocation  

Failure to submit documents in 
ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ ǘƘŜ ¦ƴƛǾŜǊǎƛǘȅΩǎ {t// 
policy and procedure. Types of 
submission violations would include, 
but not be limited to:  

¶ Failure to submit documents 
to the designated area by 
the designated date.  

¶ Failure to include the 
original log, proper original 
receipts, original credit slips, 
and other original 
documentation.  

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

¶ FailurŜ ƻŦ ǘƘŜ ŎŀǊŘƘƻƭŘŜǊΩǎ 
supervisor to sign and date 
the log.  

¶ Failure to document the log 
as purchases are made.  

 
 

1st offense ς issue citation  
2nd offense ς refresher training  
3rd offense ς 30 day suspension  
4th offense ς 90 day suspension  
5th offense ς permanent revocation  

 
Additionally, the SPCC may be suspend and/or terminated due to:  

¶ ! ǊŜǉǳŜǎǘ ōȅ ǘƘŜ /ŀǊŘƘƻƭŘŜǊΩǎ {ǳǇŜǊǾƛǎƻǊ ŀƴŘκƻǊ .ǳŘƎŜǘ ¦ƴƛǘ 5ƛǊŜŎǘƻǊΦ  

¶ A determination made by Materiel Management due to continued 
violations of policies and procedures.  

¶ Termination of employment or change in employment location.  

 
 

V. Cardholder Information 
 
A. Activation Code 

All cards must be activated prior to use, the activation code is a 
ŎƻƳōƛƴŀǘƛƻƴ ƻŦ ǘƘŜ ¦ƴƛǾŜǊǎƛǘȅΩǎ !ƎŜƴŎȅ ƴǳƳōŜǊ ŀƴŘ ȅƻǳǊ ōƛǊǘƘ ŘŀǘŜΥ 
221mmddyy. 
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B. How Can I Download My Statement? 
Statements may be downloaded by going to the Works website at the 
following url: https://payment2.works.com 
 

C. User Name 
¦ǎŜǊ ƴŀƳŜǎ ŀǊŜ ŀ ŎƻƳōƛƴŀǘƛƻƴ ƻŦ ǘƘŜ ¦ƴƛǾŜǊǎƛǘȅΩǎ ŀƎŜƴŎȅ ŎƻŘŜ ŀƴŘ ȅƻǳǊ 
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 Password 
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 login in box cƭƛŎƪ ƻƴ άCƻǊƎƻǘ ȅƻǳǊ ǇŀǎǎǿƻǊŘΚ ¢ƘŜ ²ƻǊƪǎ ǎƛǘŜ 
will email you information on resetting your password.  

 
VI. Contact Information 

 
University SPCC Program Administrator  
Arcelia D. Barcliff  
Program Administrator  
Department of Materiel Management  
abarclif@odu.edu  
757-683-5790  
 
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 ς 1-888-449-2273  
Print Statement of Activity ς https://payment2.works.com 

  

https://payment2.works.com/
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CHAPTER SIX: LIMITED PURCHASE ORDERS (LPOS) 

 
 
Departments not participating in eVA have delegated authority to procure goods and 
services up to $1,000 with the exception of restricted goods and services and Equipment 
Trust Fund purchases.  The department prepares an LPO form, which can be downloaded 
from the Department of Materiel Management website, and mails the original to the 
vendor. With the appropriate BANNER access, the department end user has the ability to 
encumber the funds against their budget.  Receiving information is recorded and copies of 
ǘƘŜ [thΩǎ ŀǊŜ ǎŜƴǘ ōȅ ǘƘŜ ŘŜǇŀǊǘƳŜƴǘ ǘƻ !ŎŎƻǳƴǘǎ tŀȅŀōƭŜ ǘƻ ǇǊƻŎŜǎǎ ǾŜƴŘƻǊ ǇŀȅƳŜƴǘǎ. 
 
LPO numbers are issued by the Department of Materiel Management. LPO numbers shall be 
requested via email to matmgmt@odu.edu. An LPO number is 7 digits in length, beginning 
with a Z followed by a 6 digit numerical series beginning with 1. The last (8th) digit field 
should be left blank to allow space for any input errors that require Accounts Payable 
corrections. 
 
Departments that are eVA users are required to process all of their procurement 
transactions in eVA, and are not allowed to use LPOs for procurement transactions. 
(Exceptions may be authorized by Materiel Management on a case by case basis, i.e., for 
departments with student activity groups who need to purchase food for group activities up 
to $50 which cannot be purchased efficiently in eVA.) 
 
Although the LPO limit is $1,000, Materiel Management reserves the right to execute LPO 
requests exceeding $1,000.  Accounts Payable shall not process any LPO exceeding $1,000 
for payment without an authorized signature from Materiel Management. 
 
Departments authorized to use LPOs are responsible for the following: 

¶ securing all required special authorizations/signatures prior to issuance; 
o Printing - Special authorization signatures are required for printing 

(except business 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 ς Special authorization signatures are required for furniture 
other than VCE. Authorization for furniture must be obtained from 
Materiel Management. VCE is a mandatory source for furniture and 
printing of letterhead, envelopes, forms, etc. 

o Membership Dues ς Special authorization signature(s) from the 
appropriate Vice President, the Athletic 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 correct LPO number as assigned by Materiel Management; 

¶ correct identification of departmental budget and sub-object codes; 

¶ proper distribution of the LPO copies; 

mailto:matmgmt@odu.edu
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¶ proper execution of the receiving reports; 

¶ inserting the proper contract number when purchasing goods or services from a 
valid contract (Commonwealth of Virginia, ODU, or VASCUPP) 

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

¶ equipment purchased with Equipment Trust Funds (ETF); 

¶ alcoholic beverages; 

¶ annual maintenance and/or 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, building locks, 
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 considered to be order 
splitting or fragmentation and is strictly prohibited. 
 
Change Orders are not permitted on issued LPOs. The LPO must be canceled and a new 
LPO issued. 
 
Blanket orders for recurring charges are not permitted on LPOs. 
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CHAPTER SEVEN: REQUISITIONS 

 

 
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 requisitions on-line 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 signed by the 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 that the item 
is budgeted and necessary, and that they will appropriately administer the contract 
resulting from the requisition.  
 
When Materiel Management receives a purchase requisition from non-eVA users, the 
requisition is date/time stamped and reviewed for appropriate authorized signature.  
¢ƘŜ ǊŜǉǳŜǎǘŜŘ ǾŜƴŘƻǊΩǎ ŦŜŘŜǊŀƭ ǘŀȄ ƛŘŜƴǘƛŦƛŎŀǘƛƻƴ ƴǳƳōŜǊ ƛǎ ǾŀƭƛŘŀǘŜŘ ŀƎŀƛƴǎǘ ǘƘŜ 
BANNER vendor table.  A W-ф ƛǎ ǊŜǉǳŜǎǘŜŘ ǿƘŜƴ ǘƘŜ ǾŜƴŘƻǊΩǎ ŦŜŘŜǊŀƭ ǘŀȄ ƛŘŜƴǘƛŦƛŎŀǘƛƻƴ 
number is not on the BANNER vendor table.  The requisition 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 data is exported 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 designated budget code by the 
BANNER system. 
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CHAPTER EIGHT: SPECIFICATIONS 

 

 

I. 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 of any requirement for 
inspecting, testing, or preparing a good, services or construction item for delivery.  A 
specification may include requirements for samples, prototypes, warranty and packaging.  
The term specification is often used interchangeably with the terms, "purchase description," 
"purchase specification," "purchase requirement," "commercial item description," "scope of 
ǿƻǊƪΣϦ ŀƴŘ ϦǎǘŀǘŜƳŜƴǘ ƻŦ ǿƻǊƪέΦ   

II. Authority for Specifications 

The Director of Materiel Management has authority and responsibility for approval of 
specifications.  The άwǳƭŜǎέ document states:  

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 a 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 Management. Therefore, the using agency has substantial 
responsibility to develop clear and concise specifications that fully articulates their need. 
However, prior to release of a specification as part of a solicitation, the Director of Materiel 
Management must be satisfied that it will result in a fair and equitable competitive 
procurement.  

III. Types of Specifications 

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

 

A. PERFORMANCE SPECIFICATIONS: Performance specifications (also known as 
Functional Specifications) are preferred since they communicate what a product is to 
do, rather than how it is to be built.  

Required performance characteristics 
¶ (minimum/maximum) to include speed, storage, production capacity, usage, ability 

to perform a specific function; 
¶ Operational requirements, such as limitations on environment, water or air 

cooling, electrical requirements; 
¶ Site preparation requirements for which the contractor will be responsible, such 

as electricity, plumbing, or for which the City will be responsible; 
¶ Compatibility requirements with existing equipment or programs; 
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¶ Conversion requirements for maintaining a current equipment 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. 

 

B. DESIGN SPECIFICATIONS:  Design specifications employ dimensional and other physical 
requirements and concentrate on how a product is fabricated, rather than on what it 
should do. Design specifications are normally prepared by architects and engineers for 
construction or custom manufactured products.  
 

C. BRAND NAME: Unless otherwise specified, when a specification includes a 
manufacturer's brand name or model number, the University will consider approved 
equals.  

 
An approved equal will be based solely on the judgment of the Procurement Officer 
that the product is substantially capable of performing the essential functions of the 
referenced brand name or model.  

D. SCOPE OF WORK FOR SERVICES:  The following is an outline of the types of information 
that should be included in a scope of work for procurement of professional or other 
services: 

i. General Requirements. Describe the contractor's responsibility to provide a 
service or produce a specific study, design or report for the using agency. 

ii. Specific Requirements.   Address the specific tasks, sub-tasks, parameters and 
limitations which must be considered in producing the service or final project. 
Such factors may include, but not necessarily be limited to following: 
¶ Details of work environment; 
¶ 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. 

 

iii. University Provided Materials or Services.    List any plans, reports, statistics, 
space, personnel, or other University provided items that must be used by the 
contractor. 

iv. Deliverables, Reports and Delivery Dates. Identify the specific delivery dates for 
all documentation or other products the contractor must furnish.  Be clear about 
the expectations of the University for the contractor's performance. 
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v. Evaluation Criteria.  A critical element of any Request for Proposal is the criteria 
to be used to evaluate the proposals from the offerors. Criteria shall 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 successfully in the past: 
a. Technical approach or technical solution ǇǊƻǇƻǎŜŘ ƛƴ ǘƘŜ ƻŦŦŜǊƻǊΩǎ ǊŜǎǇƻƴǎŜΤ 
b. Experience of the firm in performing work of a similar scope to that 

contained in the RFP; 
c. Experience of the proposed team/staff in performing work of a similar scope 

to that contained in the RFP; 
¶ References; 
¶ Financial stability and responsibility of the offeror; and 
¶ Cost of the proposed goods or services. 
 

E. Preparation and Review of Specifications  

Departments are responsible for the first 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 an e-mail message or electronic 
requisition. After Materiel Management has reviewed 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 and/or suppliers and 
manufacturers as sources for assistance and gathering information when developing 
ǇǳǊŎƘŀǎŜ ǊŜǉǳƛǊŜƳŜƴǘǎΦ  IƻǿŜǾŜǊΣ ǎǳŎƘ ŀǎǎƛǎǘŀƴŎŜ ǎƘŀƭƭ ōŜ ŎƻƴǎƛŘŜǊŜŘ άƴƻǊƳŀƭ ǎŀƭŜǎέ 
effort and shall not entitle vendor(s) to any preference. 

G. {ǇŜŎƛŦƛŎŀǘƛƻƴǎ ά5ƻΩǎέ !ƴŘ ά5ƻƴΩǘǎέ 

DO'S 

¶ Use the word, "shall," to describe a command or mandatory requirement; 

¶ Use the words, "should" or "may," to describe an advisory or optional 
requirement; 

¶ Be specific and detailed in presenting mandatory requirements; and 

¶ State a requirement of fact once and avoid duplication. 
 

5hbΩ¢S 

¶ Present something as mandatory if it is really only optional; 

¶ Write specifications or scope of work that restrict response to a single 
bidder/offeror; and 

¶ Place bid/proposal administrative or contractual terms in the specification portion of 
the document. 
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CHAPTER NINE: SOURCES OF SUPPLY 

 

 

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

²ƘƛƭŜΣ ŀǎ ƴƻǘŜŘ ōŜƭƻǿΣ ǘƘŜ ¦ƴƛǾŜǊǎƛǘȅΩǎ ǇǊŜŦŜǊǊŜŘ ǎƻǳǊŎŜ ƻŦ ǎǳǇǇƭȅ ƛǎ vendors holding current 

term contracts, other sources are sometimes more efficient or are mandated by law. University 

purchasers should have a general understanding of their use. 

 
I. GENERAL 

 
The University is required to use those mandatory sources under the conditions outlined 
herein.  While the University encourages the use of the non-mandatory sources 
identified, it is not required.   
 
It is important that for use of non-mandatory sources, special emphasis is placed on 
Virginia vendors and DMBE certified small, women-owned and minority-owned 
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, and shall be used by 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 

ŎƻƴǘǊŀŎǘ ƻǊ ōȅ άǎǇƻǘέ quote/solicitation; or 
c. the contract vendor can not satisfactorily provide the goods and/or 

services within the requested time frame. 
 

Note: The acquisition of term contract goods and/or services from other than 
the specified contract vendors without the above required justification may 
ǊŜǎǳƭǘ ƛƴ ǘƘŜ ǊŜǉǳŜǎǘƻǊ ŀƴŘ ŀǎǎƻŎƛŀǘŜŘ ŘŜǇŀǊǘƳŜƴǘΩǎ ƭƻǎǎ ƻŦ ŀƭƭ ŘŜŎŜƴǘralized 
ǇǳǊŎƘŀǎƛƴƎ ŀǳǘƘƻǊƛǘȅΣ ƛƴŎƭǳŘƛƴƎ ǘƘŜ ǳǎŜ ƻŦ ǘƘŜ ¦ƴƛǾŜǊǎƛǘȅΩǎ Small Purchasing 
Charge Card (SPCC), if applicable. 

 
B. Virginia Correctional Enterprises (VCE):  

 
The University shall purchase goods and services produced or manufactured by State 
correctional facilities, which are supported in whole or in part with State funds, when 
ǊŜǉǳƛǊŜŘ ǘƻ Řƻ ǎƻ ōȅ ǘƘŜ άwǳƭŜǎέ ƻǊ ŀƴȅ aŀƴŀƎŜƳŜƴǘ !ƎǊŜŜƳŜƴǘ ƻǊ aŜƳƻǊŀƴŘŀ ƻŦ 
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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. Institutions 
with critical needs should contact the Correctional Enterprises, Customer Service, by 
phone (800) 823-2823 to discuss availability, delivery, etc.  
 
Written releases are granted if Corrections has nothing compatible with the 
requirement, or if it is unable to meet the delivery requirement. If desired by 
institutions, these releases may be given by facsimile transmission. Under the Code of 
Virginia, the Director of DGS/DPS may exempt purchasing from Correctional Enterprises 
when, in his/her opinion, an article 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 Department 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 removal from office as provided for in the Code of Virginia, 
Sections 53.1-47, 53.1-48, and 53.1-51. 
 
Products include, but are not limited to, Wood and Metal Case goods, Seating, Office 
Systems, Shoes, Clothing, Embroidery, Silk Screening, Vinyl Binders, Pad holders, Sign, 
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. 
 
²ǊƛǘǘŜƴ ŎƻƴŎǳǊǊŜƴŎŜǎ ƻǊ άǿŀƛǾŜǊǎέ may be granted by VCE if they do not 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 
ƛǘ ƛǎ ǿƛǘƘƛƴ ǘƘŜ ŀƎŜƴŎȅΩǎ ŘŜƭŜƎŀǘŜŘ ǇǳǊŎƘŀǎƛƴƎ ŀǳǘƘƻǊƛǘȅΣ ǘƘŜ ǇǊƻŎǳǊŜƳŜƴǘ ōŜ ƳŀŘŜ 
directly by the requesting department by using the appropriate transaction method.  If 
it exŎŜŜŘǎ ǘƘŜ ǊŜǉǳŜǎǘƛƴƎ ŘŜǇŀǊǘƳŜƴǘΩǎ ŘŜƭŜƎŀǘŜŘ ŀǳǘƘƻǊƛǘȅΣ ǘƘŜ ǇǊƻŎǳǊŜƳŜƴǘ ǊŜǉǳŜǎǘ 
shall be forwarded to Materiel Management for processing. 
 
Notes: 

1. The requesting department is responsible for obtaining the written waiver 
prior to processing transaction within 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 
ŘŜǇŀǊǘƳŜƴǘΩǎ ƭƻǎǎ ƻŦ ŀƭƭ ŘŜŎŜntralized purchasing authority, including the 
ǳǎŜ ƻŦ ǘƘŜ ¦ƴƛǾŜǊǎƛǘȅΩǎ Small Purchasing Charge Card (SPCC), if applicable. 

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

 
i. 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 availability of University owned surplus 
property at ODU, please contact Property Control at 757-683-4810.   
 

 
ii. 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 the time required  
d. are not produced by inmates confined in State correctional 

institutions  
e. are offered at a price which is fair and reasonable  
f. are not produced by schools or workshops under the supervision of 

the Virginia Department of the Visually Handicapped. 
 
 

iii. Used Equipment  

Used equipment may be purchased using non-competitive 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 offered for sale 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 price in writing. 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 equipment, 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 agencies' approval or concurrence are as follows:  

A. Insurance - Department of General Services/Division of Risk Management.  

B. Capital Outlay Related Services - Department of General Services/Division of 

Engineering and Buildings.  

C. Banking and Bank-Related Cash Management Services - Department of the 

Treasury, Division of Cash Management and Investments.  
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CHAPTER TEN: METHODS OF PROCUREMENT 

 
 

I.  METHODS OF PROCUREMENT 
 

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 procured by competitive negotiation.  Qualification-based 

selection shall be used for design services. 
 
C. Goods, services, or insurance may be procured by competitive sealed bidding or 

competitive negotiation or 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 University and set forth in writing that competitive sealed 
bidding is either 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 design-build basis or construction management 

basis under §7 of the άάwǳƭŜǎέέ, and shall comply with Board of Visitor Policy 1623; 
 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, grading, or similar work upon real property.  
 

E. The following are typically considered the seven (7) methods of procurement: 
 

i. Small Purchases:   
The άwǳƭŜǎέ permits the University to establish small purchase procedures, if 
adopted in writing, not requiring competitive 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 
wŜǉǳŜǎǘ ŦƻǊ vǳƻǘŀǘƛƻƴǎ ŀƴŘκƻǊ LƴǘŜǊƴŀƭ tǊƛŎƛƴƎΣ ǳǇ ǘƻ ǘƘŜ ǳǎŜǊΩǎ ŘŜƭŜƎŀǘŜŘ 
purchasing authority.  Internal Pricing is the procurement from existing 
University contracts, VASCUPP contracts, 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 purchase order over $10,000 is awarded to the lowest 

responsive and responsible quoter.  
 
d. Any contract and/or purchase order under $10,000 is awarded in compliance 
ǿƛǘƘ ǘƘŜ ¦ƴƛǾŜǊǎƛǘȅΩǎ {²ŀa tƭŀƴ as deemed appropriate by Materiel 
Management.  

 
e. Materiel Managemeƴǘ Ǿƛŀ Ŝ±!Ωǎ vǳƛŎƪvǳƻǘŜ ǘƻƻƭΣ ǎƘŀƭƭ ǎƻƭƛŎƛǘΣ ǊŜŎŜƛǾŜΣ ŜǾŀƭǳŀǘŜΣ 
ŀƴŘ ŀǿŀǊŘ ǎƳŀƭƭ ǇǳǊŎƘŀǎŜǎ ǘƘŀǘ ŜȄŎŜŜŘ ŀƴȅ ŀƴŘ ŀƭƭ ǳǎŜǊǎΩ ŘŜƭŜƎŀǘŜŘ ŀǳǘƘƻǊƛǘȅ 
below $50,000. 

 

ii. Competitive Sealed Bidding: 
Is a method of procurement that 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. Issuance of a written Invitation to Bid containing or incorporating by reference 

the specifications and contractual terms and conditions applicable to the 
procurement. Unless the University has 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 to those 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 General Services' 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 delivered to Materiel Management, and 
must be submitted in a sealed 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 Management on or before the closing date and time 
stated in the Invitation to Bid.  Bids received 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, and closing 
date and time. 
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e. Public opening and announcement of all bids received.  Except 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.  The Materiel 
aŀƴŀƎŜƳŜƴǘ .ǳȅŜǊ ǎƘŀƭƭ ǊŜŀŘ ŜŀŎƘ ōƛŘŘŜǊΩǎ ƴŀƳŜΣ ǇǊƛŎŜǎΣ ŘŜƭƛǾŜǊȅ ǘƛƳŜǎΣ ŀƴŘ 
payment terms.  No decision of award or rejection will be made during the bid 
opening. 

 
f. Evaluation of bids shall 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 determining acceptability. 

 
g. Award shall be made to the lowest responsive and responsible bidder.   Awards 

may be made to more than one bidder.  
 

h. Materiel Management will post on the Department of General Services' central 
electronic procurement website for a minimum of ten (10) days, ŜƛǘƘŜǊ άbƻǘƛŎŜ 
ƻŦ !ǿŀǊŘέ ƻǊ άbƻǘƛŎŜ ƻŦ LƴǘŜƴǘ ǘƻ !ǿŀǊŘέ ƛƴŘƛŎŀǘƛƴƎ ǘƘŜ ǾŜƴŘƻǊ ǎŜƭŜŎǘŜŘ ŀƴŘ 
their associated contract pricing.     

 
iii. Competitive Negotiation: 

 Is a method of procurement, typically used for complex or technical goods and 
services over $50,000 where specifications or scope of work cannot be clearly 
defined, or when negotiations is advantageous, and contract award is based on 
evaluation criteria stated in the RFP.  Competitive negotiations are required for 
professional services and may be used for non-professional services above $50,000. 

 
Selection Advisory Committee - A Selection Advisory Committee (SAC) shall be 
established when selecting a firm for professional and non-professional service 
when the compensation for such services is expected to exceed $50,000.  The 
Director of Materiel Management, or designee, shall appoint 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 designee.  The funding 
department has the authority to recommend committee members, all 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 
ǎƘŀƭƭ ŎƻƳǇƭȅ ǿƛǘƘ ǘƘŜ 9ǘƘƛŎǎ ǇƻǊǘƛƻƴ ƻŦ ǘƘŜ άwǳƭŜǎέΦ  The SAC shall be chaired by the 
designated Procurement Officer who shall have voting rights.  All communication, 
correspondence and conversations regarding the procurement shall remain 
confidential until after the award. All committee members shall evaluate based on 
the criteria set forth in the Request for Proposal (RFP).  If deemed appropriate, 
outlier scores shall be eliminated 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 Services and Other Than Professional Services.  

 

 Professional Services [άwǳƭŜǎέ §4.3.a., Competitive Negotiation]:   
 

a. Issuance of a written Request for Proposal indicating in general terms that 
which is sought to be procured, specifying the criteria that will be used in 
evaluating the proposal and containing or incorporating by reference the other 
applicable contractual terms 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 man-hours or cost for services.  At the discussion stage, 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 not be disclosed to the 
public or to competitors.   
 

d. 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 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 
and must be submitted in 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 for Proposal.  Proposals received 
after the closing date and time will not be considered and shall be returned 
unopened to the vendor. 
 

f. Envelopes/packages containing proposals must be sealed and clearly state on 

the outside of the envelope/package the company name, RFP number and 
closing date and time. 
 

g. 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. 
 

h. Proposals received will be reviewed, evaluated and ranked. 
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i. The University shall engage in individual discussions with two or more offerors 

deemed fully qualified, responsible and suitable on the basis of initial responses 
and with emphasis on professional competence, to provide the required 
services. 
 

j. Repetitive informal interviews shall be permissible. 
 

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

l. 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 point, the public body shall select in 
the order of preference two or more offerors whose professional qualifications 
and proposed services are deemed most meritorious. 
 

m. Negotiations shall then be conducted, beginning with the offeror ranked first.  If 
a contract satisfactory 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 conducted with the offeror ranked second, and so 
on until such a contract can be negotiated at a fair and reasonable price. 
 

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

o. The procurement of professional services for capital projects shall be conducted 
using a qualification-based selection process 

 
 

Architectural or Professional Engineering above $50,000: 
 
a. Services relating to construction projects may be negotiated by the 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.   

 
b. Under such contract, (a) the fair and reasonable prices, as negotiated, shall be 

used in determining the cost of each project performed, (b) the sum of all 
projects performed in one 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 from any contract term may be carried forward. 
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d. Competitive negotiations for such contracts may result in awards to more than 

one offeror provided the Request for Proposal stated the potential for a multi-
vendor award. 

 

Other than Professional Services [άwǳƭŜǎέ Document §4.3.b., Competitive 
Negotiation]:  
 

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 terms 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 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.  

 

c. Proposal responses may be mailed or hand delivered to Materiel Management, 
and must be submitted in 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 for Proposal.  Proposals received 
after the closing date and time will not be considered and shall be returned 
unopened to the vendor. 

 
d. Envelopes/packages containing proposals must be sealed and clearly state on 

the outside of the envelope/package the company name, RFP number, and 
closing date and time. 

 
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 received will be reviewed, evaluated and ranked. 
 
g. Selection shall 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 if so stated in the Request 
for Proposal. 
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h. Negotiations shall then be conducted with each of the offerors so selected. 
 
i. Price shall be considered, but need not be the sole determining factor. 
 
j. After negotiations have been conducted with each offeror so selected, the 

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. 
 
l. Should the public body determine in writing and in its sole discretion that only 

one offeror has made the best proposal, a contract may be negotiated and 
awarded to that offeror. 

 

iv. Sole Source [άwǳƭŜǎέ Document §5.E., Methods of Procurement]:   
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 
shall document the basis for this determination. The University shall 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 
ǘƘŜ /ƻƳƳƻƴǿŜŀƭǘƘΩǎ ŎŜƴǘǊŀƭ ŜƭŜŎǘǊƻƴƛŎ ǇǊƻŎǳǊŜƳŜƴǘ ǎȅǎǘŜƳΣ ƻǊ ǇǳōƭƛǎƘŜŘ ƛƴ ŀ 
newspaper of general circulation on the day the University awards or announces its 
decision to award the contract, whichever occurs first.  Public notice shall also be 
ǇǳōƭƛǎƘŜŘ ƻƴ ǘƘŜ 5ŜǇŀǊǘƳŜƴǘ ƻŦ DŜƴŜǊŀƭ {ŜǊǾƛŎŜǎϥ ǿŜōǎƛǘŜ ŦƻǊ ǘƘŜ /ƻƳƳƻƴǿŜŀƭǘƘΩǎ 
central electronic procurement system and may be published on other appropriate 
websites. The Materiel Management staff shall make every effort to encourage 
SWaM participation whenever available. 

 
v. Emergency Purchases [άwǳƭŜǎέ Document §5.F., Methods of Procurement]:   

Emergency purchases exist when 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 negotiation; 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 file. The 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 shall be posted in a 
designated public area, which may be Department of General Services' website for 
ǘƘŜ /ƻƳƳƻƴǿŜŀƭǘƘΩǎ ŎŜƴǘǊŀƭ ŜƭŜŎǘǊƻƴƛŎ ǇǊƻŎǳǊŜƳŜƴǘ ǎȅǎǘŜƳΣ ƻǊ ǇǳōƭƛǎƘŜŘ ƛƴ ŀ 
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 notice may also be published on the Department of General 
{ŜǊǾƛŎŜǎϥ ǿŜōǎƛǘŜ ŦƻǊ ǘƘŜ /ƻƳƳƻƴǿŜŀƭǘƘΩǎ ŎŜƴǘǊŀƭ ŜƭŜŎǘǊƻƴƛŎ ǇǊƻŎǳǊŜƳŜƴǘ ǎȅǎǘŜƳ 
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and may be published on other appropriate websites. The Materiel Management 
staff shall make every effort to encourage SWaM participation whenever available. 

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

vi. Public Auction [άwǳƭŜǎέ Document §5.I., Methods of Procurement]:   
Upon a determination made in advance by the Institution and set forth in writing 
that the purchase of goods, products, or commodities 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. 
 

vii. Reverse Auctioning [άwǳƭŜǎέ Document §5.J., Methods of Procurement]:   
The purchase of goods or nonprofessional services, but not construction or 
professional services, may be made by reverse auctioning. 
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CHAPTER ELEVEN: COOPERATIVE PURCHASING 

 

 
Cooperative purchasing is procurement conducted on behalf of two or more public 
agencies or institutions. This form of purchasing has the benefits of reducing 
administrative costs, eliminating duplication of effort, lowering prices, sharing 
information.   
 
A. Authority   όάwǳƭŜǎέ §6) 

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 public or private organizations or entities, including 
public-private partnerships, charitable organizations, health care provider 
alliances or purchasing organizations or entities, or with public agencies or 
institutions or group purchasing organizations of the 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 request 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 
ŎƻƴŦƻǊƳ ǘƻ ǘƘŜ ōǳǎƛƴŜǎǎ ǊŜǉǳƛǊŜƳŜƴǘǎ ƻŦ ǘƘŜ /ƻƳƳƻƴǿŜŀƭǘƘΩǎ ŜƭŜŎǘǊƻƴƛŎ 
procurement system, including the requirement for payment of 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 for the goods or services required. The Requisition 
should contain a notice to Purchasing explaining the existence of the 
contract with as much information as is available to assist Purchasing to 
locate the information needed. Purchasing will then contact the vendor 
to secure agreement to allow the University to use the contract. 

 
ii. If a Department is aware that other institutions are planning to seek bids 
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for a commodity that the Department needs, a Purchase Requisition 
should be submitted with the estimated quantities. The Requisition 
should contain information to assist Materiel Management in arranging 
for a combined bid with the other jurisdiction. Sufficient time should be 
allowed to coordinate the combined bid. 
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CHAPTER TWELVE: CONTRACT ADMINISTRATION 

 

 
  
Contract administration begins after award of the contract. Its purpose is to assure that the 
ŎƻƴǘǊŀŎǘƻǊΩǎ ŀƴŘ ¦ƴƛǾŜǊǎƛǘȅΩǎ ǘƻǘŀƭ ǇŜǊŦƻǊƳŀƴŎŜ ƛǎ ƛƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ ǘƘŜ ǎǇŜŎƛŦƛŎŀǘƛƻƴǎκǎŎƻǇŜ ƻŦ 
work, terms and conditions of the contractual agreement.  The integrity of the public purchasing 
process demands that 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 Management should 
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 683-3105. 
 
After issuance of a formal contract award document, 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 responsible for 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 Management.  (See Annex E). 

 
I. PLANNING AND CHECKLIST  

 
Contract administration planning should occur during the pre-award phase.  All 
purchases should encompass some post-award administrative efforts--with the degree 
determined by evaluating purchase complexity, value, delivery or performance schedule, 
commodity or service type, and risks to the University.   A contract checklist or milestone 
chart should be developed by the contract administrator for 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, start-up and a completion date, plus other 
related items such as performance guarantees (e.g., bonds, certificates of insurance, 
catalogs, copies of warranties, volume reports, as-built 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 end-users or others who can closely 
monitor contract performance.  The anticipated contract administrator or end user and 
the procurement officer should work together in establishing administrative 
requirements or tasks while developing the solicitation. 

 
II. CONTRACT ADMINISTRATOR  

 
The contract administrator should generally be the end user of the contract or one who 
has a vested 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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administrator, and such delegation specify the important aspects of the contract, 
ŘƛǎǘƛƴƎǳƛǎƘƛƴƎ ōŜǘǿŜŜƴ ǘƘŜ ŀŘƳƛƴƛǎǘǊŀǘƻǊΩǎ ŀǳǘƘƻǊƛǘȅ ŀƴŘ ǘƘŀǘ ǿƘƛŎƘ Ƴǳǎǘ ǊŜƳŀƛƴ ŀ 
function of the purchasing office.  Specific delegated tasks should be outlined in the 
designation letter 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 officer.  (See Annex B).  

  
              As stated in § 23-38.90 of the Code of Virginia the 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 the Virginia Public Procurement Act, Chapter 43 of 
Title 2.2 of the Code of Virginia.  Additionally, at a minimum, the contract administrator 
shall be responsible for ensuring (i) proper inspection, review and acceptance of all 
goods and services specifically related 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 (iii) the review, approval and timely submission 
to Accounts Payable of any and 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 the (iv) the contract in use is valid as related to 
the contract term dates and renewal clauses, when applicable, (v) the Contractor is 
providing timely goods and/or services in accordance with the contract requirements, 
(vi) the contract file is complete, and (vii) the contract renewal surveys are completed, 
and either the contract 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 the designated 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 depending on the nature of the violation, may result in 
further disciplinary action. 

 
 

III. PROCUREMENT RECORDS  
 
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 has designated 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 modifications, all related invoicing and 

http://leg1.state.va.us/cgi-bin/legp504.exe?000+cod+23-38.90
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payment records, vendor performance 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 with the Virginia 
Freedom of Information Act and should be made available for review after the award has 
been made. 

 
 
IV. DELIVERY OF GOODS   

 
Generally, the policy of the University is to request all goods be shipped F.O.B. 
Destination, with all shipping charges pre-paid and allowed. F.O.B. Destination means 
that title passes when goods are received on site at the University as designated by the 
contract. Pre-Paid 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 should be made 
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 contractor may 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 complies with the 
shipping terms stated in the purchase order or contract.  Nothing in this Manual shall 
preclude the University from uses F.O.B. Shipping Point or other shipping terms when 
deemed in the best interest of the University. 

 
V. INSPECTION   

 
Ordering department 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 Control 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 specifically ordered, 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, type, make, color, style, etc., of the 
commodities conform to the requirements of the purchase order or contract and 
ǿƘŜǊŜ ŀǇǇƭƛŎŀōƭŜΣ ǘƻ ǘƘŜ ƳŀƴǳŦŀŎǘǳǊŜǊΩǎ ǇǳōƭƛǎƘŜŘ ǎǇŜŎƛŦƛŎŀǘƛƻƴǎΦ 

 
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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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 responsible for completing and submitting the Receiving Report, 
Materiel Management form # MM0001, in an accurate and timely manner, (see Annex 
J). 
 

VI. 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 terms and 
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). 

 
VII. REJECTION   

 
Rejection of goods or services is the responsibility of the authorized receiving 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 contractor via 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). 

 
VIII. ADDITIONAL CHARGES   

 
Rejection of deliveries by 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 contractor may incur should be identified and analyzed prior to 
making the decision to return goods.  Code of Virginia, § 8.2-710, allows the seller 
ƛƴŎƛŘŜƴǘŀƭ ŘŀƳŀƎŜǎ ŀŦǘŜǊ ǘƘŜ ǇǊƻŎǳǊŜƳŜƴǘ ƻŦŦƛŎŜǊΩǎ ōǊŜŀŎƘ ƛƴ ŎƻƴƴŜŎǘƛƻƴ ǿƛǘƘ ǊŜǘǳǊƴ ƻŦ 
the goods resulting from 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. 

 
IX. OVERSHIPMENTS/OVERRUNS    

 
Receiving personnel should not accept goods in excess of those specified on the 
purchase order or contract unless it 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 will not 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 amount or $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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price per unit or the quoted price for additional units and whichever price is less will 
prevail.  Prices for underruns will be calculated at the quoted base price per unit.   

 
X. DAMAGED SHIPMENTS  

 
Lǘ ƛǎ ǘƘŜ ǊŜŎŜƛǾƛƴƎ ǇŜǊǎƻƴƴŜƭΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ ǇǊƻƳǇǘƭȅ ƛƴǎǇŜŎǘ ŘŜƭƛǾŜǊƛŜǎ ŦƻǊ ǎƘƛǇǇƛƴƎ 
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 the solicitation 
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. 

 
XI. INVOICE AND PAYMENT PROCESSING   

 
A. Invoicing and Prompt Payment.  Invoice processing is to be performed in accordance 

with the άwǳƭŜǎέ ŀƴŘ ǊŜƎǳƭŀǘƛƻƴǎ ǎŜǘ ŦƻǊǘƘ ōȅ ǘƘŜ /ƻƳƳƻƴǿŜŀƭǘƘ ƻŦ ±ƛǊƎƛƴƛŀΩǎ 
Department of Accounts.  To maintain good vendor relationships and a competitive 
environment, it is imperative 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 procedures.  The άάwǳƭŜǎέέ Document, § 42, requires the University 
to pay for the delivered goods or 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 for the amount of payment due, or 30 days 
after the receipt of the goods or services, whichever is later (άwǳƭŜǎέέ Document, § 
42). When a purchase requires performance over an extended period of time, the 
University should make arrangements to process partial payments 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 received (άάwǳƭŜǎέέ , § 43), 
the University or its agent responsible under the contract for approval 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 invoice, the University shall notify 
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.   
 

B. Charge Card Payments.  In an effort to streamline invoice and payment processing 
ǎǘŜǇǎ ŀƴŘ ǎƘŀǊǇƭȅ ǊŜŘǳŎŜ ǇŀǇŜǊǿƻǊƪΣ ǘƘŜ /ƻƳƳƻƴǿŜŀƭǘƘΩǎ 5ŜǇŀǊǘƳŜƴǘ ƻŦ !ŎŎƻǳƴǘǎ 
(DOA) has established a contract allowing agencies and institutions to use charge 
cards through two programs, the small purchase charge 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 website (www.odu.edu/procurement). 

  
XII. CONTRACT MODIFICATIONS AND CHANGE ORDERS  

 
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 reasonableness.  No fixed-price contract may be increased by 
more than 25 percent of the amount of the contract or $50,000, whichever is greater, 
ǿƛǘƘƻǳǘ ǘƘŜ ŀŘǾŀƴŎŜ ǿǊƛǘǘŜƴ ŀǇǇǊƻǾŀƭ ƻŦ ǘƘŜ LƴǎǘƛǘǳǘƛƻƴΩǎ ǇǊŜǎƛŘŜƴǘ ƻǊ Ƙƛǎ ŘŜǎƛƎƴŜŜ. 

 
 /ƘŀƴƎŜ ƻǊŘŜǊǎ ǘƘŀǘ ŜȄŎŜŜŘ ǘƘŜ ǊŜǉǳŜǎǘƻǊΩǎ ŘŜƭŜƎŀǘŜŘ ǇǳǊŎƘŀǎƛƴƎ ŀǳǘƘƻǊƛǘȅ ŀƴd all 

contract modifications require Materiel Management review and approval. eVA users 
shall process change order requests via eVA. Non-eVA 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 variations up to but 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 processing 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 modifications. All 
contract interpretation, including: content, intent, exceptions and the need for change 
orders is the responsibility of Materiel Management.  

 
XIII. CONTRACT RENEWAL AND EXTENSION 
 

A. Renewal.  A term contract may contain a renewal clause describing 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 Management 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 
ŎƻƴǘǊŀŎǘƻǊΩǎ ŎƻƳǇƭƛŀƴŎŜ ǿƛǘƘ ǘƘŜƛǊ ǎǳōƳƛǘǘŜŘ ǇƭŀƴΦ  ¢ƘŜ ŎƻƴǘǊŀŎǘƻǊΩǎ failure to meet 
their Small, Women-owned and/or Minority-owned (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 non-payment for any services 
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provided and invoiced during the reporting period. Payment may be 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 contract. 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 contracted price 
may be paid to the contractor.   

 
XIV. TERMINATION FOR CONVENIENCE  

 
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 specified 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 PURCHASE ORDERS AND CONTRACTS  

 
Cancellation 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 contracts.  Any 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 performance including timely delivery, by an act of war, order of legal authority, 
ŀŎǘ ƻŦ DƻŘΣ ƻǊ ƻǘƘŜǊ ǳƴŀǾƻƛŘŀōƭŜ ŎŀǳǎŜǎ ƴƻǘ ŀǘǘǊƛōǳǘŜŘ ǘƻ ǘƘŜ ŎƻƴǘǊŀŎǘƻǊΩǎ Ŧŀǳƭǘ ƻǊ 
negligence.   

 
XVI. DEFAULT  

 
A contractor is considered in default/breach if they fail to perform in accordance 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 needed to 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 Complaint Form and submit to the contractor, with a copy to Materiel 
aŀƴŀƎŜƳŜƴǘΣ  ŦƻƭƭƻǿŜŘ ōȅ ŀ άbƻǘƛŎŜ ǘƻ /ǳǊŜέ ƛŦ ǳƴŀŎŎŜǇǘŀōƭŜ ǾŜƴŘƻǊ ǊŜǎǇƻƴǎŜΣ 
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 














































































