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PROCUREMENT MANUAL 
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NOTE:  This manual is based on and designed to match the State of Georgia Procurement 
Manual.  The state gives the agencies authorities to purchase within the guidelines 
furnished.   As a unit of the Board of Regents of the University System of Georgia, and a 
State Agency, strict adherence to policy is expected. 
 
The following is the “General Policy 707.01” of the Board of Regents of the University 
System of Georgia: 
 
“The University System shall utilize the sources of the central purchasing agency for the 
State of Georgia rather than establish a separate control purchasing office.  In doing so, 
the Board directs that each of its operating units comply with the various statutes, rules 
and regulations governing purchases with state appropriated funds.  In addition, the 
same regulations shall apply to purchases from funds to which the University System has 
title.” 
 
“All purchasing by units of the University System of Georgia will be centralized under 
the direct management and control of the chief business officer of the institution 
concerned.” 
 
“Funds held by the institutions of the University System in an agency capacity are not 
subject to the rules and regulations of the central purchasing agency of the State, 
although the services of that agency may be used for purchasing from agency funds at the 
election of the chief business officer.” 
 
“When purchases are made by an institution of the System, as opposed to being made 
by the central purchasing agency of the State, professional practices for purchasing in 
the public environment are to be employed at all times.” 

 1-1
 
 

INACTIVE



Chapter 1 :  General Provisions 
 
     
Section 1:  Purpose and Application 
 
1.1 Purpose 
 

The underlying purposes and policies of the ASU Procurement Manual 
(hereinafter ASUPM or the “Manual”) are to: 
 
1. Simplify and clarify the law governing procurement by the State of 

Georgia and ASU. 
2. Permit the continued development of centralized procurement policies and 

practices. 
3. Make as consistent as possible the procurement regulations among the 

various state agencies. 
4. Provide for increased public confidence in the procedures followed in 

public procurement. 
5. Ensure the fair and equitable treatment of all persons who deal with the 

procurement system of ASU. 
6. Provide increased economy in state procurement activities, maximize to 

the fullest extent possible the purchasing value of public funds; obtain in a 
cost-effective and responsive manner the materials, services and 
construction required by ASU in order for  this Agency to better serve 
ASU students, faculty and staff. 

7. Foster effective broad-based competition within the free enterprise system. 
8. Provide safeguards for the maintenance of a procurement system of 

quality and integrity. 
 
1.2 Applicability and Use of the ASUPM 
 

The ASUPM applies to all procurements initiated after February 1, 2003.  The 
Manual will supersede the Agency Procurement Manual (APM) and any revisions 
to the APM issued prior to the effective date. 
 
The Georgia Procurement Manual is the primary source of reference for the 
Agency Procurement Officer (hereinafter “APO”). 

 
1.3 Requirement of Good Faith 
 

This ASUPM requires all parties involved in the negotiation, performance or 
administration of ASU contracts to act in good faith. 
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Section 2:  Purchasing Laws and Regulations 
 
2.1 Official Code of Georgia (O.C.G.A.) Governing Legal Authority 
 

The purpose of this section is to provide reference to the legal authority for 
purchasing in the State of Georgia and local state agencies. 
Laws concerning the Department of Administrative Services (hereinafter 
“DOAS”) procurement process in general may be found in the Official Code of 
Georgia Annotated (hereinafter “O.C.G.A.”) Title 50, Chapter 5, Article 3.  The 
regulations set forth in this Manual are established pursuant to the DOAS 
authority under O.C.G.A. 50-5-54. 

 
2.2 Official Code of Georgia (O.C.G.A.) Governing Administrative Authority 
 

The purpose of this section is to provide reference to the governing administrative 
authority for purchasing in the State of Georgia.  Although every effort has been 
taken to assure the accuracy of the material presented, it is not intended or 
represented to be the official record of the laws and regulations of the State of 
Georgia.  True and correct copies of the statutes of this State are found in the 
Official Code of Georgia.  If any information in this manual is inconsistent with 
the O.C.G.A., the Code controls. 
 
1. The APO is familiar with the rules and regulations governing purchases as 

issued by the State Purchasing Division Director (hereinafter “SPDD”). 
2. The operating policies and procedures contained in this Manual are 

intended to comprise the body of rules and regulations pertinent to ASU 
purchases. 

3. The APO will issue procedural and informational guidelines and 
instructions in the form of Official Memoranda.  These guidelines and 
instructions may result in revisions to the ASUPM. 

4. Questions and clarifications concerning the ASUPM should be submitted 
to the Buyer at (706) 737-1765. 

 
2.3 Deviations 
 

A deviation may be deemed necessary for circumstances in which the prescribed 
policies, procedures and provisions are not totally appropriate for the 
development of a new technique or approach, or for specific contractual 
situations.  The term “deviation” includes: 
 
1. The issuance and/or use of any policy, procedure, provision or instruction 

of any kind at any stage of the procurement process which is inconsistent 
with a policy, procedure or provision set forth in the ASUPM or provision 
directive governed by state agencies and others subject to the Purchasing 
Act. 
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2. The use of a clause or provision covering the same subject matter as a 
prescribed clause or provision, or the modification or omission of a 
prescribed clause or provision. 

 
To maintain uniformity to the maximum extent possible, deviations should be 
kept to a minimum.  It is the responsibility of the Requester or designee to request 
a deviation.  A request for approval of any deviation shall be in writing to the 
Buyer.  The request shall explain the nature of the deviation, provide reasons why 
a deviation is necessary, and explain why it is in the best interest of ASU and the 
State of Georgia to grant the deviation.  The Buyer will review the deviation and 
determine whether the request can be approved.  The deviation request and the 
action taken shall be documented in the contract file. 

 
2.4 Duties and Powers of the State Auditor 
 

It is among the duties and powers of the State Auditor to call special attention to 
any illegal, improper or unnecessary expenditures, and all inaccuracies, 
irregularities and shortages, and make specific recommendations for future 
avoidance.  It is the responsibility of the APO to determine that the Agency’s 
purchase requests abide by the rulings of the State Auditor. 
 

2.5 Purchases Contrary to Purchasing Rules 
 

A purchase that is contrary to the rules and regulations established by State 
Purchasing shall be void and of no effect. 

 
Section 3:  Public Access to Procurement Information 
 
3.1 Open Records Act 
 

1. All public records of an agency are subject to inspection under the 
provisions of the Open Records Act.  If ASU receives a request for a 
record or a procurement file, the Agency must allow inspection unless the 
records are excluded from the Act.  Public records must be made available 
for inspection or copying within three (3) business days of the receipt of 
an open records request.  Where responsive records exist but are not 
available within three (3) business days of the receipt of an open records 
request, ASU must provide a written description of such records, together 
with a timetable for their inspection and copying within three (3) business 
days of the request. 

2. ASU will designate a person to respond to the request; however, the time 
frame for responding to the open records request begins at the time ASU 
receives the request.  A state employee must be present during the time of 
onsite inspection of records. 

3. ASU may charge the requestor a reasonable amount for copying, 
administrative and research costs. 
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4. ASU will be responsible for handling open records requests where the 
solicitation was developed by ASU. 

 
3.2 Public Inspection 
 

1. Immediately after the bid closing date, or in the event of a proposal after 
the proposal closing date, a register of bidders or offerors shall be 
prepared and made available for public inspection. 

2. Every bid with the name of the successful bidder and every proposal with 
the name of the successful offeror shall be made public upon contract 
award.  The names of all persons whose bids and/or proposals were 
rejected and a statement giving reasons for the rejection shall also be 
published. 

 
Section 4:  Web Site Information 
 
 This section states the information that is available on the ASU web site which is 

located at www.asu.edu. 
 
4.1 ASU Procurement Registry 
 
 Vendors can review a list of current solicitation opportunities. 
 
4.2 Vendor Registration 
 
 Vendors can obtain information about the vendor registration process and register 

to do business with the State of Georgia online at www.doas.georgia.gov. 
 
4.3 NIGP Codes – Lists and Searches 
 

State Purchasing began using the National Institute of Government Purchasing 
(NIGP) commodity codes in 1999 to bring purchasing procedures into greater 
conformity with national standards.  The DOAS website includes information on 
how to search by keyword and by vendors registered by NIGP code.  This is also 
linked on the ASU procurement website, with Internet Explorer being the best 
search engine to use. 

 
4.4 Purchasing Contracts 
 

An index listing of current statewide contracts including links to contract 
information. 

 
4.5 ASU Purchasing Office Contacts 
 

Barbara Johnson  (706)  737-1765 bmjohnso@aug.edu
Cookie Eubanks  (706)  737-1766 meubanks@aug.edu
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4.6 Agency directory 
 
4.7 Vendor Guides 
 
4.8 Agency Guidelines and Procedures 
 
4.9 Mandatory Source 
 

A list of the procurement sources regulated by the Georgia Code and a link to the 
website for each source: 
 

  Georgia Enterprises 
for Products and Services (GEPS) 
44 Broad Street, Suite 804 
Atlanta, Georgia 30303 
Phone: 404-521-1777 
Fax: 404-521-1714 
Georgia Enterprises Website

Georgia Correctional Industries (GCI) 
2984 Clifton Springs Road 
Decatur, Georgia 30034 
Phone: 404-244-5100 
Fax: 404-244-5141 
Georgia Correctional Industries Website

Georgia Industries for the Blind (GIB) 
P. O. Box 218 
Bainbridge, Georgia 39818 
Phone: 229-248-2667 
Fax: 229-248-2669 
Georgia Industries for the Blind Website

 
 
4.10 Related Websites 
 

The following websites provide additional information: 
• DOAS:  doas.georgia.gov 
• Governor’s Small Business Center:  

www2.state.ga.us/departments/doas/gsbc/index 
• State or Federal Surplus:  

http://gasurplus.doas.state.ga.us/appa/gss/surplus.nsf 
• Georgia Correctional Industries:  www.gci-ga.com 
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• Georgia Enterprises:  www.georgiaenterprises.com 
• NIGP:  www.nigp.org 
• Official Code of Georgia (This is the Georgia webpage for laws and 

regulations where you can search by code number): 
http://www.georgia/gov/00/channel/0,2141,4802_5031,00.html
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Chapter 2 :  Procurement Organization 
 
 
Section 1:  Authority of DOAS, State Purchasing Office 
 
1.1 Purchases by State Agencies, Departments and Institutions 
 

Through the State Purchasing Office, DOAS has the authority and is the unit of 
State government charged with the responsibility for the establishment of 
contracts, leases, purchase orders or other agreements for the procurement of 
supplies, materials, equipment, services and construction, and for overseeing 
statewide and multi-agency contracts.  All state agencies, departments and 
institutions are required to purchase through DOAS unless specifically exempted 
by statute or regulations. 

 
1.2 Purchases by Local Political Subdivisions 
 
 
 
Section 2:  Authority and Duties of Procurement Officials 
 
2.1 DOAS Commissioner 
 
 The Commissioner is the Chief Procurement Officer of the State and is authorized 

to adopt rules and regulations as may be required to carry out the procurement, 
management, control and disposal of any and all supplies and services procured 
by the State of Georgia. 

 
2.2 State Purchasing Division Director 
 

The SPDD is the Commissioner’s designee. 
 
2.3 ASU Procurement Officer 
 

1. The Commissioner may delegate authority to a designee or to any 
department, agency or official.  The ASUPO has the authority to procure 
goods and services within their Delegated Purchasing Authority (DPA).  
The responsibilities of the ASUPO include, but are not limited to: 

 
a. Maintain all necessary Agency procurement records; 
b. Provide information to State Purchasing regarding purchasing 

transactions as requested; 
c. Provide methods to assure all purchasing laws, rules, regulations 

and procedures are observed within the agency; and 

 2-1
 
 

INACTIVE



d. Ensure that the ethics of public procurement are being maintained. 
 

2. The ASUPO must prioritize purchases of commodities, goods and services 
in the order listed in Chapter 3, Section 1.1, Policy of the GPM. 

 
3. The ASUPO has the responsibility to prepare and submit to the SPO 

agency requirements for all materials and services which exceed the 
Agency’s DPA. 

 
Section 3:  Exemptions from State Purchasing Requirements 
 
 Listed below are the entities and specific categories of purchasing that are exempt 

from State Purchasing requirements: 
 

1. Government entities: 
 

(a) All governmental authorities; and 
 
(b) All legislative and judicial branches. 

 
2. Government Entities with Partial Exemptions: 
 

(a) Construction and/or Public Works Contracts for several public 
authorities, the Board of Regents and the Department of 
Transportation (this does not apply to purchasing construction or 
building materials); 

 
(b) Department of Education’s purchase of school textbooks; 

 
 
(c) Space Management for real estate administration; 
 
(d) Department of Defense for purchase and issuance of military 

property; 
 

 
(e) Technical instruments and supplies and technical books and other 

printed matter on technical subjects; also manuscripts, maps, 
books, pamphlets and periodicals for the use of the State Library or 
any other library in the state supported by state funds; also 
services; 

 
(f) Livestock for slaughter and perishable articles, such as fresh 

vegetables, fresh meat, fish and oysters, butter, eggs, poultry and 
milk; and 
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(g) Emergency supplies of drugs, chemicals and sundries, dental 

supplies and equipment. 
 
3. Services and Other Exemptions: 
 

(a) Professional Services, which includes certified public accountancy, 
architecture, chiropractic, dentistry, professional engineering, 
podiatry, veterinary medicine, registered professional nursing, 
harbor piloting, land surveying, law, psychology, medicine and 
surgery, optometry and osteopathy; 

 
(b) Personal Employment Services:  Only those services rendered by a 

person who works full-time or part-time for and under the control 
of the state and receives compensation as a salary in direct 
payment from a department, agency or institution of state 
government; 

 
 
(c) Department of Community Health for the purchase of health 

insurance for state employees and public school teachers under the 
State Health Benefit Plan; 

 
(d) Georgia Merit System for the purchase of flexible benefits for 

State of Georgia employees; 
 

 
(e) Office of Treasury with respect to investments and investment 

related services; and 
 
(f) Hatch and Smith Lever Act purchases – Agricultural purchases 

from land grant universities. 
 
Section 4:  Delegation of Authority to State Agencies 
 
4.1 Delegated Purchasing Authority 
 
 State Purchasing may authorize the various state departments, agencies and 

institutions to make purchases which do not exceed One Hundred Thousand 
($100,000) Dollars.  This delegated dollar amount is referred to as the Agency’s 
Delegated Purchasing Authority (hereinafter “DPA”) and may vary from agency 
to agency, but in no events shall the DPA exceed One Hundred Thousand 
($100,000) Dollars.  ASU’s current DPA is Fifty Thousand ($50,000) Dollars. 
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 The SPO has developed the following procedure to address special circumstances, 
such as unanticipated needs that will enable state agencies to assist the SPO in 
facilitating procurements in excess of One Hundred Thousand ($100,000) Dollars: 

 
1. The ASUPO will e-mail the SPO Acquisition Manager with details 

concerning: 
(a) Justification for request; 
(b) Purpose of the procurement; 
(c) Estimated dollar value; 
(d) Method of procurement; 
(e) Requisition number; and 
(f) Name of State Agency buyer. 

 
2. The SPO Acquisition Manager will respond to the APO with a decision on the 

Agency request.  If the Acquisition Manager concurs with the request, the 
APO will be authorized to process the solicitation in accordance with the 
GPM. 

 
3. Upon receipt of bids, the ASU buyer will prepare and submit the following 

documentation to the SPO Acquisition Manager: 
(a) Bid tabulation in Excel spreadsheet format; 
(b) Recommendation for award; 
(c) Solicitation response copies; 
(d) Requisition; and 
(e) All additional solicitation documents. 
 

4. A SPO Acquisition Manager will assign the solicitation file to a buyer to 
review, evaluate and issue the award.  The SPO buyer will issue the Notice of 
Award and mail it to the vendor with an e-mail copy to the Agency. 

 
5. The SPO buyer will post the Notice of Award to the Georgia Procurement 

Registry. 
 
4.2 Initial Request of Delegated Purchasing Authority  
 
 
 
 
 
 
 
 
 
4.3 Exceeding Delegated Purchasing Authority 
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4.4 Increasing Delegated Purchasing Authority  
 
Section 5:  Mandatory Purchases 
 
5.1 Statewide and ASU Contracts 
 
 ASU must purchase goods, commodities and services from statewide contracts 

where the items needed are available on those contracts.  Agencies must also 
purchase items that are available on Agency Contracts for their particular agency.  
DOAS requires agencies to purchase bulk paper through DOAS Supply Services.  
These contracts have met competitive solicitation requirements. 

 
5.2 Statewide Purchases or ASU Contracts 
 

1. When ASU needs to acquire supplies, materials, equipment or services 
covered by either a Statewide or Agency contract, ASU will issue a 
purchase order to the successful bidder/offeror referencing the contract 
and using contract price information provided by the SPO.  Receipt of the 
purchase order authorizes the successful bidder/offeror to ship the items 
requested, subject to the terms and conditions of the contract. 

2. If a new statewide contract is created and ASU has an existing agency 
contract containing the same product or service, the APO will notify the 
Statewide Contract Buyer and provide the following information: 

 
(a) Contract number; 
(b) Terms of the contract; and 
(c) Contract cost. 

 
5.3 Statutory Mandatory Sources 
 

State agencies are required by statute to purchase certain products and services 
from Georgia Correctional Industries (GCI) and Georgia Enterprises where the 
products being purchased have been certified in writing.  In the case of GCI, the 
Commissioner of Corrections must certify the products.  The State Use Council 
must certify products for Georgia Enterprises.  Products and Services not certified 
are not mandatory purchases under the Official Code of Georgia. 

 
Section 6:  Emergency Purchases 
 
 State Purchasing has granted the authority to state agencies, departments and 

institutions to purchase urgently needed items arising from unforeseen causes.  An 
emergency procurement is handled outside of the normal competitive process 
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because of the urgency of the circumstances.  Therefore, SPO approval is not 
required in advance of the emergency purchase.  It is always good business 
practice and considered to be in the best interest of the state to make any 
procurement as competitive as time permits.  The ASUPO must provide the SPO 
with written justification and a copy of the documentation relating to the purchase 
transaction. 

 
 
Section 7:  Procurement Training and Education 
 
7.1 Assessment of Agency Training Needs 
 

Training in procurement is important for procurement personnel and vital for new 
employees without prior experience in procurement.  The Procurement Office will 
assess the training needs of agency personnel and will make procurement training 
available to assist in the development of skilled agency personnel. 

 
7.2 Training Topics 
 

The Procurement Office will provide procurement training to ASU staff.  The 
training includes an overview of the procurement process for ASU and includes 
topics such as the fundamentals of public purchasing, role and responsibilities of 
the APO, delegated purchasing authority, competition, specifications, 
procurement types, bid procedures, evaluation and award, the Open Records Act, 
the Georgia Procurement Registry and how to use the ASU Procurement Manual. 

 
7.3 Professional Associations 
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Chapter 3 :  Source Selection and Contract 
Formation 
 
 
Section 1:  Procurement Process 
 
1.1 Policy 
 

All purchases made by ASU should be based on competitive bidding whenever 
possible.  Purchases less than Five Thousand ($5,000) Dollars may be made 
without competitive bidding.  Small and minority businesses should be given a 
fair and equal opportunity to participate in the ASU purchasing process.  ASU has 
established their own internal procedures in accordance with the ASUPM. 

 
1.2 Procedure 
 

1. Whenever ASU identifies the need for a good, commodity or service, the 
process should begin with the development of specifications by the user, 
for example an engineer or other procurement official.  The end user 
submits a written request for the commodity or service to the APO, along 
with specifications.  The APO should determine whether the commodity 
or service can be procured from a statewide or agency contract, or other 
mandatory sources.  The APO will follow the Order of Precedence 
discussed below in making this determination. 

 
2. If the dollar amount of the purchase is less than Five Thousand ($5,000) 

Dollars, the ASU Procurement Office will be able to purchase the item or 
service without competition.  If the dollar amount is more than Five 
Thousand ($5,000) Dollars, the ASU Procurement Office will use 
competitive bidding procedures.  The ASU Procurement Office will next 
determine whether the item or service to be purchased is within the 
Agency’s Delegated Purchasing Authority.  If the dollar amount of the 
purchase is within the Agency’s DPA, the ASU Procurement Office can 
process the solicitation.  The ASU Procurement Office must post the 
solicitation on the Georgia Procurement Registry where the solicitation is 
Ten Thousand ($10,000) Dollars or higher.  An exception to this rule 
pertains to Sole Source procurements, which must be posted for 
procurements over Five Thousand ($5,000) Dollars.  If the dollar amount 
of the purchase exceeds the Agency’s DPA, the solicitation must be 
processed by the SPO.  In this case, the Agency must submit a requisition, 
along with other pertinent documentation including specifications, to the 
SPO. 
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3. The SPO will review the requisition and other documentation submitted 

by the Agency for completeness.  The SPO will review specifications to 
ensure that they are not too restrictive so as to preclude competition.  The 
SPO Buyer will coordinate with the Agency throughout the solicitation 
process until a contract has been awarded. 

 
4. ASU will determine responsiveness and responsibility of Bidders and 

Offerors before a contract can be awarded to a vendor.  The unreasonable 
failure of a bidder or offeror to promptly supply information in connection 
with an inquiry with respect to responsibility may be grounds for a 
determination of non-responsibility. 

 
5. Examples of non-responsible bidders/offerors include, but are not limited 

to, a bidder’s/offeror’s history of nonperformance or performance 
problems on other contracts (public or private), a record of financial 
difficulty, business instability, criminal sanctions, civil sanctions, and/or 
tax delinquency.  Non-responsibility will be determined by the SPO or 
APO on a case-by-case basis taking into consideration the unique 
circumstances of the individual procurement.  A non-responsibility 
determination of a vendor must be put in writing. 

 
6. Before contract award, the APO shall review the SPO Suspension and 

Debarment listing.  The list provides an up-to-date source of information 
on those firms and individuals that have been suspended or debarred from 
doing business with the State of Georgia.  A contract cannot be awarded to 
a vendor/contractor who has been suspended or debarred from doing 
business with the government. 

 
7. The SPO issues Notices of Award.  The Agency issues purchase orders to 

vendors.  A Purchase Order is a contract between the Agency and the 
vendor.  The SPO requires that all Purchase Orders contain an authorized 
signature, correct payment and delivery terms and the appropriate 
“purchase type” codes and commodity codes. 

 
Section 2:  Order of Precedence 
 
2.1 Policy 
 

When purchasing a product or service, ASU will adhere to the following order of 
precedence: 
 
1. Statewide contracts; 
 
2. Agency contracts (for that agency); 
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3. DOAS supply services; 
 

4. Georgia Correctional Industries (GCI) or Georgia Enterprises; and 
 

5. Open Market Purchases. 
 
 
2.2 Procedure 
 

The following flowchart shows the process for making mandatory source 
purchasing decisions: 

 
 

  
 
 
Section 3:  Methods of Procurement 
 
3.1 Request for Quotation (RFQ) 
 

A Request for Quotation (RFQ) is a formal solicitation method that includes a 
well-defined specification or scope of work and contains all contractual terms and 
conditions.  The RFQ solicits sealed price quotations or bids from prospective 
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vendors and seeks to obtain price quotes from qualified vendors using the lowest 
quote as the determining factor for awarding the contract. 
 
The Agency should use an RFQ if the project lends itself to the creation of a clear 
and accurate Statement of Work and the objective of the solicitation is to identify 
a vendor who can provide the required specifications at the lowest possible cost. 

 
3.2 Request for Proposal (RFP) 
 

A Request for Proposal (RFP) is a formal solicitation method that seeks to 
leverage the creativity and knowledge of business organizations to solve a unique 
problem.  The RFP solicits sealed price proposals from prospective vendors and 
seeks to obtain the “best value” for the state.  The RFP method does not use the 
cost of the project as the single determining factor, but, rather, uses a combination 
of lowest cost plus best proposed solution to determine the award. 

 
3.3 Request for Information (RFI) 
 

A Request for Information (RFI) is a quasi-formal method for soliciting 
information from selected vendors who have knowledge or information about the 
product or service for a particular project.  The RFI method is not intended to 
result in a contract award, but is designed to allow for the collection of industry 
information that will then be used to determine if an RFQ or RFP solicitation 
method is appropriate. 
 
The agency should use an RFI if there is not enough information or knowledge 
about the product or service needed to develop a Statement of Work for an RFQ 
or RFP. 

 
3.4 Request for Qualified Contractor (RFQC) 
 

A RFQC is used in cases where the state is attempting to find vendors with the 
qualifications to produce the product or service desired.  The required 
qualifications are known and each vendor is judged on its ability to meet or 
surpass the required qualifications. This form of solicitation may, but does not 
always, culminate in a contract award. 

 
 
Section 4:  Noncompetitive Procurement 
 
4.1 Policy 
 
 If Procurement determines that the needed items can reasonably be purchased for 

less than Five Thousand ($5,000) Dollars, the purchase may be made without 
competitive bidding. 
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4.2 Procedure 
 
 The following procurement procedure shall be used for orders which are for less 

than Five Thousand ($5,000) Dollars: 
 
 The user determines and transmits to the ASU Procurement Office the 

requirements including specifications, delivery and quantity. 
 

The ASU Procurement Office first determines that the items are not available 
from a mandatory source. 

 
Although competition is not required for purchases under Five Thousand ($5,000) 
Dollars, State Purchasing recommends the comparison of products and prices 
from at least three (3) vendors prior to ordering. 
 
The Agency can purchase the item from the selected vendor through State 
Purchasing Card (P-Card) or a purchase order. 

 
 
Section 5:  Competitive Procurement 
 
5.1 Policy 
 
 If the ASU Procurement Office determines that the needed items are not available 

through a mandatory source, such as a statewide or agency contract, and the items 
are not available through a statutory mandatory source, such as Georgia 
Correctional Industries or Georgia Enterprises, ASU Procurement Office must 
purchase the item through the use of competitive bidding procedures unless the 
items can be purchased for less than Five Thousand ($5,000) Dollars.  The agency 
has the discretion to enter into an inter-governmental agreement if the items to be 
acquired are available from that source; in this case, competitive bidding 
procedures do not apply. 

 
5.2 Procedure 
 

1. In every case where ASU identifies a need for a good, commodity or 
service and the solicitation is handled by the ASUPO, the department must 
begin the process by the issuance of a requisition.  This includes those 
cases where the validated amount of the procurement is expected to 
exceed ASU’s Delegated Purchase Authority, as well as cases where the 
solicitation is valued at an amount in excess of One Hundred Thousand 
($100,000) Dollars. 

 
2. Requisitions submitted to the Procurement Office must contain adequate 

specifications, validated budget, approval, and all other information 
pertinent to the procurement.  If the solicitation is for a Request for 
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Proposal, the department may submit the requisition along with a brief 
description of the item or service to be purchased. 

 
5.3 Minimum Bid Policy 
 

1. In those cases where the item or service to be purchased is within ASU’s 
DPA and will be acquired using the competitive bid process, ASU’s 
Procurement Office will follow the minimum bid procedure. 

 
2. Required Number of Minority Firm Solicitations 

 
The following number of solicitations must be issued based on the 
estimated total purchase value.  For example, as shown in the chart below:  
If the purchase value is expected to be between Five Thousand ($5,000) 
Dollars and Nine Thousand Nine Hundred Ninety-Nine ($9,999) Dollars, 
a minimum of six (6) solicitations must be issued, three (3) of which must 
be issued to minority firms.  However, any number of additional 
solicitations may be issued at the discretion of the ASU Procurement 
Office. 
 

Minimum Bid Policy Chart 
Under $5,000 No Bidding Required 
$5000 - $9,999 6 (3 minority firms) 
$10,000 - $49,999 10 (5 minority firms) 
$50,000 - $99,999 15 (7 minority firms) 
$100,000 - $249,999 20 (10 minority bids) 

  
 Posting to the Georgia Procurement Registry (GPR) and ASU webpage 

does not automatically fulfill an agency’s bidding requirements.  If the 
number of vendors who receive the automatic e-mail notification falls 
below the minimum requirement, then it is the responsibility of the ASU 
Procurement Office to seek out the remaining vendors.  The Procurement 
Office will maintain a copy of the e-mail list in the appropriate ASU 
Procurement Office file. 

 
5.4 E-Quote Bids 
 

 
 
 
 
5.5 Informal Written Bids 
 

Purchases involving expenditures of Five Thousand ($5,000) Dollars or more, but 
less than Fifty Thousand ($50,000) Dollars, are made by solicitation of informal 
written bids/proposals whenever practicable, or by fax bids/proposals.   There is 
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no formal public opening and reading of bids required.  After bids are evaluated, a 
Notice of Award and/or a purchase order will be issued to the lowest responsible 
bidder meeting all specifications. 

 
5.6 Formal Sealed Bids 
 

1. Conditions for Use 
 

Purchases involving expenditures of One Hundred Thousand ($100,000) 
Dollars or more will be made by solicitation of sealed competitive 
bids/proposals. 

 
2. Request for Quotes 
 

Requisitions are used to initiate competitive sealed bid procurement.  The 
RFQ is managed by DOAS State Purchasing. 

 
3. Public Notice 
 

a. DOAS requires all competitive procurements Ten Thousand 
($10,000) Dollars and above and Sole Source procurements over 
Five Thousand ($5,000) Dollars to be posted to the Georgia 
Procurement Registry.  However, DOAS strongly urges agencies 
to post all competitive procurements to the GPR. 

 
b. The following guidelines shall be followed by agencies when 

posting competitive solicitations to the Procurement Registry: 
 
 

Competitive Solicitations Guidelines 
Sole Source Solicitations Valued 
$5,000 and Over 

Minimum of three (3) business days 

Solicitations Valued from 
$10,000 to $50,000 

Minimum of ten (10) calendar days 

Solicitations Valued from  
$50,000.01 to $99,999.99* 

Minimum of fifteen (15) calendar days 

Solicitations Valued from 
$100,000 to $249,999.99* 

Minimum of twenty (20) calendar days 

Solicitations Valued from 
$250,000 and above and 
All Construction Bids* 

Minimum of thirty (30) calendar days 

*Handled by State Procurement 
 

4. Pre-Bid Conference  
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5. Bid Closing and Submittals 

 
 
 

6. Bid Evaluation and Award 
 

a. Evaluation of Bids 
  

The contract shall be awarded to the lowest responsible and 
responsive bidder whose bid meets the requirements and 
specifications, and contract terms contained in the RFQ.  Unless 
otherwise provided for in the RFQ, award may be made by 
individual line item, by groups of line items, or for the aggregate 
total of all line items.  Normally, split awards will not be made 
unless the savings to the State exceeds five (5%) percent of the 
total contract price or Five Hundred ($500) Dollars, whichever is 
greater.  However, ASU Procurement Office reserves the right to 
split awards if those thresholds are not met. 

 
b. If awarded, the ASU Procurement Office will send a written 

Notice of Award to the successful bidder. 
 
c. Acceptability Requirements 

 
A product acceptability evaluation may be conducted to determine 
whether a bidder’s product is acceptable as set forth in the RFQ.  
The evaluation shall not be used to determine whether one bidder’s 
product is superior to another bidder’s product.  Any bidder’s 
offering that does not meet the acceptability requirements shall be 
rejected as non-responsive. 

 
d. Rejected Bids 
 

The ASU Procurement Office reserves the right to reject any and 
all bids/proposals submitted in response to any solicitation 
document, to reject any portion thereof, or to waive any minor 
irregularity or administrative requirement. 

 
e. Evaluation and Clarification of Bids or Proposals 
 

When evaluating any bid or proposal, the ASU Procurement Office 
may seek clarification from any bidder or offeror. 
 
If after evaluation and obtaining clarification of a bid or proposal 
the ASU Procurement Office determines that a bid or proposal is 
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unreasonable or unacceptable, or is noncompetitive, or the low bid 
or highest scoring proposal exceeds available funds, the ASU 
Procurement Office will determine in writing whether time or 
other circumstances will permit the delay required to re-solicit 
competitive bids or proposals.  If the ASU Procurement Office 
determines that the circumstances are such that the procurement 
cannot be delayed, a contract may be negotiated, provided that 
each responsible bidder or offer who submitted a bid or proposal 
under the original solicitation is notified of the determination and 
is given a reasonable opportunity to negotiate. 
 
In cases where the bid/proposals received are noncompetitive or 
the low bid or highest scoring proposal exceeds available funds, 
the negotiated prices shall be lower than the lowest rejected 
bid/proposal of any responsible bidder/offeror under the original 
solicitation. 

 
f. Integrity of the Process 
 

If at any time it is found that the integrity of the process has been 
compromised or that errors have occurred, the solicitation may be 
canceled.  The procurement may be re-solicited if the ASU 
Procurement Office desires. 

 
g. Alternate Bids 
 

Alternate bids will be considered for an award, if the product meets 
specifications and all of the requirements of the solicitation. 

 
h. Single Bid 
 

If only one responsive and responsible bid is received in response 
to a request for quote, an award may be made to the single bidder 
if the ASU Buyer or APO determines in writing that the price 
submitted is fair and reasonable. 

 
i. Cash Discounts 
 

The overall policy concerning any type of discount in bidding is 
one of preference and encouragement of a net bid price, FOB 
destination.  All forms of deductions, discounting or special 
pricing should be reduced to a simple net bid price for each item. 
 
Cash discounts offered from one (1%) percent up to five (5%) 
percent for payment made in thirty (30) days or more, will be 
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considered for purposes of bid evaluation.  Any other cash 
discount will not be considered in the evaluation. 
 
All discounts offered will be taken if earned.  In the event that 
ASU is entitled to a cash discount, the period of computation will 
commence on the date of delivery, or receipt of a correctly 
completed invoice indicating the discount, whichever occurs later. 
 
If ASU is entitled to a discount under the contract, but the invoice 
does not reflect the existence of a cash discount, and ASU pays the 
invoice, it shall be entitled, upon demand, to a credit in the amount 
of such discount. 
 
Payment of invoices owed by ASU shall be made whenever 
possible within thirty (30) days of the receipt of a correct invoice 
or goods, whichever is later, unless otherwise provided for in the 
solicitation document or resulting contract. 

 
j. Reciprocal Preference Law 
 

The law requires that bidders and offerors resident in the State of 
Georgia be granted the same preference over bidders and offerors 
resident in another State in the same manner, on the same basis, 
and to the same extent that preference is granted in awarding bids 
or proposals for the same goods and services by such other State to 
bidders and offerors resident in the State of Georgia.  This 
reciprocal preference is used for evaluation purposes only. 

 
k. Resolving Tie Bids 
 

A tie bid exists when two (2) or more bidders offer, at identical 
prices, products that meet all specifications, terms and conditions.  
In such a situation, State statutes provide three (3) preferences 
which shall be used to resolve tie bids whenever applicable:  (1) 
preference for products manufactured or produced within the State 
of Georgia; (2) preference for products sold by local 
bidders/offerors within the State; and (3) preference for products 
manufactured or sold by small business.  If these statutes are 
insufficient to resolve the tie, the following will be considered in 
the order listed: 
 

• Past performance of the bidders 
• Earliest delivery date 
• Division of the order 
• Closest proximity to delivery site 
• Flip of a coin 
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l. Coding Requirements 
 

1) Commodity Codes are used to identify the source of 
commodities and/or services being purchased.  Every line 
item purchased will be coded.  If the line item is Five 
Hundred ($500) Dollars or more, the applicable NIGP 
commodity code must be used.  Agencies may use the 
“99999” code for line items under Five Hundred ($500) 
Dollars.  If the Agency is currently using the NIGP 
commodity code for purchases under Five Hundred 
($500) Dollars they may continue to do so.  Statewide 
agency contracts must include the NIGP commodity code 
already assigned, regardless of the dollar amount. 

 
2) Purchase type codes must be identified on each purchase 

order issued by ASU as follows: 
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Manual Codes PeopleSoft Codes 
AC Agency Contract and Releases 
CSN Construction; PW; A&E 
EXM Exemption per OCGA 50-5-58 
IGA Intergovernmental Agreement 
MAN Mandatory-CS, GCI, GEPS, GIB 
OMP Open Market Purchase 
SB Sole Brand – per GPM 
SS Sole Source – per GPM 
SWC Statewide Contract and Releases 

 
 
5.7 Competitive Sealed Proposals 
 
 
 
5.8 Cancellation of Requests for Quotes or Requests for Proposals 
 

An RFQ or RFP or other solicitation may be cancelled, or any and all bids may be 
rejected in whole or in part, as may be specified in the solicitation and which is in 
the best interests of the State in accordance with regulations.  The reasons shall be 
made a part of the contract file. 

 
5.9 Reverse Auctions 
 

Reverse auctions may be used as a form of competitive bidding and as an 
alternative to sealed bidding.  The reverse auction process allows the vendors to 
see the lowest bid but not the identities of the bidders during the bidding process.  
Once the reverse auction is closed, the SPO evaluates the bids and awards the 
contracts to the lowest responsive and responsible vendor.  This is conducted by 
DOAS on an order over One Hundred Thousand ($100,000) Dollars for goods 
and services (not construction) as deemed necessary by DOAS. 

 
5.10 Compliance with Federal Requirements 
 

Where the procurement involves the expenditure of federal funds, ASU shall 
comply with federal law and authorized regulations which apply to the 
procurement.  ASU shall contact the SPDD if the federally required contract 
clauses appear to conflict with state law.  Federal and/or private grant funds are 
not exempt from the Purchasing Act.  The rules of competitive bidding still apply. 

 
 
Section 6:  Types of Procurement 
 
6.1 Agency Contracts 

 3-12
 
 

INACTIVE



 
1. Agency contracts are term contracts, generally with a term of one (1) year 

and are established by State Purchasing for use by an individual agency or 
by a specific group of agencies.  There are five (5) different types of 
agency contracts: 

 
a. Open 
b. Fixed Quantity 
c. Service/Maintenance 
d. Lease and Lease Purchase 
e. Installment Purchase Sales Finance 

 
2. The anticipated dollar volume, annualized, must fall within the ASU 

Delegated Purchasing Authority.  It is the responsibility of the ASU Buyer 
to monitor releases against an open contract to ensure that the annual 
expenditures do not exceed the DPA.  A release against a contract means 
that a purchase order has been issued against the contract.  If the 
annualized contract cost exceeds an agency’s DPA, a requisition shall be 
forwarded to the SPO for further processing. 

 
3. No ASU contract can exceed the initial term plus four (4) options to renew 

[or a combined total of five (5) years] without SPO approval.  If any 
agency requires a contract to exceed a total of five (5) years, justification 
must be prepared and submitted to the SPO.  Each renewal will be 
evaluated to ensure that it is still in the best interest of the State to renew 
rather than re-bid the contract.  ASU must complete a Contract 
Assessment Report and maintain the report in the contract file.  If the ASU 
contract is outside of the ASU DPO, ASU must submit the Contract 
Assessment Report to the Issuing SPO Buyer with a request for renewal. 

 
4. The requirement for competitive bidding applies.  If the item to be 

purchased is a Sole Source or Sole Brand item and therefore will not be 
competed, ASU must annotate the requisition and complete a Sole Source 
or Sole Brand form along with supporting documentation.  If the purchase 
is outside of the ASU DPA, this information must be submitted to DOAS 
by ASU Procurement. 

 
5. Specific quantities, delivery times and locations are required at the time 

the contract is established and specified on individual purchase orders. 
 

6. The bids will be evaluated and award made to the lowest responsible, 
responsive bidder.  If the award is made by ASU, a purchase order (PO) 
will be issued to the awarded vendor for specific requirements.  If the 
contract award is issued by ASU, a Notice of Award (NOA) will be issued 
to the awarded vendor for specific requirements.  All purchases must 
indicate the total dollars encumbered.  No annualized contract costs should 
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be shown.  The effective and expiration dates for the contract should be 
noted. 

 
7. All applicable codes, including NIGP commodity codes shall be included 

on the purchase order or NOA and a copy of the contract and bids taken 
must be maintained as part of the contract file. 

 
 
6.2 Types of Agency Contracts 
 

1. Open 
 

An “Open” Agency Contract is used when exact quantities needed are not 
known at the time the contract is established. 

 
2. Fixed Quantity 
 

A Fixed Quantity contract is used when exact quantities needed are known 
at the time the contract is established. 

 
3. Service/Maintenance 
 

Service/Maintenance Agreement is used when an agency requires the 
labor, time or effort of a contractor.  This agreement can be used for the 
upkeep of property that neither adds to its permanent value nor prolongs 
its intended life appreciably, but instead keeps it in an efficient operating 
condition. 

 
a. The contract should list equipment to be maintained, serial 

numbers when possible, location of equipment, number and 
frequency of service calls and full details of service to be 
performed. 

 
b. Service/Maintenance contracts should not have an expiration date 

beyond the expiration date of the equipment warranty period. 
 

4. Rental and Lease Purchase 
 

A Rental and Lease Purchase agency contract is used when an agency 
requires the use of equipment owned by a vendor for a specified time, in 
return for compensation. 

 
5. Standard Agency Agreement – Installment Purchase/Sales Financing 
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A Standard Agency Agreement for Installment Purchase/Sales Financing 
is used when an agency desires to purchase an item by making payment 
over time. 

 
 
6.3 Insurance Limits 
 

The insurance dollar limit coverage stated in the sample contracts section of the 
manual is recommended by State Purchasing.  This recommendation does not 
imply that ASU cannot change the recommended dollar amounts.  ASU will fully 
assess the risk for lowering the recommended dollar amounts based on the 
particular need. 

 
6.4 Multi-Year Contracts 
 

1. ASU Procurement Office is authorized to execute on behalf of all 
departments multi-year lease, purchase or lease purchase contracts for the 
acquisition of goods, materials, services and supplies. 

 
2. A contract for supplies, services or equipment may be entered into for any 

period of time deemed to be in the best interest of the State, provided the 
term of the contract and conditions of renewals or extension, if any, are 
included in the solicitation and funds are available for the first fiscal year 
at the time of contracting.  Payment and performance obligations for 
succeeding fiscal years shall be subject to the availability and 
appropriation of funds. 

 
3. No contract developed and executed shall create a debt of ASU for the 

payment of any sum beyond the fiscal year of execution or, in the event of 
a renewal, beyond the fiscal year of such renewal. 

 
4. The contract shall state the total obligation of ASU for the fiscal year of 

execution and shall further state the total obligation, which shall be 
incurred in each fiscal year renewal term, if renewed. 

 
5. The contract shall terminate immediately at such time as appropriated and 

otherwise un-obligated funds are no longer available to satisfy the 
obligations of ASU under the contract.  The contractor shall be reimbursed 
for the reasonable value of any nonrecurring costs incurred. 

 
6. The contract may provide for the payment by ASU of interest or the 

allocation of a portion of the contract payment to interest. 
 
 
6.5 Piggyback Cooperative Purchasing 
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 Piggyback purchasing allows the issuing agency and the awarded vendor to agree 
to open up the contract for the use of other agencies.  However, the vendor must 
offer other agencies the same prices, terms and conditions as that of the issuing 
agency.  The contract is mandatory for the issuing agency and optional for all 
other agencies. 

 
1. An agency will be permitted to use another agency’s contract only with 

the approval of the SPDD.  The agency must submit documentation which 
includes the issuing agency’s approval to “piggyback” on the contract, the 
contract number and the name of the vendor along with a justification as 
to why the other agency’s contract should be used.  The APO must 
indicate whether there will be repetitive purchases or whether this is a one-
time buy. 

 
2. All agencies that are given permission by the SPDD to use another 

agency’s contract must submit a monthly report listing other agency 
contracts that are being used along with a list of purchase orders and dollar 
amounts that have been issued against the other agency contract. 

 
6.6 Notice of Award Amendments 
 

Following is the process of renewing ASU contracts originally issued at the local 
level: 
 

a. ASU will issue a letter to the contractor stating ASU’s desire to 
renew the contract at the same price, terms and conditions as the 
original contract.  The letter should be issued to the contractor 
sixty (60) days prior to the expiration date of the contract.  This 
allows ASU sufficient time to send out a new solicitation for bids 
in the event that the contractor is not willing to renew the contract 
at the terms requested by ASU. 

 
b. The contract amount may change if the original contract included 

provisions for a change in terms.  For example, the price may 
change if the original contract contained a price escalation clause.  
The letter to the contractor should contain the effective and 
expiration dates of the original contract.  In the event of a change, 
the letter should also contain a description of the change as well as 
any change in the monetary amount. 

 
c. The renewal letter to the contractor can also provide for the 

contractor’s approval signature and a date line with provisions for 
the letter to be returned to ASU.  Or, the APO may request that the 
contractor issue a letter of agreement on the contractor’s letterhead. 
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d. ASU will complete and issue the appropriate document to the 
vendor in accordance with their internal operating procedures.  
ASU should be cognizant of any price changes resulting from 
escalation or de-escalation clauses; and should ensure that all 
renewals contain original prices as well as the changes in price.  
Documentation provided to the vendor should include at a 
minimum the same information contained on the Notice of Award 
Amendment form or PO form. 

 
e. The ASU shall maintain a copy of all pertinent documents in the 

original contract file. 
 
6.7 SPO Established Contracts 
 
6.8 Statewide Contracts 
 

A Statewide Contract is a mandatory source contract set up by the SPO to 
consolidate volume purchases for goods and services.  ASU is required to use 
statewide contracts when applicable. 
 
1. Statewide Contract Releases 
 

a. ASU will determine the Agency’s needs regarding specifications, 
delivery and quantity and use the statewide contract, which meets 
these requirements. 

 
b. Orders can be placed to vendor by using the P-Card or by issuance 

of the Purchase Order. 
 

c. The item description, quantity, unit of measure a unit price for 
each item ordered must be included when placing an order. 

 
d. The Statewide contract number, along with the NIGP code, shall 

appear on each order. 
 

e. The ASU Buyer or a designee will sign the purchase order release.  
The Procurement Office is the only office that can create and sign 
PO’s. 

 
2. Statewide Contract Waiver Requests 
 

a. Waivers to contracts are allowed for purchases outside of existing 
contracts with approval from SP.  Justifiable reasons include, but 
are not limited to, the Agency’s ability to pay, cost, delivery time, 
compatibility with existing agency situation, or special valid needs 
not covered by existing contracts or specifications. 
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b. Requests for waivers shall be submitted by the Procurement Office 

in writing.  The contract name, number, quantity, price and 
justification for the request shall be included.  The Procurement 
Office will notify the requester in writing with approval and a 
waiver number for the file.  Waivers to statewide contracts do not 
relieve the agencies of any bidding requirements. 

 
 
6.9 Sole Source 
 
 Before making a determination of Sole Source, research must be conducted to 

determine if other products or service providers exist and can satisfy procurement 
requirements.  Sound procurement practice requires that Sole Source procurement 
be used when it is the only option and not as an attempt to contract with a favored 
service provider or for a favored product.  ASU will publish all sole Source 
procurements of Five Thousand ($5,000) Dollars and over to the Georgia 
Procurement Registry for a minimum of three (3) business days.  This process 
will provide notification of intent to procure as a Sole Source and offer other 
possible sources an opportunity to respond. 

 
 In a Sole Source situation, the Department must complete the Sole Source 

Justification Form and do one of the following:  (1) attach it to the appropriate 
agency file when the procurement is handled at the local level; or (2) attach it to 
the purchase requisition when the procurement is to be handled by the SPO. 

 
 The Sole Source justification must include a letter from the Original Equipment 

Manufacturer (OEM) justifying the Sole Source need.  The following information 
must also be included: 

 
1. Scope of Work 
 

Provide the information to establish the context of the sole source, such as 
the item or service’s function.  Provide where and how the item or service 
is to be used, operational environment, previous experience or history. 
 
Identify any efforts made to locate other possible sources, such as a review 
of Thomas Register, industry organizations, Internet searches, and 
consultants, Requests for Information, Buyers Laboratory, advertisements 
or industrial publications. 

 
2. Exclusive Capability: 
 

Describe the proposed supplier’s unique capabilities and explain why this 
is the only source available.  Some examples in which Sole Source could 
be acceptable are: 
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a. When only the proposed source can furnish the services because of 

its previous experience and having an alternative source 
duplicating these capabilities would result in excessive cost to 
ASU (Excessive Cost must be quantified). 

   
b. When only one supplier can satisfy the technical requirements 

because of unique technical competence or expertise.  (Technical 
requirements must be valid and verifiable). 

 
c. The item may not satisfy the requirements for Sole Source, but the 

use of any other manufacturer’s product would result in excessive 
cost to ASU (Excessive Cost must be quantified). 

 
d. When only one source possesses patents or exclusive rights to 

manufacture or to furnish the item or service. 
 

e. Other extenuating circumstances or considerations include, as 
applicable, adverse impacts on ASU of not using the proposed 
source, and other considerations not previously stated. 

 
 
6.10 Sole Brand 
 

Before making a determination of Sole Brand, research must be conducted to 
determine if other products exist which can also satisfy procurement requirements 
in a timely manner.  Sound procurement practice requires that a Sole Brand 
procurement be used only when it is the last justifiable option, and not as an 
attempt to contract for a favored product.  An approved Sole Brand request allows 
for the insertion of “No Substitute” after the commodity is specified by brand 
name, model number or some other designation identifying a specific product of a 
manufacturer. 
 
In a Sole Brand situation, the end user must complete the Sole Brand Justification 
form and do one of the following:  (1) attach it to the appropriate file when the 
procurement is handled at the local level; or (2) Procurement will attach it to the 
Purchase Requisition form when the procurement is to be handled by the SPO. 
 
The following information must be included: 
 
1. Scope of Work: 
 

Information to establish the context of the sole brand, for example, the 
function of the item or service function.  Provide where and how the item 
or service is to be used, operational environment, and previous experience 
or history.  Identify any efforts made to locate other possible sources, such 
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as review of Thomas Register, Industry Organizations and Internet 
searches, Consultants, requests for Information, Buyers Laboratory and 
Advertisements in Industry Publications and contact with Buyer. 

 
2. Sole Brand Justification: 
 

Some requirements may need to be provided by a certain manufacturer, 
for example, “to match existing uniforms.”   Explain why only a particular 
style, type or manufacturer is acceptable.  A request for “Sole Brand” does 
not automatically eliminate bidding requirements, as the item may be 
available from more than one vendor. 

 
6.11 Pre-Bid Procurements (Expedited Procurement Method) 
 
6.12 Purchasing Card 
 
 These are the general guidelines for use of the State of Georgia Purchasing Card 
(P-Card): 
 

1. Uses of the Card 
 

The Purchasing Card is intended to streamline the payment procedures and 
reduce the administrative burden associated with small dollar value 
purchases. 
 
a. Mandatory Users – The use of the State of Georgia Purchasing 

Card is mandatory for any agency or institution in the State of 
Georgia. 

 
b. Non-mandatory Users – The use of the State of Georgia purchasing 

Card is available on a non-mandatory basis to all authorities, 
commissions, local governments and municipalities. 

 
c. Authorized Purchases – Generally, the card may be used to pay for 

all commercially available goods, supplies and services under the 
state required single transaction limit or not otherwise affected by 
state imposed limitations and ASU imposed card controls. 

 
2. General Procedures 
 

The State of Georgia Purchasing Card may be used to procure items from 
statewide, state agency and agency contracts. 
 
ASU is responsible for establishing its own internal procedures for use of 
the contract, and the procedures must comply with the terms and 
conditions of the contract. 
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At a minimum, the internal procedures require a designated Program 
Coordinator, Electronic Contact and Settlement Contact. 

 
3. Program Requirements 
 

a. The agency or institution must identify cardholders, approving 
officials, Program Coordinator, Electronic Contact and Settlement 
Contact.  The Program Coordinator at ASU will serve as the 
primary liaison to the bank card provider and DOAS. 

 
b. Account set up forms must be completed by ASU.  In establishing 

each cardholder’s purchase limits, departments are cautioned to 
impose realistic spending limits.   The established limits should 
reflect actual spending history and budgetary trends. 

 
c. All transactions made must be within each cardholder’s purchase 

limits and an accountable document must be retained for each 
purchase. 

 
d. When the cardholder or appropriate level of reconciliation receives 

the monthly bank statement, it must be reviewed and reconciled 
against the accountable documents retained from each transaction.  
The reconciliation process should be completed within the time 
frame required in ASU’s internal procedures in order to provide 
sufficient time to allow for subsequent approving official review 
and payment by the business office within the time constraints 
established.  The statement should be sent to the approving, official 
accompanied by sales draft copies or other accountable 
documentation in accordance with ASU’s procedures outlined in 
the Policy and Procedure handbook. 

 
e. Procedures must be in place in the event that a cardholder or 

appropriate level of reconciliation will not be available to reconcile 
and forward the monthly memo statement because of leave or 
travel.  This will ensure that ASU’s account standing does not 
become past due. 

 
f. The Procurement Office will then review each of their cardholder’s 

statements and verify that all transactions were in the interest of 
the State Government and that purchases were made in accordance 
with internal procedures and State requirements. 

 
g. The departments must make sure funds are available for payment 

on the due date. 
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h. If a cardholder becomes aware that his/her card has been lost or 
stolen, he/she must immediately inform the Program Coordinator 
and Bank of America.  A replacement card will be made available 
per contract requirements. 

 
i. If a cardholder or appropriate level of reconciliation thinks a 

transaction listed on the monthly memo statement is incorrect, a 
completed Purchasing Card Dispute form must be sent to the bank 
card provider.  The bank card provider will immediately credit the 
purchase until resolution procedures show whether or not the 
purchase should be paid for by the State.  This is done by the 
Procurement Office. 

 
 

4. The Purchasing Card may be used to purchase small value services under 
each cardholder’s set limits, provided that ASU follows all federal laws 
applicable to the reporting of spending with 1099 vendors.  

 
 
6.13 Emergency Purchases 
 

1. Unless otherwise prohibited by State Purchasing, ASU is authorized on 
their own behalf to purchase in accordance with O.C.G.A. and to report 
such purchases to State Purchasing. 

 
2. Emergency circumstances exist where normal purchasing procedures 

cannot be utilized without extremely detrimental effects upon the 
operation of ASU’s and the State’s business.  The purchase should be 
handled by the Procurement Office using Open Market purchasing 
practices, as appropriate.    The purchase order should provide 
documentation as to the circumstances surrounding the emergency and 
will clearly state “emergency purchase” on the face of the purchase order 
(PO). 

 
3. The department must provide written justification and a copy of 

documentation to the Procurement Office relating to the purchase 
transaction after the purchase. 

 
4. The Procurement Office will issue a Purchase Order to the vendor 

marking the PO “Emergency Purchase.” 
 
 
6.14 Surplus Property 
 
 
6.15 Purchase of Used Equipment 
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When purchasing used equipment, the department should determine if the 
equipment is suitable for intended use and is as economical to use as new 
equipment.  In doing so, the following requirements shall be met: 
 
1. The department shall determine if any comparable specifications can be 

obtained. 
 
2. The department and Procurement Office shall determine if there is a 

market for the commodity and who can supply the commodity. 
 

3. The used equipment should be examined by qualified personnel who will 
furnish a written certification as to the condition and value to the agency.  
This certification should include good working condition for intended use, 
price comparisons to comparable used equipment, and substantial savings 
versus comparable new equipment. 

 
After reviewing the above requirement and determining that no comparable 
specification can be written and that there are no other vendors to supply this 
equipment as a used commodity, the Procurement Office shall prepare a PO with 
all documentation of findings attached, process the PO as a Sole Source 
Procurement, and maintain a copy of the documents in the contract file.  There 
must also be a letter from the vendor indicating the price for the used equipment 
and any warranty they might offer.  If the purchase exceeds the ASU’s Delegated 
Purchasing authority, the department shall prepare the requisition and ensure that 
all necessary documentation is in order.  The Procurement Office will process the 
requisition as a Sole Source Procurement.  If the documentation is not justifiable, 
the Procurement Office will process the purchase order as an Open Market 
procurement. 

 
 
Section 7:  Special Approvals 
 
 Special Approval Requisitions must have prior approval before the Procurement 
Office can begin the purchasing process.  In these instances, the department is advised to 
plan well in advance and submit required information to the appropriate special approval 
authority as soon as possible. 
 
7.1 Office of Fleet Management Approval of Motor Vehicles 
 
7.2 Technology Products and Services 
 
7.3 Trade-In of Used Equipment 
 

Handled by Central Services Office.  Contact:  Leon Smith @1478 
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Section 8: Inspection of Plant and Audit of Records 
 
8.1 Right to Inspect Plant 
 
8.2 Right to Examine Records 
 
 DOAS shall have the power to examine books, records and papers of any board, 

department, commission, institution or office of the state government relative to 
purchases and to require those in control thereof or furnish the department with 
copies of any and all records pertaining thereto.  At the direction of the Governor, 
the department shall report in such detail as may be required regarding any 
purchase or purchases made by any such branch of the state government. 

 
8.3 Procurement Records 
 
 Each procurement file should be identified so it can be readily located and 

referenced.  All purchasing transactions should be supported with appropriate 
documentation.  ASU may maintain the files either in hard copy or in electronic 
form, as long as the documentation is accessible to the team.  It is important that 
documentation maintained in electronic form has the same level of detail that 
would be available in hardcopy, including authorized signatures. 

 
8.4 Purchasing Process Reviews 
 

Purchase of the Review 
 
The purpose of the review is to determine if agencies are complying with 
Georgia’s purchasing statutes and rules, and whether they should continue to have 
the same level of delegation, have it reduced or qualify for an increase. 

 
8.5 Desk Audits 
 

The SPO will conduct desk audits of ASU procurement operations.  These audits 
will be conducted using the state’s financial system. 

 
 
Section 9: Determinations and Reports 
 
9.1 Finality of Determinations 
 

The determinations required by the following are final and conclusive, unless they 
are clearly erroneous, arbitrary, capricious or contrary to law:  Competitive Sealed 
Bidding, Correction or Withdrawals of Bids made by Issuing Officer, 
Cancellation Awards, Competitive Sealed Proposals, Contract Extensions an 
Renewals, Award, Sole Source Procurement, Emergency Procurements, Special 
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Procurements, Responsibility of Bidders and Offerors, Determinations of Non-
Responsibility, Types of Contracts, and Multi-Year Contracts. 

 
9.2 Report of Anti-Competitive Practices 
 

When for any reason collusion or other anti-competitive practices are suspected 
among any bidders or offerors, a notice of relevant facts shall be submitted to the 
Attorney General. 

 
9.3 Retention of Procurement Records: 
 

The Georgia State Records Management Program provides guidelines and 
standards to state end local government agencies. 
 
1. Duty of ASU 
 

Each department is responsible for establishing its retention schedule. 
 

2. Retention Schedule in the Procurement Office 
 

On hand:  Two (2) years and current year 
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Chapter 4 :  Specifications 
 
Section 1:  Specifications 
 
 DOAS has the authority to establish standard specifications for purchases of the 
State of Georgia for all supplies, materials and equipment purchased or to be purchased 
for the use of the state government for any of its departments, including ASU.  The 
Procurement Office will assist the department end-users in the preparation of 
specifications. 
 
 Preparing specifications involves three (3) major considerations which include:  
(1) design consideration of function; (2) manufacturing considerations of economical 
production; and (3) procurement considerations of markets, materials availability, 
supplier capabilities and costs. 
 
 There are many available sources that can be of assistance in specification 
preparation, such as:  state, local and federal governmental agencies; manufacturer and 
distributor sales, literature and company websites; the National Institute of Governmental 
Purchasing and Technical Information Exchange program; Association of users, 
manufacturers and technical societies; and staff personnel.  The State cannot accept or 
award bids for a solicitation from vendors who received compensation from the agency to 
participate in the preparation of specifications for which the solicitation was based. 
 
 
1.1 Performance Specifications 
 

Performance specifications are based on the expected result, or performance, of a 
product or service.  The technical specifications describe the functional 
requirements of the user.  Neither the manufacturing process nor product 
composition is specified, but is left to the bidder to decide the best way to meet or 
exceed the requirements.  This type of specification assures compliance of 
requirements and, in case of failure, the responsibility lies with the contractor.  In 
addition, it assures inclusion of all applicable new product developments. 
 

1.2 Design Specifications 
 

Design specifications rely on how a product is made rather than what it does.  
Design specifications frequently use physical dimensions to describe the product.  
When at all possible, group items (such as type, grade, class and/or composition) 
should be used to designate items, and if further clarification is needed, then 
specify classifications (such as style, color, form, weight and size) suitable for 
reference.  Design specifications tend to restrict competition and, in case of 
failure, the responsibility lies with the buyer.  In addition, the cost of inspection to 
assure compliance with the design requirements may be costly. 
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1.3 Combination of Performance and Design Specifications 
 

The combination of performance and design specifications effectively utilizes 
characteristics of both major specification types as prerequisites and as limiting 
factors in development.  Other qualifiers which may be included in specifications 
are Brand or Trade Name, Qualified Products List (QPL), samples and bidder’s 
response form. 

 
1.4 Alternative Specifications 
 

1. Brand or Trade Name 
 

A brand name and model number designate a specific product of a 
manufacturer as an example of the quality level of materials and 
workmanship desired.  Items equaling or surpassing this quality level are 
understood to be acceptable.    Therefore, the specification should always 
be stated “approved equal” to indicate that items equivalent in quality to 
the specified brand names will be acceptable.  When used, brand name 
specifications should indicate that the brand is used merely as a reference 
and not as a statement of a preference for the specific product cited.  It is 
preferred to list three (3) brand names, all of which are acceptable and 
meet specifications.  In addition, brand names used should be known 
throughout the industry or have specifications that are readily available.  
The specification must name the salient characteristics which are to be 
used in comparing brands and determining the award, but also must 
clearly state that these factors are not the total consideration.  This is 
accomplished by determining the minimum acceptable requirement levels 
or tolerances for the following:  significant features, performance, quality, 
service availability and compatibility. 

  
2. Qualified Products Lists (QPLs) 
 

Qualified Products Lists (QPLs) are a list of products maintained by an 
agency that meet established specifications.  Manufacturers submit 
products for comparison and/or testing to the established specification.  If 
the product meets the specification criteria, the product and model number 
are approved for the list.  When the Request for Quote is issued, only 
those products listed on the QPL are considered for award.  An Approved 
Brands List (ABL) is a form of QPL in that a list is maintained and it 
functions much the same way as a QPL.  An example of an ABL is the 
statewide contract for office furniture. 

 
3. Samples 
 

 4-2
 
 

INACTIVE



Samples may be required to be submitted with a bid for comparison and 
testing in order to ensure compliance with the general or detailed 
specification.  Sample comparison and testing have been useful for such 
items as waxes and floor finishes, paints, disinfectants and germicides, file 
cabinets, tires, cleaning agents, classroom furniture, printing forms and art 
materials.  The samples unidentified by manufacturer are subjected to 
various kinds of comparisons, ranging from visual inspection and 
evaluation to chemical and physical laboratory tests to in-use applications.  
Data and relative performance results must be documented and 
determinations made of the best value.  Samples may also be of great 
value in ensuring compliance and satisfaction after award, before 
production, where final award of a contract is contingent upon a 
satisfactory pilot model or prototype.  All samples must be maintained for 
ninety (90) days and awarded sample must be maintained for the life of 
the contract. 

 
4. Bidder’s Response Forms 
 

Bidder’s Response Forms provide bidders an opportunity to respond to 
individual requirements.  Supporting data must be submitted along with 
the Bidder’s Response Form, such as vendor catalog pages and product 
specification sheets. 

 
5. Note:  This section deals with a very specific model or service, usually of 

high dollar, and State Purchasing would handle a procurement in that case. 
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Chapter 5 :  Construction 
 
 
Section 1: Contracting for Construction 
 
 BOR exempt from State Purchasing when contracting for construction.  BOR 

rules apply. 
 
Section 2: Bonds and Insurance 
 
2.1 Bid Security 
 
 BOR rules apply. 
 
2.2 Contract Performance and Payment Bonds 
 
 BOR rules apply. 
 
2.3 Insurance and Indemnification 
 
 BOR rules apply. 
 
 
Section 3: Change Orders 
 
 BOR rules apply. 
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Chapter 6 :  Contract Administration 
 
Section 1: Agency Responsibilities 
 
 Reference DOAS Manual in the event it is needed. 
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Chapter 7 :  Cost Principles 
 
Section 1:   ---Reserved--- 
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Chapter 8 :  Fleet Management 
 
Section 1:   ---Reserved--- 
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Chapter 9 :  Legal and Contractual Remedies 
 
Section 1:   Protests 
 
 Refer to DOAS Manual in the event it is needed. 
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Chapter 10 :  Intergovernmental Relations 
 
Section 1:   ---Reserved--- 
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Chapter 11 :  Assistance to Small and Minority 
Owned Businesses 
 
Section 1:   Minority Business Participation 
 
 It is the policy of the State of Georgia that small businesses and minority 

businesses have a fair and equal opportunity to participate in the State Purchasing 
process, pursuant to the Governor’s Executive Order issued on July 1, 1999. 

 
 The Executive Order states that “A[all] state agencies, authorities, commissions 

and institutions shall make an immediate concerted effort to increase the level of 
minority business participation in the state contracting process by increasing bid 
opportunities extended to the minority community and by providing more direct 
assistance to minority vendors on how the state contracting process works.” 

 
1. All bid documents shall include statements encouraging minority business 

participation and statements encouraging minority businesses to subcontract 
with minority businesses. 

 
2. All bid documents shall include notification of the income tax credit that is 

available to any business that subcontracts with a minority-owned business. 
 

3. All state agencies, authorities, commissions and institutions shall make special 
efforts to publicize and advertise bid opportunities to the minority business 
community including the use of minority-oriented media, and that notification 
be given to nonprofit organizations, publications and special interest groups 
whose primary membership includes or targets minority contractors. 

 
4. SPO policy requires that the APO solicit a minimum number of minority firms 

by dollar amount.  (See Article III, Section 7, Section A “Minimum Bid 
Policy). 

 
5. All state agencies, authorities, commissions and institutions shall appoint a 

designee to act as liaison between their organization and minority vendors to 
provide one-on-one assistance and ensure that bid information is widely and 
appropriately disseminated; the name, address and telephone number of this 
individual is to be forwarded immediately to the Governor’s Office and posted 
on all bid documents. 

 
6. The agency’s Minority Coordinator is responsible for the timely submission at 

the end of each calendar quarter of a Minority Business Utilization Report 
which includes the dollar amount awarded to minority vendors and minority 
businesses during the quarter. 
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7. The report shall be submitted to the Governor’s Office and Governor’s Small 

Business Center.  Refer to the following webpage:  
http://ww2.state.ga.us/departments/doas/gsbc/index.html 

 
8. DOAS will review information contained in the report when it conducts 

Purchasing Process Reviews. 
 
 
Section 2: Georgia Income Tax Incentive 
 

1. In an effort to assist minority-owned businesses, the State of Georgia has a 
law that provides for an income tax adjustment on the state tax return of 
any company that subcontracts with a Certified minority-owned firm to 
furnish goods, property or services to the State of Georgia.  This includes, 
but is not restricted to, the construction of any building or structure for the 
State.  Beginning with Tax Year 1985, a corporation, partnership or 
individual is authorized to subtract from federal taxable income or federal 
adjusted gross income, ten (10%) percent of the amount of qualified 
payments to Certified minority subcontracts when computing Georgia 
taxable income.  [O.C.G.A. 48-7-38].  The Georgia Department of 
Revenue manages the Tax Incentive Program. 

 
2. A payment to Certified minority subcontractor is a qualified payment if:  

(1) the payment is for goods, property or services furnished by the 
minority subcontractor to the taxpayer and delivered by the taxpayer to the 
State in furtherance of a State contract to which taxpayer is a party, and 
the payment does not exceed the value of the goods, property or services 
to the taxpayer; (2) the payment is made during the taxable year for which 
the subtraction from the federal taxable income or federal adjusted gross 
income is claimed; or (3) the payment is made to a subcontractor who, at 
the time of payment, is Certified as a minority subcontractor by the 
Governor’s Small Business Center.  (Minority is defined as African 
American, Pacific Islander, Asian American, Hispanic/Latino or Native 
American).  The total amount that may be subtracted from federal taxable 
income or federal adjusted gross income of any taxpayer in computing 
Georgia taxable income shall be limited to One Hundred Thousand 
($100,000) Dollars per taxable year. 

 
To be a Certified minority subcontractor, a company must meet the 
definition of a minority-owned business and meet the following criteria:  
(1) be organized in the State of Georgia; or (2) report business income for 
Georgia income tax purposes; or (3) if minority stockholders, report 
earnings for Georgia income tax purposes. 
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Chapter 12 :  Ethics in Public Procurement 
 
Section 1:   ---Reserved--- 
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Glossary 
 
Section 1: Commonly Used Acronyms 
 
 
ACF  Agency Contract – Fixed 
 
ACO  Agency Contract – Open 
 
APO  Agency Procurement Officer 
 
ASU  Augusta State University 
 
ASUPM Augusta State University Procurement Manual 
 
ASUPO Augusta State University Procurement Office 
 
CMBE Certified Minority Business Enterprise 
 
DOAS Department of Administrative Services 
 
DPA  Delegated Purchasing Authority 
 
EDP  Electronic Data Processing 
 
EPA  Environmental Protection Agency 
 
FOB  Free on Board 
 
GCI  Georgia Correctional Industries 
 
GPM  Georgia Procurement Manual 
 
GSBC Governor’s Small Business Center 
 
GPAG Governmental Purchasing Association of Georgia 
 
GPR  Georgia Procurement Registry 
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GTA  Georgia Technology Authority 
 
IPA  Installment Purchase Agreement 
 
IT  Information Technology 
 
ITB/IFB Invitation to Bid/Invitation for Bid (See RFQ) 
 
NIGP  National Institute of Government Purchasing 
 
NOA  Notice of Award 
 
OFM  Office of Fleet Management 
 
O.C.G.A. Official Code of Georgia Annotated 
 
PO  Purchase Order/Purchase Orders 
 
PA  Purchasing Agent 
 
P-Card Purchasing Card/Procurement Card 
 
PR  Purchase Requisition 
 
RFI  Request for Information 
 
RFP  Request for Proposal(s) 
 
RFQ  Request for Quote(s) 
 
RFQC Request for Qualified Contractor 
 
SAC  State Agency Contract 
 
SPDD  State Purchasing Division Director 
 
SPO  State Purchasing Office 
 
SWC  Statewide Contract(s) 
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Section 2:  Definitions 
 
Agency:  All departments, institutions, universities, authorities, 
commissions and boards or other units of the State. 
 
Approving Official:  An individual who has under his/her purview a 
number of cardholders. 
 
Architectural and Engineering Services:  Includes the following: 

• Professional services of an architectural or engineering nature, 
as defined by State law, if applicable, which are required to be 
performed or approved by a person licensed, registered or 
certified to provide such services. 

• Professional services of an architectural or engineering nature 
performed by contract that are associated with research, 
planning, development, design, construction, alteration or repair 
of real property. 

• Such other professional services of an architectural or 
engineering nature, or incidental services, which members of 
the architectural and engineering professions (and individuals in 
their employ) may logically or justifiably perform, including:  
studies, investigations, surveying, mapping, tests, evaluations, 
consultants, comprehensive planning, program management, 
conceptual designs, plans and specifications. 

 
Best and Final Offer:  The final proposal submitted after negotiations are 
completed that contains the vendor’s most favorable terms for price and 
services or products to be delivered. 
 
Bid Bond:  An insurance agreement, accompanied by a monetary 
commitment, by which a third party (the surety) accepts liability and 
guarantees that the bidder will not withdraw the bid.  The bidder will furnish 
bonds as required, and if the contract is awarded to the bonded (insured) 
bidder, the bidder will accept the contract as bid, or else the surety will pay a 
specific amount. 
 
Business:  Any corporation, partnership, individual, sole proprietorship, 
joint stock company, joint venture or any other private legal entity. 
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Breach of Contract:  Failure to fulfill a contract, wholly or in part, without 
legal excuse. 
 
Cardholder:  Any individual designated by an agency to be issued a card. 
 
Card Controls:  controls coded to each cad by the Purchasing Card 
Program Coordinator (PPC) as required by the issuing agency.  Controls 
available as follows: 
 

• Number of transactions per day/month/cycle 
• Dollar limit per transaction/day/month/cycle 
• SIC/MCC/MCCG codes blocked 
• SIC/MCC/MCCG codes allowed (only) 

 
Chief Procurement Officer:  The Commissioner who is the head of the 
Central Procurement Office of the State (See also State Purchasing Division 
Director). 
 
Competition:  The effort of two (2) or more vendors to secure the business 
of a purchaser by the offer of the most favorable terms as to price, quality, 
promptness of delivery and/or service. 
 
Competitive Negotiation:  A method for acquiring goods, services and 
construction for public use in which discussions or negotiations may be 
conducted with responsible offerors who submit proposals in the competitive 
range. 
 
Contract:  A legally binding promise, enforceable by law; an agreement 
between parties, usually exchanging goods or services for money or other 
consideration; all types of agreements, regardless of what they may be 
called, for the procurement or disposal of supplies, services or construction. 
 
Contractor:  Any individual or business having a contract with a 
governmental body. 
 
Cost:  Actual expenses incurred in delivering a product, service or 
construction. 
 
Construction Contract:  The purchase of a requirement, which will be met 
through the building or construction of something related to real property, 
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usually regarded as “public works.”  A special kind of purchase contract 
involving the process of building, altering, repairing, improving or 
demolishing any public structure or building or other public improvement of 
any kind to any real property.  This does not include routine repair, operation 
or maintenance of existing real property. 
 
Construction:  The process of building, altering, repairing, improving or 
demolishing any public infrastructure facility, including any public structure, 
public building or other public improvements of any kind to real property.  It 
does not include the routine operation, routine repair, or routine maintenance 
of any existing public infrastructure facility, including structures, buildings 
or real property. 
 
Contract Administration:  Oversight of all relationships between agencies 
of the State of Georgia and the contractor relating to contractor performance.  
This includes performance monitoring, problem or dispute resolution and 
closeout. 
 
Contracting Officer:  A person with the authority to enter into, administer, 
and/or terminate contracts, and make related determinations and findings. 
 
Contract Modification:  Any written alteration in specifications, delivery 
point, rate of delivery, period of performance, price, quantity or other 
provision of the contract, accomplished by mutual action of the parties to the 
contract. 
 
Contract Specialist:  A person who monitors post-award contracts and 
takes appropriate action to ensure satisfactory contract progress, to assure 
compliance with the terms and conditions of the contract, negotiate contract 
modifications and to identify and resolve problems that threaten contract 
performance. 
 
Day(s):  Calendar day(s), unless otherwise stated. 
 
Debarment:  Exclusion of a person or company from participating in a 
procurement activity for an extended period of time, as specified by law, 
because of previous illegal or irresponsible action. 
 
Default:  Failure by a party of a contract to comply with contractual 
requirements. 
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Delegation of Authority:  Conferring of authority, by someone who has it, 
to another person in order to accomplish a task. 
 
Design Specification:  Specification establishing the characteristics an item 
must possess, including sufficient detail to show how it is to be 
manufactured. 
 
Designee:  A duly authorized representative of a person holding a superior 
position. 
 
Electronic:  Electrical, digital, magnetic, optical, electromagnetic or any 
other similar technology. 
 
Employee:  An individual drawing a salary from a governmental body, 
whether elected or not, and any compensated individual performing personal 
services for any governmental body. 
 
End User:  The agency requesting the procurement. 
 
Electronic Contact:  The individual designated by an agency or institution 
to receive the electronic billing and reporting transmissions. 
 
Escalation Clause:  A contract provision which permits the adjustment of 
contract prices by a given amount or percentage if certain specified 
contingencies occur, such as changes in the contractor’s raw material or 
labor costs. 
 
Free on Board Destination:  Title changes hands from vendor to purchaser 
at the destination of the shipment; vendor owns goods in transit and files any 
claims.  Payment of freight charges is determined by contract terms. 
 
Governmental Body:   Any department, commission, council, board, 
bureau, committee, institution, legislative body, agency, government, 
corporation or other establishment or official of the executive, legislative or 
judicial branch of the jurisdiction. 
 
Inter-Governmental:  Between state agencies; purchasing transactions 
between individual State Agencies; purchase of an item by one State Agency 
from another state Agency and other governmental sources. 
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Issuing Officer:  The Purchasing Agent identified in the solicitation 
document as the Issuing Officer or an APO authorized to sign Purchase 
Orders for user agencies. 
 
May:  Denotes the permissive. 
 
Minority:  An individual who is a member of a race which comprises less 
than fifty (50%) percent of the total population of the State of Georgia. 
 
Minority-Owned Business:  A business that is owned and controlled by one 
or more members of a minority race; or a partnership of which at least fifty-
one (51%) percent (majority of interest) is owned and controlled by one or 
more members of a minority race; or a public corporation of which at least 
fifty-one (51%) percent of all of the common stock is owned by one or more 
members of a minority race. 
 
Performance Bond:  A bond, executed subsequent to award by a successful 
bidder, to protect the buyer from loss due to the bidder’s inability to 
complete the contract as agreed; secures the fulfillment of all contract 
requirements. 
 
Performance Specifications:  A specification setting forth the capabilities 
and performance characteristics the article must satisfy. 
 
Person:  Any business, individual, union, committee, club or other 
organization or group of individuals. 
 
Political subdivision:  A subdivision of a state which has been delegated 
certain functions of local government.  May include counties, cities, towns, 
villages, hamlets, boroughs or parishes. 
 
Procurement:  Buying, purchasing, renting, leasing or otherwise acquiring 
any supplies, services or construction.  It also includes all functions that 
pertain to the obtaining of any supply, service or construction, including 
description of requirements, selection and solicitation of sources, preparation 
and award of contract, and all phases of contract administration. 
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Project Manager:  A person who manages contractor activity, receives 
program status reports, provides technical guidance to the contractor and is 
responsible for ensuring the terms and conditions of the contract are met. 
 
Protest:  A written objective by an interested party to an RFQ or RFP 
solicitation, or to a proposed award or award of a contract, with the intention 
of receiving a remedial result. 
 
Protestor:  An actual bidder/offeror who is aggrieved in connection with a 
contract award and who files a protest in accordance with this section. 
 
Public Bid Closing:  The process of opening and reading bids at the time 
and place specified in the RFQ or RFP and in the presence of anyone who 
wishes to attend. 
 
Public Notice:  An announcement, for example, by newspaper of general 
circulation or internet, in reasonable time prior to the date and time of the 
event, to allow those interested to participate. 
 
Purchasing Card Program Coordinator (PPC):  An individual designated 
by the ordering agency or institution to perform contract administration 
within the limits of delegated authority.  These individuals shall have overall 
responsibility for the Purchasing Card Program within his/her agency or 
institution and may determine who the approving officials and cardholders 
shall be. 
 
Reciprocity:  A preference applied against a bidder whose home jurisdiction 
has preferences. 
 
Regulation:  A governmental body’s statement, having general or particular 
applicability and future effect, designed to implement, interpret or prescribe 
law or policy, or describing organization, procedure or practice 
requirements. 
 
Restrictive Specifications:  Specifications that unnecessarily limit 
competition by eliminating items capable of satisfactorily meeting actual 
needs, often by requiring features which exceed the minimum acceptable 
characteristics required for satisfactory performance. 
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Scheduled Buy:  The periodic grouped and combined bidding and one-time 
purchase of an item, for all requirements and users, for that period, with 
definite deliveries and quantities specified. 
 
Services:  The furnishing of labor, time or effort by a contractor not 
involving the delivery of a specific end product other than reports which are 
merely incidental to the required performance.  This includes, but is not 
limited to, consulting, personal, professional technical and purchase-of-
client services.  This term shall not include employment agreements or 
collective bargaining agreements. 
 
Settlement Contract:  The individual designated by an agency or institution 
to receive the official invoice and/in some instances, make payments against 
the official invoice. 
 
Shall:  Denotes the imperative. 
 
Signature:  A manual or electronic identifier or the electronic result of an 
authentication technique to or logically associated with a record that is 
intended by the person using it to have the same force and effect as a manual 
signature. 
 
Site Inspection:  A visit to the actual location where the contract is to be 
performed by potential bidders or offerors to become familiar with site 
conditions. 
 
Small business:  A business which is independently owned and operated.  In 
addition, such business must have either fewer than one hundred (100) 
employees or less than One Million ($1,000,000) Dollars in gross receipts 
per year. 
 
Specification:  A description of the physical or functional characteristics or 
a description of the nature of a supply, service or construction item.  It may 
include a description of any requirement for inspecting, testing or preparing 
a supply, service or construction item for delivery.  The SPO shall monitor 
the use of specifications for supplies, services and construction required by 
the State. 
 
Standard Industrial Code (SIC):  A standardized code assigned to 
products or services based on their commodity types. 
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State Purchasing Division Director:  The DOAS Commissioner’s 
designee. 
 
Substitute:  An item delivered by a vendor in substitution of a specified and 
contracted item on order without permission or authorization. 
 
Supplies:  All property, including but not limited to equipment, materials, 
printing, insurance and leases of real property, excluding land or a 
permanent interest in land. 
 
Using Agency:  Any governmental body of Georgia which utilizes any 
supplies, services or construction procured in accordance with jurisdictional 
regulations. 
 
Validation:  The specific dollar amount a requisition has been validated for, 
to limit the purchase award, based on specific funds availability in an agency 
budget. 
 
Vendor:  One who sells goods or services; a supplier. 
 

 
G-10 

 

INACTIVE


	AUGUSTA STATE UNIVERSITY
	PROCUREMENT MANUAL
	:  General Provisions
	:  Procurement Organization
	:  Source Selection and Contract Formation
	:  Specifications
	:  Construction
	:  Contract Administration
	:  Cost Principles
	:  Fleet Management
	:  Legal and Contractual Remedies
	:  Intergovernmental Relations
	:  Assistance to Small and Minority Owned Businesses
	:  Ethics in Public Procurement



