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Policies and Procedures for Procurement Activities at 

Augusta State University
Revised October 2011
Augusta State University

Purchasing Office

2500 Walton Way

Augusta, GA  30904

Hours of operation:  8:00 AM until 4:30 PM

Fax:  706-737-1761
http://www.aug.edu/purchasing/ 
The Purchasing Office is located within the historic Quadrangle in the building formerly known as Studio B, behind Payne Hall.  
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Mission Statements

Business Operations Mission Statement

The Business Operations team is committed to excellence in providing a range of support services that fully satisfy the needs of ASU students, faculty and staff and that contribute to achievement of the University’s goals.  The Business Operations team is committed to continuous improvement and outstanding customer service to enhance the educational and social experience at ASU.

Purchasing Mission Statement

The mission of the Purchasing Office is to provide the most responsible and efficient purchasing function, purchasing card administration, and risk management oversight, and to offer timely, cost effective service to staff and faculty in support of successful students and achievement of the university’s goals. 
General Information

Augusta State University is a unit of the Board of Regents of the University System of Georgia and an agency of the State of Georgia.  All procurement activities on the ASU campus are conducted according to the policies and regulations established by the Georgia Department of Administrative Services and the Board of Regents.  This manual is intended to provide procedural guidelines at the local level and does not supersede any information set forth by higher authorities.

Purchasing Overview

The day-to-day procurement activities for Augusta State are carried out by the staff of the Purchasing Office.  These duties include processing routine purchase orders, conducting bids for goods and services, agency contract administration, purchasing card program administration, and risk management reporting.  The Purchasing Office is also responsible for reviewing the Georgia Procurement Registry and for communicating updates to the staff and faculty at ASU when needed.  

Organizational Information

The Purchasing Office is a unit of Business Operations and reports directly to the Director of Business Services, and ultimately, to the Vice President for Business Operations.  This line of reporting separates the Purchasing Office from the other finance-related areas of Business Operations.  

Per the guidelines established by the State Purchasing Division of Georgia, the Director of Business Services also serves as the College/University Procurement Officer (CUPO).       

Karl Munschy, MSM
Director, Business Services/CUPO

Phone:  706-667-4640

Email:  kmunschy@aug.edu

Purchasing Office Staff 

Lynn Carmack, MBA

Purchasing Manager / PCard Administrator / Risk Management Coordinator

Phone:  706-737-1766

Email:  lcarmack@aug.edu
Professional Credentials:

Certified Professional Public Buyer (CPPB)

Georgia Certified Purchasing Associate (GCPA)

Georgia Certified Procurement Card Administrator (GCPCA)

Amber Armour, MBA

Buyer / PCard Coordinator

Phone:  706-737-1765

Email:  aarmour@aug.edu
Professional Credentials:

Georgia Certified Purchasing Associate (GCPA)

Georgia Certified Procurement Card Administrator (GCPCA)

Judy Waters

Assistant Buyer

Phone:  706-737-1417

Email:  jqwaters@aug.edu
Professional Credentials:

Georgia Certified Purchasing Associate (GCPA)

Georgia Certified Procurement Card Administrator (GCPCA)

State of Georgia Purchasing Policies:  The Department of Administrative Services, State Purchasing Division

The Department of Administrative Services (DOAS) regulates the procurement activities of state agencies within Georgia.  DOAS was created by the Official Code of Georgia Annotated (O.C.G.A.) Section 50-5-1, and operates as an agency of the executive branch of state government.  The State Purchasing Act authorized DOAS as the unit of state government responsible 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 contracts and other contracts serving multiple state entities.  DOAS created the State Purchasing Division (SPD) to administer these procurement duties and functions on its behalf.  

The Georgia Procurement Manual (GPM) is the written reference guide to applicable Georgia law governing state government purchasing.  All purchases made by ASU must adhere to the provisions of the Georgia Procurement Manual (GPM) unless exempted under Chapter 2, Section 3 of the manual.  Please refer to the GPM for specific purchasing policies and guidelines:

http://pur.doas.ga.gov/gpm/MyWebHelp/GPM_Main_File.htm
Board of Regents of the University System of Georgia Policies

As a unit of the Board of Regents of the University System of Georgia, and a State Agency, Augusta State University is expected to strictly adhere to policy.  The following is taken directly from the “General Policy 7.7.1” of the Board of Regents of the University System of Georgia: 

“The USG shall utilize the sources of the Georgia Department of Administrative Services (DOAS) rather than establish a separate control purchasing office. In doing so, the Board directs that each of its institutions 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 USG has title.”

“All purchasing by USG institutions will be centralized under the direct management and control of the chief business officer of the institution concerned.”

“Funds held by USG institutions 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. Refer to Section 14.0, Agency Funds, of the Business Procedures Manual for more information on agency funds.”

“When purchases are made by a USG institution, 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.” 
http://www.usg.edu/policymanual/section7/policy/7.7_purchasing/
The purchasing guidelines established by the Board of Regents are contained within the Business Procedures Manual, Section 3:

http://www.usg.edu/business_procedures_manual/bpm-sect03.pdf
Authority to Commit University Funds

The authority to commit University funds for supplies, materials, equipment, and certain contractual services has been delegated to the Purchasing Office within limits established by the Department of Administrative Services, State Purchasing Division.  

Through the Purchasing Card Program, this authority has been extended to department level cardholders and approvers.  The cardholder Single Transaction Limit and monthly credit limit are set by the department based on their needs and budget.  The single transaction limit may not exceed $4,999.99 due to the $5,000 bid requirement.  Participants in the program are required to follow all purchasing policies and guidelines as established by DOAS, the Board of Regents, and ASU.  

Authority to Sign Contracts

The Board of Regents of the University System of Georgia has authorized the President of Augusta State University to sign contracts on behalf of ASU and the System.  The Office of the President has given signature authority to the Vice President for Business Operations.  No other persons on campus are authorized to sign contracts.  

Please be aware that vendor contracts frequently contain language that is unacceptable to Agencies of the State of Georgia.  Any contract, received by the Purchasing Office that has not been signed by the appropriate officer, will be forwarded to the VP for Business Operations for review. 
Vendor/Supplier Relations

Augusta State University encourages open competition and utilizes the State of Georgia online Georgia Procurement Registry and eSource system when posting solicitation events.  All ASU bid opportunities are posted through these electronic systems, and vendors are encouraged to register in the systems in order to receive email notifications of bid postings.  Vendors must be registered in the system in order to respond to a solicitation event, but may browse for bids without being a registered user.  The link for browsing is:  https://ssl.doas.state.ga.us/PRSapp/. 

DOAS maintains a supplier website with helpful information on vendor registration, legal issues, and minority business certification.  Any supplier interested in doing business with a state agency should be familiar with this site, found at: 
http://doas.ga.gov/Suppliers/Pages/Home.aspx.
Additional information to assist Vendors and Suppliers with registering in the eSource system and bidding on ASU solicitations is available in the Appendix Section.  

Open Records Act

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.
The Purchasing Office is responsible for handling open records requests for solicitations developed by ASU.  For onsite inspections, an ASU employee must be present during the time the records are inspected.  If the requestor prefers to receive copies of the records, ASU may charge the requestor a reasonable amount for copying, administrative and research costs.

All bid information, including supplier names and pricing, is subject to open records requests according to the timeline determined by the State Purchasing Act.  This information will be publicly available within one business day of the posting of the Notice of Intent to Award (NOIA) or the Notice of Award (NOA), whichever comes first.  Suppliers should specifically identify and mark any proprietary information; however, any marked materials will be evaluated by the ASU Purchasing staff to verify that an exempt applies.  
Order of Precedence for Purchasing

The Georgia Department of Administrative Services, State Purchasing Division, has established a mandatory order of precedence for all purchasing activities within the state.  There are four tiers which determine the available supplier options.  The order of precedence applies to purchases made by purchase order and by P-Card.  Note:  Compliance with the Order of Precedence is mandatory per state – not ASU - regulations.  Augusta State University cannot grant permission to a university department to bypass a mandated vendor.  

· Mandatory Statewide Contracts (Tier 1) – Statewide mandatory purchase contracts are established by State Purchasing for use by all state entities.  Mandatory contracts must be used when purchasing the applicable goods or services.  Examples:  Furniture, Computer Peripherals and Audio Visual, Multifunctional Devices (copiers), Vehicles, etc.

· State Entity or Agency (ASU) Contracts (Tier 2) – Augusta State develops agency level contracts through a competitive bid process.  Establishing a contract allows ASU to establish an ongoing relationship with a vendor and alleviates the need to conduct annual bids for the same services.  ASU may not create an agency contract if a mandatory statewide contract is already in place.  Agency contracts may be renewed up to four (4) times, but may not exceed a total of five (5) years.  Examples:  Elevator maintenance, fire alarm testing and inspection, Physical Plant uniforms, ASU Athletics team travel, etc.

· Statutory Sources (Mandatory) (Tier 3) – Certain products and services have been certified as mandatory.  State entities are required – by legal statute – to purchase these products.  

· Convenience Contracts -  Convenience Contracts (Staples as an example) may be utilized by state entities and do not require a bid process.  These are State Purchasing contracts and the state has already performed the bid process but has determined that these contract items are not mandatory, leaving the state entity the option to seek other sources.  NOTE:  Purchases made from convenience contract vendors are not subject to bid requirements because this has already been done by the state.  Purchases made from non-contract vendors must be evaluated and bid when necessary.  

· Open Market – Open market purchases or transactions are those made to non-contracted vendors.  Open market orders may be a result of small dollar transactions that do not require bidding or may result from competitive bid situations.  All open market transactions are evaluated to determine if competitive bidding is required or if bidding would achieve better pricing for the state entity.  

Georgia Statewide Purchasing Contracts

DOAS, and the Statewide Purchasing Division, create statewide purchasing contracts for use by state agencies.  The contracts developed through competitive solicitation are identified as Mandatory or Convenience.  Mandatory Contract goods, services and vendors must be used.  Convenience Contract goods, services and vendors may be used but are not required.  However, if a convenience contract is used, the purchase is not subject to the $5,000 bid requirement that applies to non-contract purchases.

The Purchasing Office is responsible for monitoring requisitions and P-Card purchases to ensure that ASU is using the appropriate contract vendors and that competitive bidding is used when required.  

Augusta State University Purchasing Contracts

The Purchasing Office also creates Agency Contracts for goods and services, which exceed $5,000 and that are not available through statewide contract sources.  Agency Contracts can be developed for a wide variety of services, and the Purchasing Office is constantly seeking opportunities to save money and to develop mutually rewarding relationships with our vendors.  

We currently have several contracts in place for services such as elevator maintenance, fire alarm testing, chemical water treatment, ITS battery backup maintenance, Physical Plant uniforms, garbage pickup, ASU Athletics team travel bus service, and printing of the Bell Ringer and Phoenix.  

At this time, these contracts are specific to the departments who initiated the purchase.   

Sole Source/Sole Brand Purchases

Sole Source and Sole Brand Purchases are closely audited and are viewed by the public as an attempt to limit competition.  Written justification by the end user department must be submitted to the Purchasing Office before these purchase methods will be considered.  

Sole Source means that only one company can provide the good or service that is being requested.  Sole Source procurements may not be used as an attempt to contract with a favored service provider.

All justifications must address the following issues:

1. Context of the sole source (function, use, operational environment, previous experience, or history

2. Identify department-level efforts to locate other possible sources

3. Provide the unique or exclusive capabilities of the supplier that make them the only source

4. Provide Original Equipment Manufacturer letter for products with exclusive patents or copyrights

Sole Source procurements must be posted on the Georgia Procurement Registry (GPR) as a “Notification of Intent to Award” for five (5) business days before a purchase order can be issued.  Vendors may not submit a bid for a sole source, but may challenge the legitimacy of the sole source designation.  

A Sole Brand procurement is not necessarily a sole source.  Sole brand purchases occur occasionally due to the need to maintain compatibility with existing equipment, or to achieve standardization of equipment.  If the sole brand is also a sole source, it is posted on the GPR as a sole source.  If it is a sole brand but there are multiple vendors able to supply the good or service, it will be posted on the GPR as a competitive bid.

Forms:  Departments desiring to purchase sole source and/or sole brand items or services must complete the sole source and/or sole brand form found on the Forms page of our website.  The Purchasing Office will review the information to insure that it meets the minimum requirements for a sole source and/or sole brand.  The department may be asked to provide additional justification.  If the Purchasing Office determines that the procurement is not a true sole source and/or sole brand, we will conduct a competitive bid.

Items/Services Exempt from State Purchasing

The items/services listed on the following link are exempt from current state purchasing rules.  The items listed as “exempt” may be purchased in amounts that exceed the standard competitive bid limit of $5,000.  Therefore, the items/services may be purchased without following the rules for competitive bidding.  For the full list of exemptions, please see:  

http://doas.ga.gov/StateLocal/SPD/Docs_SPD_General/NIGPExemptList.pdf
Purchases Requiring Bidding

O.C.G.A. §50-5-69 requires competitive bidding for all open-market purchases anticipated to be $5,000 or more.  The PeopleSoft ePro requisition is the primary vehicle used to initiate the bid process.  The ePro requisition encumbers the funds and provides assurance that the department intends to purchase the selected goods or services.  In addition to the requisition and a vendor quote or information, the department is responsible for writing specifications detailed enough for vendors to know what the department is looking for.  Vendor product information sheets, website printouts, or catalog pages are not normally accepted as specifications because they are designed to identify that vendor’s products and not to encourage open competition.  Identifying a vendor’s product specifications as the minimum acceptable requirement may be considered to be an attempt to block other vendors from submitting bids.  It is possible to reference another product as “meeting desired minimum technical and quality levels,” but the initiating department will be required to evaluate the bids based on the specifications or scope of work.  
Additional information for Vendors and Suppliers regarding registering in the eSource system and bidding on ASU solicitations is available in the Appendix Section.  

Specifications:  A guide to assist ASU departments in writing specifications is available on the Purchasing website at  http://www.aug.edu/purchasing/Guidelines_for_Bid_Specifications.pdf. 
Emergency Purchases

In accordance with O.C.G.A. Section 50-5-71, the DOAS State Purchasing Division has granted the authority to state entities to purchase urgently needed items arising from unforeseen causes.  This includes, but is not limited to, extreme weather conditions, property damage, essential equipment failure, or official declared emergencies.  Any request for an emergency purchase will be evaluated to determine if an emergency exists.  

Emergency purchases are an exception to the standard Order of Precedence.  An emergency procurement is handled outside of the normal competitive process due to the need for expediency.  However, it is always a good business practice and is in the best interest of the state to make the procurement as competitive as time permits by contacting more than one vendor.  State Purchasing does not require prior notification of emergency purchases, but ASU must follow up with the appropriate paperwork to document all emergency transactions.  

NOTE:  Poor planning or the pending expiration of funds does not constitute a valid justification for an emergency purchase.  
Petty Cash Procedures

Petty Cash is not a function of the Purchasing Office and should not be used as a purchase mechanism without prior approval.  Petty Cash is controlled by the Business Office and is subject to their rules and requirements.  Petty cash reimbursements are limited to $25.00, and the Business Office may ask Purchasing to verify that the transaction was not in violation of established purchasing policies and that the appropriate purchase method was used.  Petty Cash should only be used in situations where a P-Card is not available to the purchaser, and a purchase order would not be applicable.  The P-Card is usually the preferred method to handle small value purchases and departments should plan accordingly.  

Purchasing Process  

A. Two primary methods are used to obtain goods and services at ASU:

1. Purchase Orders

2. P-Card (The rules governing use of the P-Card are contained in a separate procedures manual available at http://www.aug.edu/purchasing/, click on Purchasing Card User’s Guide).  
B. The Purchase Order process begins with a requisition created by the department who needs to buy goods or services.

1. ASU uses an electronic Requisition created in the PeopleSoft eProcurement system.  This system is utilized by all ASU departments.

2. The requisition automatically routes to the authorized departmental approver.  

3. Informational Technology purchases route for a separate approval based on the NIGP category code used on the requisition.

4. Additional approvers can be ad hocked to the requisition for approval beyond the department level.

C. The Purchasing Office reviews all fully approved requisitions:

1. Is the requisition within the ASU Delegated Purchasing Authority?

2. Has the purchasing Order of Precedence been followed?  

3. If this will be an open market purchase, should a competitive solicitation be conducted?

4. Will a bid be for a one-time purchase or should an agency contract be created? 

D. A purchase order is submitted to the vendor following the review or the bid process.  Purchase orders may be faxed, emailed, or sent by US mail if no other option is available.  

E. The vendor may respond with an order acknowledgement or confirmation, although this is not the norm.

F. Delivery of physical goods usually occurs within 30 – 60 days, depending on whether the order is filled from inventory or requires manufacture.  The Purchasing Office follows up on orders that have remained open (not received or paid) past 60 days.  

G. The ASU Central Receiving department is responsible for signing for delivered goods and for logging them in as “received” in PeopleSoft.  Central Receiving also tags inventory items and adds them to the appropriate departmental inventory list.

H. The ASU Accounts Payable department is responsible for paying invoices.  

I. ASU uses a three-way match system for purchasing.  The Purchasing Office issues the order; Central Receiving accepts delivery of the goods and inspects them for defects or damages; and Accounts Payable processes the payment.

Purchasing Lead Times

The ASU Purchasing Office is committed to completing departmental purchases in a timely manner.  Many factors affect the time required to complete a purchase transaction, including, but not limited to:  state procurement regulations, buyer workload, commodity purchased, funding, vendors, contract requirements, and time of year.  The following is provided as an estimate of the average lead times from ePro requisition approval to issuance of purchase order:

· Open Market purchases ($4,999.99 and less)


7 working days

· Exempt purchases (any amount, per exempt list)


7 working days

· Bids ($5,000 and greater)*





30 working days

· Sole Source/Sole Brand





10 working days

· State Contract purchases





 7 working days

*This timeline is based on departmental specifications submitted in a bid-ready format.  Specifications created and provided by the preferred vendor or copied and pasted from a vendor’s website tend to limit competition and will require revision before a bid can be submitted.  Any Sole-Brand bids will require justification from the user department prior to the bid posting.  

How to Purchase

Computer Hardware, Peripherals, and Software

Software, computers, peripherals (such as printers & scanners), computer components (such as hard drives and memory), and other technology related systems, must be approved by ITS before purchasing, whether by P-Card or Requisition.

· Computer Equipment and Software- Computer equipment and software must be approved by the ITS department before the purchase is made.  The ITS website contains purchasing information for standard desktop computers and laptops.  This information, available at http://www.aug.edu/its/purchasing.html, includes the product description, account code, category code, price, and quotation number.  For printers, Apple products, peripherals and all other needs, please contact ITS prior to purchasing.  

· P-Card:  If purchasing with a P-Card, email ITS with your request and they will provide you with the information needed to make the purchase.  The email authorizing you to purchase via P-Card must be submitted with the P-Card statement.  

· Purchase Order:  ePro requisitions for ITS related goods and services, including software, will route to ITS for approval through PeopleSoft.  This routing is based on the purchasing category code, and if an incorrect code is used, the routing may bypass this required approval.  If that occurs, the requisition will be returned to the department approver for correction.

Employment Advertisements  

All requests for advertisements for positions on campus must be approved by the Human Resources Department. 

Equipment Repairs
When an item is covered under a maintenance agreement and needs repair, the department may call the contracted vendor to schedule the repair service.  Prior to calling, the department should locate the model and serial number of the equipment, or the local dealer tag or machine number.  The department caller should be familiar with the problem in case the vendor is able to troubleshoot via phone and not make a service call.  

When an item is not covered under a maintenance agreement, call the vendor to get an estimate of their hourly rate, prepare a requisition with the model and serial number and the nature of the problem and the Purchasing Office will call in or, send a Purchase Order for the repair.  The P-Card may also be an option to pay for service or repair calls not covered by maintenance agreements.  Please check with the P-Card office prior to authorizing non-contracted service calls if you intend to pay by card.

Someone in the department should check the equipment, BEFORE THE TECHNICIAN LEAVES, and be sure it is operating satisfactorily before signing a receipt for the work.

Equipment with utility requirements
Requests to purchase equipment requiring increased or additional utilities (electrical, gas, water, and/or drain lines) should be reviewed with the Physical Plant before the requisition can be processed. 

Furniture  

Standard Office Furniture 

Office Furniture (excluding metal filing cabinets) is covered by Mandatory Statewide Purchasing Contract # SWC60748.  The link to the main contract page is:  (http://pur.doas.ga.gov/TGM/SWC_Contracts/SWC60748_1_Information_Sheet.pdf). There are currently 71 manufacturing vendors on this contract.  Because of the size and scope of this contract, ASU Purchasing does not maintain vendor catalogs for this product line.  We normally work with an installing vendor to provide a manufacturer’s quote and to handle the actual delivery and installation of furniture items.  Most of the manufacturer’s on the contract have website information listing the dealers who may represent their products.  You may also directly contact the vendors shown below for information on the product lines they represent:

Augusta Business Interiors
3127-C Damascus Road

Augusta, GA  30909

Contact:  Charles Squires

706-737-3014

706-737-9484 (Fax)

Manufacturer Lines:  Hon, Indiana, Krug

 Modern Business Systems

1445 Greene Street

Augusta, GA  30901

Contact:  Dianne Tant

706-724-8700

706-724-4654 (Fax)

Manufacturer Lines:  Haworth, Groupe Lacasse, Indiana, Kimball, National Office Furniture

· The following important information relates to furniture orders:

· Furniture ordered from SWC60748 is considered a “custom” order.  Please choose carefully.  Once we order it, unless it has a manufacturer’s defect, we own it.  

· Fabric:  Fabric type and color must be selected in advance.
· Wood finish or color:  The wood finish or color must be selected in advance.   
· Staples is not a vendor on the furniture contracts.  
· Furniture Requisitions:
· The requisition should be made out to the manufacturer – not to the installing vendor
· Items listed individually on the quote should be entered on separate requisition lines
Metal Filing Cabinets

Certain products and services have been certified as mandatory in accordance with O.C.G.A. Section 50-5-73.  Metal filing cabinets, both standard and lateral, are covered under this requirement and must be ordered from Georgia Correctional Industries (GCI).  The Purchasing Office has color chips available for review for any department considering a metal cabinet purchase.  Please contact GCI directly for pricing information.  Note:  Inside delivery should be specified when requesting a quote.

Georgia Correctional Industries (GCI)

2984 Clifton Springs Road
Decatur, Georgia 30034 
Phone: 404-244-5100 
Fax: 404-244-5141

	Georgia Correctional Industries Website[image: image3.png]


 


Maintenance and Service Agreements

Centralized control of equipment maintenance contracts and certain service contracts is the responsibility of the Purchasing Office.  Purchasing will act as the liaison between equipment manufacturers and suppliers and the using departments.  Maintenance contracts are obtained at the request of the department and renewed by the Purchasing Office after receiving a requisition.  This is not an automatic procedure.  Maintenance contracts for office machines and services will be negotiated and renewed annually with a common expiration date of June 30.

Newly purchased equipment, such as an office copy machine, has a manufacturer’s warranty to cover repairs and/or maintenance for a specified time following delivery and installation.  Preventative maintenance and repair contracts may be purchased to cover the equipment once the manufacturer’s warranty has expired.  If it is the intention of the department to purchase a maintenance agreement, a requisition should be submitted 30 days prior to expiration of the existing warranty.
Maintenance and Service Agreements may not be paid for by P-Card.

Media and Audio Visual Equipment  

There currently is not a formal approval process for purchasing media-related and audio visual equipment.  However, the Purchasing Office works closely with Media Services to ensure that they are aware of any proposed media equipment purchase, as they will have to support it once it is installed.  Also, there are mandatory purchase contracts for A/V equipment, and Media Services is best able to work with these vendors to secure pricing.  Please contact Gordon Spivey at gspivey@aug.edu for assistance with classroom media equipment.  
Printing
The Public Relations Office must approve requests for custom-printed brochures, newsletters, or other major publications that will be sent off campus.  Note:  Public Relations should approve the design/artwork and a PeopleSoft requisition and purchase order created prior to placing an order.  
Appendix

The Appendix section contains specialized information relating to registering in the eSource bid system and bidding on Augusta State University solicitations.  

eSource Registration to Bid on Augusta State University Contracts for Goods and/or Services

Any open market purchase of $5,000 or more must be competitively bid as stated in Section 1.3.4.5 of the Georgia Procurement Manual and O.C.G.A. 50-5-69 unless an exception applies.  Augusta State University complies with this regulation and publicly posts all bids for goods and services contracts on the Georgia electronic eSource database.  This creates an electronic bid that may be accessed by any supplier, regardless of location.  Because this is an electronic bid, the bid is posted through this system and the vendor bid response is submitted back to ASU through eSource.  If a bid is posted through eSource, ASU is not allowed to receive mailed, emailed, faxed or hand-delivered bids from vendors.  All eSource bids may be identified through the letters ES at the beginning of the bid number.  

Public Works Construction bids for ASU are exempt from DOAS regulations, but are subject to guidelines established by the Board of Regents.  These bids are processed through the Georgia Procurement Registry instead of eSource.  Public Works Construction bids require notarized documents and are the only ones that ASU may accept at a sealed bid opening.  
eSource:

eSource is part of Team Georgia Marketplace™ and any vendor may browse for bids by using this link:  http://ssl.doas.state.ga.us/PRSapp/.  

A supplier’s guide to eSource is available at:  http://doas.ga.gov/StateLocal/SPD/Docs_SPD_General/eSourceSupplierGuide.pdf
IMPORTANT:  eSource is a state-managed website.  Augusta State University is not able to register vendors in eSource or to provide assistance to vendors with any problems related to the eSource system.  

TO REGISTER:

Go to:  www.doas.ga.gov
DOAS website Homepage:

[image: image4.emf]
Select:  Supplier Services or Suppliers
Click On:  Getting Started
Click On:  Team Georgia Marketplace™ Services

Step 1:  Select One:
 

Sourcing Bidder:  If your company provides goods or services but, has never had a purchase order, received a remittance, or been awarded a contract by the State of Georgia, you need to register as a sourcing bidder.  

Supplier:  If your company has had a purchase order, received a remittance, or has been awarded a contract by the State of Georgia, you need to register as a supplier. A company in this category will have a Team Georgia Marketplace™ vendor number in our Financials system. 

Important – The University System of Georgia uses a different financial system than regular state agencies.  If you have provided services to a member of the University System but NOT to other state agencies, you should register as a Sourcing Bidder.

Steps 2 – 5:  Continue following the on-screen instructions relating to business type, address, contacts, etc.

Step 6:  Select SIC-NIGP Codes:  These codes identify the type of service to be performed.  All eSource bids include at least one code and you may register with multiple codes in order to receive other bid notifications.  

Step 7:  Terms and Conditions- The standard terms and conditions for eSource are provided in this step.  You must check that you “Agree” to the Terms and Conditions and click Finish in order to complete your registration.  

Assistance:

To receive help-desk assistance for eSource or Team Georgia Marketplace™ (for example, you cannot sign on, a screen does not display, etc.), contact the State Purchasing Division’s (SPD) help desk: 

• By sending an email to the Help Desk at procurementhelp@doas.ga.gov 
or 

• By calling the Help Desk at 404-657-6000.

General Information for Bidders of Goods and/or Services

1. ASU posts bids for goods and services through the State of Georgia electronic eSource program.  This is the only method ASU is allowed to use for any bidding other than Public Works /  Construction.

2. All bids must be submitted electronically.  ASU may not accept a mailed, emailed, faxed, or hand delivered bid.

3. The electronic (eSource) bid is a form of “sealed bid.”  The bid information is not available to ASU until the bid closing date and time.  

4. The State of Georgia requires certain documents to be submitted with eSource bids.  These include the Supplier Information Worksheet, Immigration and Security Form (or Security and Immigration Compliance Act Affidavit), and the Tax Compliance Form.  

5. All required documents are available online, or through the eSource, and may be uploaded as electronic documents.

6. Adobe PDF forms may also be used.  These must be filled out, scanned into a computer, and then uploaded into your bid.  NOTE:  The forms must be in an electronic format for audit purposes. 

7. An eSource bid may contain one, or many, line items.  This bid has two line items.  Your bid response must be to both line items and the award will be based on the total for both lines.

Contact with ASU personnel:  
1. Vendors may NOT contact any ASU personnel other than the Purchasing Agent listed on the bid after the Pre-Bid meeting.  

2. All questions must be in writing – phone calls are not allowed.  

3. Having all questions in writing provides auditable information for the State of Georgia.  This is why questions are answered through bid Addendums and posted to the eSource.

4. Questions should be submitted through email.  Vendors who call will be asked to submit their questions in writing.  The response will be emailed to all attendees of the Pre-Bid meeting and posted to the eSource as an Addendum.  

5. Faxed questions are acceptable.  However, because the bid is electronic, vendors are encouraged to have email accounts and Internet capability.  Faxed questions will be responded to, but again, no faxed bid may be accepted by ASU.

Submitting a Bid:

1. The eSource bid must be responded to through the eSource website.

2. ASU may not accept any other method of bid submission for this bid.

3. Bidders may submit a bid at any time prior to the bid closing date and time.

4. Bidders may submit a bid, and then edit the bid, prior to the bid closing date and time.  

5. ASU may see that a bidder has submitted their bid, but may not access the actual bid until after the bid closing date and time.  

6. Once the bid closing date and time has been reached, the bid is officially “CLOSED” and no bids may be submitted or accepted.  
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