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If you have questions, please contact your Procurement Contact prior to starting the procurement process.  We are happy to assist you in getting started in the right direction.            ITEMS WITH ADDITIONAL REQUIREMENTS
	$0 - $999.99

PROCARD
	$0 - $999.99

On MA but vendor doesn’t accept Procard

DO
	$0 - $999.99

Not on MA but vendor doesn’t accept Procard

PO
	$1,000 - $5,000

PROCARD
	$1,000+

On MA

DO
	$1,000 - $5,000

Not on MA

PO
	$5000.01 - $20,000

Not on MA

PO
	$20,000.01+

Not on MA

RQS
	
	TECHNOLOGY (IT)
	FURNITURE

	Receipt
	Delivery Order

Invoice 
	Purchase Order

Invoice
	Blanket DPR with handwritten accounting info, contract info, vendor info, etc.

*EASC and **SPR as necessary.
Receipt
	Blanket DPR with handwritten accounting info, contract info, vendor info, etc.

*EASC and **SPR as necessary.
Master Agreement vendor price quote
<or>

Master Agreement supplier part numbers with contract pricing 
(for accurate eMARS catalog searching)

Delivery Order

Invoice


	Blanket DPR with handwritten accounting info, contract info, vendor info, etc.

*EASC and **SPR as necessary.
1 price quote

Affidavit for Commodities <or>

Affidavit for Services 

as applicable.
In-state: scanned is permitted.
Out-of-state: must have original hard-copy with notary seal.

Purchase Order

Invoice


	Blanket DPR with handwritten accounting info, contract info, vendor info, etc.

*EASC and **SPR as necessary.
3 price quotes with full product specifications. ATCs are not permitted to process; must go to Procurement Contact to obtain minority participation.  

Affidavit for Commodities <or>

Affidavit for Services 

as applicable.
In-state: scanned is permitted.
Out-of-state: must have original hard-copy with notary seal.

Purchase Order

Invoice


	Blanket DPR with handwritten accounting info, contract info, vendor info, etc.

*EASC and **SPR as necessary.
1 price quote* with full product specifications
<or> full product specifications only. ATCs are not permitted to process. Must go to Procurement Contact to enter Requisition (RQS) in eMARS.

*Price isn’t required.  You may write the specs yourself without having a vendor provide a quote. 

Finance OPS creates a contract (CT) and obtains the affidavit.
Invoice


	
	PRIOR TO SUBMITTING SPR TO PROCUREMENT CONTACT - 

Obtain DTC (district technology) approval via email.  Attach that email, or a scanned copy of it, to your message to the Procurement Contact along with your SPR.  Blanket DTC approvals are fine.  This would be advantageous for items such as computer mice, keyboards, etc. (anything that your DTC wants to blanket approve).  

If the item is under $1,000 – not requiring an SPR – obtain DTC approval and file this approval with your purchase documentation.  Be sure to submit the approval with procard paperwork.  
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 Also, see note below regarding COT EASC approval.
	PRIOR TO SUBMITTING SPR TO PROCUREMENT CONTACT - 

Send an email to Surplus Properties and KCI at the same time and ask them if they can provide what you need.  Best to send specs and/or pictures, along with quantities, and expected delivery schedules. If they cannot provide, check state master agreements.   

Step 1:

Division of Surplus Properties

Keith McNeil

Keith.McNeil@ky.gov
502-573- 4836

KCI 
Don Pack
Don.Pack@ky.gov 

502-382-7504

Step 2:

Check State Master Agreements

Step 3:

Purchase from other.  Follow procurement guidelines, quotes, etc.  



	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


*Enterprise Standards (EAS)
The most current approved version of each Enterprise Standard is shown in categories 1000-10000, found in the COT EAS Exceptions lists.  Technology items/services over $1,000 not on these approved lists must have approval from the Enterprise Architecture and Standards Committee (EASC).  
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  Technology (IT) purchases that are not pre-approved by COT must be approved by the COT Enterprise Architecture and Standards Committee BEFORE submitting an SPR (see page 3 below for more info on the SPR).  Such IT purchases include Macbooks, and ThinkPads.  Apple iPads do not require EASC approval because COT has applied a blanket approval to these.   Ask your District Technology reps to complete and sign the EASC form.  [Ask your Procurement contact (Sandy, Emy, JoAnn) for this form if you don’t have it.]  Scan and email the signed form to your Procurement contact.  They will forward that to the COT EASC Committee.  The Committee will review it and if they approve they’ll email an approved reference number back to the Procurement contact.  Your Procurement contact will send the number to you and you’ll put that as the first line in the Purpose and Justification field on the SPR [ex: EASC2013101702.  The Madison County Area Technology Center respectfully requests…].  

COT EAS info: http://technology.ky.gov/governance/Pages/OverviewofenterpriseITPolicyStandards.aspx
**SPR - For purchases requiring an SPR, email the Excel version of the SPR to your Procurement contact.  They will create the SPR in eMARS.  Once approved, they’ll let you know that you may proceed with the procurement, or they may proceed on your behalf.
Other Notes:

· The KDE small purchase limit is $20,000.  The 1-quote limit is $5,000.  Any purchase between $5000- $20,000, which is not on a Master Agreement or which is not exempt from competitive bidding (sole source or nor practicable to bid), requires a minimum of 3 quotes, of which minority participation must be obtained or attempted [see this Presentation]. 
· Any purchase above $20,000, which is not on a Master Agreement or which is not exempt from competitive bidding (sole source or nor practicable to bid),  must be submitted to the Finance Cabinet for advertisement as a formal solicitation. 
· Procard single purchase limit is $5,000.  Daily limit is $5,000.  Monthly limit is $10,000. [note: daily and monthly subject to change soon] 

· The blanket DPR applies only to the procurement of goods and non-professional services.  Travel and registration procedures are different, and they require DPRs.  For more information, you may contact your procurement contact or the Accounting Branch Manager, Ann Sampson (ann.sampson@education.ky.gov).  
· Blanket DPRs are encouraged because they result in time savings for everyone.  If you have routine purchases, you may send a blanket DPR up the chain for approval.  If approved, you’ll need to include a copy of that with your back-up documentation each time you make a payment.  

· For Sole Source purchases, START by sending an email to your procurement contact, copying your budget contact, and include items 1 and 2 below.
1. Construct a letter that contains a credible and comprehensive justification explaining the agency’s need and why the selected good or service is not practicable or feasible to bid or that is available from a sole source vendor. 

2. Obtain a letter from the vendor explaining they are the only available source for the item, service, or product. 
· If the procurement contact receives approval for your request, you will be notified to start the procurement process.  
Strategic Procurement Requests (SPR)
SPRs are only required for the purchases shown below.  
Complete the Excel version of the SPR and send it to your Procurement contact.  

	TYPE OF REQUEST/STRATEGIC
PROCUREMENT CATEGORY
	THRESHOLD
	BUSINESS EXPERTISE AGENCY

	A & E PSC - Not Practicable To Bid
	$0
	Finance – Division of Engineering & Contract

Administration (DECA)

	A & E PSC - Sole Source
	$0
	Finance – Division of Engineering & Contract

Administration (DECA)

	IT Hardware
	$1,000
	Commonwealth Office of Technology (COT)

	IT Maintenance
	$1,000
	Commonwealth Office of Technology (COT)

	IT Services
	$1,000
	Commonwealth Office of Technology (COT)

	IT Software
	$1,000
	Commonwealth Office of Technology (COT)

	IT Task Orders
	$1,000
	Commonwealth Office of Technology (COT)

	Postal Services & Equipment
	$1,000
	Finance – Division of Postal Services

	Printing
	$1,000
	KYTC – Design & Print Services

	PSC - Start Date Request
	$0
	Finance – Office of Procurement Services (OPS)

	PSC - Sole Source
	$0
	Finance – Office of Procurement Services (OPS)

	PSC - Not Practicable To Bid
	$0
	Finance – Office of Procurement Services (OPS)

	Vehicle Repairs And Parts
	$5,000
	Finance – Division of Fleet Management

	Vehicles
	$1,000
	Finance – Division of Fleet Management


The KDE procures goods and services according to the Model Procurement Code, KRS 45A. 

HELPFUL RESOURCES  

· KRS 45A - Model Procurement [USED DAILY IN PROCUREMENT PROCESSES]

· Finance and Administration Policies and Procedures (FAP) [USED DAILY IN PROCUREMENT PROCESSES]        Manual
List  

· Computers - KDE KETS contracts
[always check these first when looking for IT equipment]


· KETS contracts info
· 200 KAR 5 - Purchasing




· Minority-Owned businesses (MBE and MWBE only.  WBE does not count as a minority-owned vendor.)

· eProcurement page
· State Master Agreement info



· All State Master Agreement List
· Commodity Codes 

Notes:

