There is a complete document of instructions for the EO1 on the eProcurement web page under the Laws, Preferences, Regulations and Policies link: http://finance.ky.gov/services/eprocurement/Documents/implementationofEO2008011.pdf

Below is the gist of how to fill out the EO1, which fields are required and reasons why they get rejected. 

Step 2:  Completing the EO1 Document

	Field
	Description

	
Requesting Department:	
	
Automatically populates from the department number entered for document creation.  
 

	
Record Date:
	
Automatically populates upon submission of EO1 document. 

	
*Requestor/Phone:
	
Enter, or search for the eMARS user id- requestor’s name and phone number automatically populate from selection of user id upon save.


	
*Short Description:
	
Indicate a descriptive title, which will allow for easy location in the database.  Avoid generalizations such as “Sole Source Request”.  Instead, indicate specifics such as “Purchase Land – Lexington Rd. Property”.  This field holds 60 characters.


	
*Type of Request:
	
Enter the type of request initiated from the dropdown box, i.e.  Furniture, Equipment, Other Goods, Other Service, Personal Service Contract, MOA, Grant, University Agreement, Vehicles, Real Property Leases, Construction Services, IT Hardware, IT Software, IT Services, IT Maintenance, IT Task Orders, Printing, or ARRA - Federal Stimulus.  

Note that “Leases” for equipment or vehicles should be classified under equipment or vehicles.  

The “Type of Request” for Printing routes the request to the Finance and Administration Cabinet’s Division of Printing Services for recommendations prior to being placed on the agenda for the EO1 Committee meeting.  Adequate specifications for the print job should be included in the “Purpose and Justification” field in order for the Division of Printing Services to determine if the service should be performed in-house or by a private sector vendor.  

The “Type of Request” for Vehicles routes the request to the Finance and Administration Cabinet’s Division of Fleet Management for recommendations prior to being placed on the agenda for the EO1 Committee meeting. 



	
*New or Expanded?
	
If this purchase is related to a new or expanded program, mark yes.  Otherwise, mark no.  If yes, provide justification for the new or expanded program, such as KRS mandate.


	
*Procurement Method:
	
Indicate the desired method whether it be ordering from an existing contract, procuring under small purchase or other legislative authority, other special authority (FAP-111-08 through 111-10), submitting a request for purchase, whether the agency will be issuing an RFP for Professional Services, or modifying an existing contract. 

1. Order from an Existing Contract - select if a Master Agreement exists (and is active) from which the order will be placed. 
2. Submit Requisition – select if the dollar amount is greater than KDE’s small purchase authority of $20,000, and will be bid out by the Finance Cabinet. 
3. Agency Authority – select if the dollar amount falls under KDE’s small purchase authority of $20,000 for goods and services. 
4. Special Authority – sole source, or exempt from competitive bidding – see policies FAP 111-08, -09, and -10 at  http://finance.ky.gov/services/policies/Pages/default.aspx  
5. Emergency – must meet definition of KRS 45A.095(3) at http://www.lrc.ky.gov/statutes/statute.aspx?id=22345. Follow process described in policy FAP 111-39-00 : http://finance.ky.gov/services/policies/Documents/FAP%20111-39-00%20OPS.pdf .
6. Agency to Issue an RFP – for Personal Service Contracts
7. Modify an Existing Contract – for addition of goods/services to an existing contract. This may be used for an MA if the MA was established for use by KDE but would most likely be for a personal service contract. 


	
*Cost:
	
Enter the Cost of the Goods or Services Requested.  Entering zero may be cause for document to be held pending information. All EO1s should have an estimated or actual cost. When modifying the EO1 to increase the cost, increase the original cost by the amount of the modification.  The cost field should reflect the new total.  


	
*Actual or Estimate:
	
Indicate the basis of the cost, whether it is exact, or an estimate.  


	
*Replacement?
	
Is the item requested a replacement of existing furniture, equipment or vehicles?


	
Asset Tag Number:
	
If previous answer is yes, indicate the asset tag number of the item the request is to be replacing.  


	
What will happen to replaced item?
	
Indicate if the replaced item was lost, damaged beyond repair or will be disposed of through surplus or other, as appropriate.





	
*Document Requested:
	
Indicate the type of document you are requesting as a result of the procurement process.  This is to validate that the request proceeds in the appropriate direction as required by procurement laws, regulations, policy, and procedure. 

1. One Time Purchase would be selected for these document types:
· PO, PO2 (any procurements handled at the agency level),
· CT, CT2 (CTs are issued by the Finance Cabinet when they bid out a requirement for an agency). 

2. Master Agreement (MA) would be selected only if KDE were requesting a Master Agreement to be bid out for KDE by the Finance Cabinet.

3. MOA (PO2, PON2) would be selected only for a Memorandum of Agreement. Many agencies incorrectly select this one when intending to create a PO2.

4. Personal Service Contract (PON2) – only used for professional service contracts.

5. If you are ordering or paying against a Master Agreement, do not select MA. KDE has had many rejected for this. Select either : 
· Delivery Order (DO) or 
· Payment (PRC)

6. Payment document (PRC) – may also be used for payments where a Purchase Order was not issued. Note that a PO should be issued for any purchases of goods or services, unless being paid for with a pro-card. 

7. Blanket Waivers may be approved for routine “non-discretionary” expenditures for a YEAR'S worth of similar purchases or contracts, and must be specific and limited to clearly defined situations or programs. Examples of when to request a Blanket Waver might include:
·  Federal or State mandated disbursements
· Office Supplies
· Janitorial Supplies
· Copier Payments
· Memberships and dues

If your Blanket Waiver(s) are more than or close to being a year old you will need to submit a new EO1 request to avoid any lapse. Also, if you have EO1’s that have reached or exceeded the estimated or actual cost by more than 15%, these should be resubmitted for consideration. These may be submitted on a new EO1 or done as a modification to the original depending on the age of the original. 

	
*Request Title
	
Indicate a descriptive title which will allow for easy location.  Avoid generalizations such as “Sole Source Request”.  Indicate specifics such as – 
Carroll Co ATC – Auto Tech – Brake Lathe – 8/31/14


	
Contract Number:
	
If requesting to order from an existing contract, indicate the appropriate contract number.


	
* Vendor:
	
Indicate the contract holder or suggested vendor for items or services not on contract. This automatically defaults to TBD (to be determined, but is over-writeable). 


	
**Program Code:
	
This is a required field when ARRA – Federal Stimulus is selected  as the “funding source”. The program code may be selected from a list or keyed in. 


	
*Funding Source:
	
Indicate whether the funds are Federal, General, Agency, Multiple, Tobacco, Road, or ARRA – Federal Stimulus Funds from the dropdown.


	
CFDA Number:
	
If Federal funds are being utilized, indicate the CFDA number.


	
*Percentage of Funding:
	
If multiple funds are being utilized, indicate the percentage of each, if additional information must be explained, include such in the Purpose and Justification field.


	
*Purpose and Justification:
	
The purpose and justification is in a separate section on the document header.  Provide full, but concise information on the exact nature of the purchase or contract, how it relates to specific program requirements, how it is critical to your agency’s delivery of services or necessary ongoing operations.  Explain the impact on your agency’s requirements if the purchase is not made.  

This field holds 4000 characters*.  If the end user requires more space than this, they need to include additional information in a Word document attached at the Header.  If this is the case, do not just enter “see attached” in the justification field.  The report that is generated for Committee review will not contain information from attachments.  Enter as much information as possible in the Purpose and Justification section, and add, “Additional information attached at the Header.”

For ARRA funds, the “Purpose and Justification” field must fully describe the program that will be conducted, the types of expenditures that are anticipated, and the outcomes that are expected for the use of these funds. This needs to be clear and concise. 

*Please note that the Committee reviews hundreds of requests each week. It would be most helpful to begin the Purpose and Justification section with a brief description of the item(s)/service, and then expound on how it relates to the program. For example, this is a request for a blanket waiver of medical supplies, to include (list items)….Our facility is responsible for the care of….(provide program information)…


	
Signature:
	
If the agency head applies an electronic approval it is not necessary to maintain the signed original on file.  If the Cabinet Secretary or Agency Head does not approve the electronic request, the actual signed copy is to be maintained at the agency and produced upon demand.


	
For Agency Use:
	
This field is optional for your use if you wish to include additional information for your purposes only, such as additional approvals, funding template information etc.  This field holds 1500 characters.



  *Denotes required fields. 



EO1 Issues That May Cause EO1s to be Held or Denied

· Not enough detail in the “Purpose and Justification” field to determine what is being requested, how many are requested, and/or why it is being requested.

· Make sure to include a cost or estimated cost.

· Do not attach the “Purpose and Justification” to the EO1 Header – attachments and document comments do not print out on the committee agenda.

· Note in the “Purpose and Justification” field if there are any attachments (equipment list, vendor list, etc.) to the EO1. Do not include a vendor name when procurement method is Submit a Requisition, Agency to Issue RFP, etc. This field now defaults to “TBD” (To Be Determined) but is over writeable.

· Check Surplus and Correctional Industries (KCI) prior to submitting requests for furniture. Note this in the “Purpose & Justification” field.

· Legal Services require prior approval of the Governor’s General Counsel. Obtain and note this approval in the “Purpose & Justification” field.


