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INTRODUCTION 
Welcome to the MDE Operation’s Handbook for 
Contract Management. It is intended to be a 
comprehensive guide that outlines our policies and 
procedures related to contracting.  
 
This handbook is a valuable resource for employees, 
providing clear and concise information to ensure that 
services are procured in compliance with all agency, 
state, and federal policies.  
 
This handbook provides step-by-step instructions 
from contract execution to contract closeout. Please 
refer to this manual as the first stop for any questions 
you may have related to the management and 
administration of your contract.  
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NOTES 
  

 

  EXECUTE CONTRACT  
You have now executed a contract with a vendor for services, 
commodities, and/or equipment. Below are the three (3) ways 
in which a program office can execute a contractual obligation 
with a vendor. Each option has a specific set of procedures that 
must be followed to successfully execute a contract.  
 
Links are provided; however, you can also find the policies and 
procedures on the website at the MDE Procurement site.  
 
New Contract  
Please see the applicable Contract Standard Operating 
Procedures located on the Office of Procurement Contract 
webpage. 
 
Contract Renewal  
Please see the Contract Renewal Standard Operating 
Procedures located on the Office of Procurement Contract 
webpage. 
 
Contract Modifications  
Please see the Contract Renewal Standard Operating 
Procedures located on the Office of Procurement Contract 
webpage. 
 
An independent contract modification is required when there is 
an increase in the scope (e.g., the number of participants 
increased, solicited services increased, etc.)  
 
For contract workers, programs must monitor the contract to 
ensure personal services and travel do not exceed the amount 
of the executed contract. 

STEP 1 

https://www.mdek12.org/op/contracts
https://www.mdek12.org/op/contracts
https://www.mdek12.org/op/contracts
https://www.mdek12.org/op/contracts
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MASTER  CODE  L I ST  

 
 

 

 
 
 
 
 
 
MAG IC  
I NSTRUCT IONS  

 
 

 
 
 
 
 
 
 
 

 

BUDGET  REV I S ION  
FORMS 

 

 BUDGET AUTHORITY 
You should secure a Purchase Order (PO) after you execute 
your contract. First, you must check your budget authority for 
the applicable cost center before submitting a Purchase Order 
request.  
 
Each MDE program is assigned budget codes, cost centers, 
and internal orders (grants) to track expenditures within the 
agency.   
 

WHAT ARE MY BUDGET CODES? 
1. Budget codes can be found on the Office of Budget & 

Planning’s webpage under Master Code Lis�ng. 

2. Based on the programma�c purpose and the decision 
of the bureau manager and/or Chief, iden�fy the 
budget codes and budget availability PRIOR to 
submission of documents for processing. 

 HOW DO I CHECK MY BUDGET AUTHORITY? 
Check available funds in the budget in MAGIC – See 
Attachment A 
 

WHAT DO I DO IF BUDGET FUNDS ARE INSUFFICIENT?  

STATE FUNDS  
Complete a MDE Budget Revision Form (for non-grant funds) 
and submit to the Office of Budget & Planning for processing. 
(This form can be found on the MDE Budget & Planning 
website.) 

GRANT FUNDS 
Complete a MDE Grant Modification Form (for grant budgets 
with an assigned grant number) submit to the Office of Budget 
& Planning for processing. (This form can be found on the MDE 
Budget & Planning website.) 
 

 
  

STEP 2 

https://www.mdek12.org/sites/default/files/master_code_2023.pdf
https://www.mdek12.org/sites/default/files/documents/Budget_Revision_Form_0.pdf
https://www.mdek12.org/OBP
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 SECURE PURCHASE ORDER  
A Purchase Order (PO) should be created for half the amount of the 
contract after your contract is executed. A Purchase Order is an 
external procurement document sent to a supplier to request goods 
or services, initiating a sales transaction.  It identifies a vendor, 
material, quantity, dollar value, and date required for delivery of the 
goods or services.  There are two ways you can request a Purchase 
Order. Please review the chart below for guidance.  

1. MAGIC Shopping Cart  

2. Requisi�on Packet to the Office of Procurement through its 
portal at purchasingrequests@mdek12.org 

 

MAGIC SUBMISSION VS. REQUISITION PACKET  
 MAGIC REQUISITION 
Service Contracts    

Products/Commodities  
(Office supplies, furniture)  
note: You should consult state contract lists for 
these purchases first) 

   

Equipment    

Technology Software Only 
(Must not include hardware) 

   

Vehicles    

Special Exceptions 
 
- If the PO includes fund sources that are 

managed by offices and/or programs that are 
not your own, a requisi�on must be submited 
to Procurement through the portal. 

 
- If your funding source is grant funds that are 

managed through the Office of Grants 
Management (OGM), then OGM will submit a 
requisi�on on behalf of the program.  

 
Check with OGM to determine if your grant funds 
fall within this criterion. 

   

 

I  

STEP 3 

https://www.mdek12.org/OP/Shopping-Cart-State-Procurement-Card
mailto:purchasingrequests@mdek12.org
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It is important to monitor 
budget authority and 
project expenditures to 
ensure that there is still 
sufficient authority 
available at the time you 
submit your shopping 
cart or requisition.  

 
  

 
 

  
 
 

 SECURE PURCHASE ORDER  
HOW MUCH AUTHORITY SHOULD YOU REQUEST? 
The PO encumbers budget authority. Below are 
recommendations for determining the amount of authority that 
should be requested. 
 
If paying with State 
Funds… 

You may only request 50% of the total 
contract amount within a fiscal year. 

If paying with Federal 
Funds… 

You may request 50% of the total 
contract amount within a fiscal year. 

 

OPTION 1 – MAGIC SHOPPING CART  
Please follow submission procedures located on the Office of 
Procurement webpage. Appropriate supporting documentation 
for products and services must include the following: 
 
PRODUCTS  

a. Request for Quote Form  
b. Vendor Quote(s) (i.e., Vendor Leterhead) 
c. Other documenta�on (i.e., Leter from Mailroom/Print Shop 

for prin�ng, if applicable) 
d. Requisi�on  
e. Include on the requisi�on, if applicable DFA contract number 

 
SERVICES  

a. Associate MAGIC contract number, if applicable  
b. Request for Quote Form, if applicable 
c. Vendor Quote(s) (i.e., Vendor Leterhead, if applicable) 
d. Other documenta�on (i.e., required forms) 

 
  

  
 

  

STEP 3 cont. 
SHOPPING CART - MAGIC 

https://www.mdek12.org/OP/Shopping-Cart-State-Procurement-Card
https://www.mdek12.org/OP/Shopping-Cart-State-Procurement-Card
https://www.mdek12.org/OP/Purchasing-Checklist-and-Forms
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1. State agencies 
must use the state 
contract for 
vehicles!  

2. DFA must approve 
request before PO 
can be issued! 

 

 

 

 

1. ITS reviews and 
approves the 
purchase of 
technology 
software, 
hardware, and 
services. 
 

 
 
 

 

 

 SECURE PURCHASE ORDER  
OPTION 2: REQUISITION PROCEDURES 
Submit PO request to the Purchasing Portal 
purchasingrequests@mdek12.org. Appropriate supporting 
documentation for technology and equipment must include the 
following:  
 
EQUIPMENT 

a. MDE Request for Quote 
b. Atached vendor bids/quotes 
c. Requisi�on Form (Include, if applicable, contract number) 

 
TECHNOLOGY 

a. Approved Technology Procurement Request (TPR) 
b. MDE Request for Quote 
c. Atached vendor bids/quotes 
d. Requisi�on Form (Include, if applicable contract number) 
e. Approved IT Plan 

 
Vehicle Purchases  

a. Vehicle Request Form (VR1) (Note: Must use the state 
contract for vehicles) (Note: The Mississippi Department of 
Finance & Administra�on must approve the MDE Vehicle 
request before a PO can be issued.) 

b. Requisi�on Form (Only when submi�ng in the Purchasing 
Portal) 

c. Include on the requisi�on form, if applicable contract 
number 

 
 
 
*For Student Organizations only, email all purchasing requests for processing to 
purchasingrequests@mdek12.org 
 

  
 

  

VEHICLE PURCHASES 

STEP 3 cont. 

TECHNOLOGY 

PO REQUISITION PROCEDURES 

https://www.dfa.ms.gov/vehicles
https://www.dfa.ms.gov/vehicles
https://www.its.ms.gov/sites/default/files/ProcurementPDFs/EPL/IT-Hardware-3760/3760-instructions-2021-10-26.pdf
mailto:purchasingrequests@mdek12.org
https://www.mdek12.org/OP/MDE-Programs/Technology
https://www.dfa.ms.gov/sites/default/files/Office%20of%20Purchasing%2C%20Travel%20and%20Fleet%20Home/Fleet%20Management/Resources/Forms/vehicle-request-form-vr-1-_022019.pdf
mailto:purchasingrequests@mdek12.org
https://www.dfa.ms.gov/bureau-fleet-management


13 | P a g e  
 

NOTES 
  

 
 

 

 

 
 
 
 

State agencies 
must use the 

state contract 
for vehicles! 

 

 

 
The Mississippi 
Department of 

Finance & 
Administration 

must approve all 
MDE Vehicle 

Requests before 
a P.O. can be 

issued! 
 
 

 

 

 SECURE PURCHASE ORDER  
ADDING NEW FUND SOURCES TO A P.O. 
Submit PO request to the Purchasing Portal 
purchasingrequests@mdek12.org. Appropriate supporting 
documentation for technology and equipment must include the 
following:  
 

• Check Budget Fund Authority 
• Check Grant Fund, if applicable 
• Complete a PO Change Form 
• Contract Management 

 
  

  
 

  

VEHICLE PURCHASES 

STEP 3 cont. 
INVOICE MANAGEMENT 

mailto:purchasingrequests@mdek12.org
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MAGIC updates 
the 

Transparency 
Website nightly 
with all invoices 
processed during 

the previous 
day.  

 

 
 
 

 

 

 CONTRACT MANAGEMENT  
It is important to manage a contract to ensure compliance with 
agreed upon terms, quality deliverables, and to manage the 
budget and expenditures.  

TIPS FOR GOOD CONTRACT MANAGEMENT 
 Monitor Budget and Expenditures Monthly 
 Assign a Person to Manage the Contract 
 Document Discrepancies or Poten�al Issues 
 Establish a Monthly Repor�ng System to Decision-Makers 

RECONCILE THE CONTRACT  
Reconciling a contract involves comparing the actual expenses and 
revenues incurred during the contract period with the budgeted 
fiscal year amounts.  
 
This process helps identify any discrepancies, analyze the reasons 
behind them, and make necessary adjustments. Here are some 
tools and best practices to help reconcile a contract budget. 
 
TRACK CONTRACT BUDGET & EXPENDITURES  
 Use the Budget Tracking Template – See Atached  
 Refer to MS Transparency to tracking expenditures made 

against your contract 

 

  
 

 

  

EXPENDITURE   TRACKING 
TOOL 

STEP 4 

https://www.transparency.ms.gov/
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Invoices should 
be paid within 

45 days of 
receipt 

 

 

 CONTRACT MANAGEMENT  
INVOICE MANAGEMENT 
Invoice management refers to the process of handling and 
organizing invoices. The process includes tasks such as receiving, 
reviewing, processing, and paying invoices in accordance with 
program, agency, and state policies and procedures.  
 
By state law, MDE has 30 days to process a vendor invoice, and 
another 15 days to disburse payment. After 45-days, the vendor 
has a right to charge MDE interest for each day the payment is late. 
Programs may receive a compliance violation if it is determined 
that invoices have been held and not presented to the Office of 
Accounting in sufficient time to process before the 45 days expires.  
 
As a best practice, vendors should be instructed to submit invoices 
directly to the MDE Office of Accounting to ensure timely and 
efficient processing. In the event, the invoices are sent directly to 
the program office, there are steps that should be taken to make 
sure the invoice is processed timely. Below are the steps to follow 
when invoices are sent either to the MDE Office of Accounting or 
the program office. 

REVIEWING INVOICES 
The invoice should include the following information and signed 
by a program/office designee when it is submitted to the Office of 
Accounting for payment. 

• Date invoice received, 
• Receipt date, inspec�on, and approval of goods, 
• The condi�on of goods, 
• U�lize accoun�ng stamp, 
• Signing the invoice to approve payment, and 
• Atach a copy of the purchase order. 

Verify the invoice amount does not exceed the purchase order 
amount prior to submitting the invoice for processing. 
 

 

PAY INVOICES TIMELY 

STEP 4 cont. 
INVOICE MANAGEMENT 
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Invoice 
Information 

Request Slips 
should be sent 

back to 
Accounting 

within 7-
business days 

 

 
 
 

 

 

 CONTRACT MANAGEMENT  
INVOICES SENT DIRECTLY TO PROGRAM OFFICE 
• Upon receipt of an invoice, program offices must stamp the 

invoice with the PO stamp (if applicable), atach a copy of the 
purchase order (if applicable) or submit a requisi�on for non-PO 
payments with an approved signature for payment. 
 

• Reques�ng office submits approved invoice to Accoun�ng for 
payment upon receipt of an invoice.  

 

• The Office of Accoun�ng will process the invoice packet in MAGIC 
to route to DFA if threshold is met or for automa�c approval if 
threshold is not met. 

 

INVOICES SENT DIRECTLY TO THE OFFICE OF ACCOUNTING 
Vendors should submit invoices to the Office of Accounting as 
directed via mail on the approved purchase order sent to vendors or 
directly to accountspayable@mdek12.org. 
 

• Once invoices are received, the Office of Accoun�ng places the 
date and �me stamp and the PO stamp (if applicable) on the 
invoices and submits an Informa�on Request Slip along with the 
stamped invoice to the appropriate program office for processing. 
 

• Upon receipt of the Informa�on Request Slip from Accoun�ng, 
the program office must complete the accoun�ng stamp if a PO is 
applicable in its en�rety or submit a requisi�on and email the 
invoice packet (Informa�on Request Slip, requisi�on—if 
applicable, invoice, and a copy of the purchase order—if 
applicable to accountspayable@mdek12.org within seven (7) 
business days. (See atached copy of stamp) 

 

• The Office of Accoun�ng will process the invoice packet in MAGIC 
to route to DFA if threshold is met or for automa�c approval if 
threshold is not met. 

 

PAY INVOICES 
TIMELY 

STEP 4 cont. 
INVOICE REVIEW & APPROVAL 

mailto:accountspayable@mdek12.org
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 CONTRACT MANAGEMENT  
TIME & EFFORT DOCUMENTATION  
Contract workers paid with federal funds must track and formally 
document their time and effort. Time and effort reports should be 
prepared by all staff with salary and benefits that are charged: 
 

• To a single federal award; 
• To mul�ple federal awards; or 
• To any combina�on of a federal award and other federal, state, 

or local fund sources. 

Develop a schedule for the submission and review of time and effort 
logs by contract workers to ensure that work is properly documented 
and can be provided when asked. A sample is attached for your 
review.  

 

DELIVERABLES ACCEPTANCE DOCUMENTATION 
The Deliverable Acceptance criteria is used to track the status of 
project deliverables as they are produced, verified, validated, and 
finally accepted. Ideally, this document can be developed during the 
planning stage and then printed and signed as deliverables are 
produced. Add a block for each deliverable. 
 
“Verification” involves the checks that your project team will perform 
to establish receipt of the deliverable. “Validation” involves the steps 
that your office will go through before they accept the deliverable (i.e. 
user acceptance testing, walkthrough).  A sample document is 
provided as an attachment to this guide. 
 

PERFORMANCE REVIEW PROCESS  
MDE is required to document contractor performance to determine if 
contracts with approaching expiration dates should be renewed or 
new bids solicited.  
 

Attached is a form is designed to collect information prior to bidding 
or renewing and may be used to document and report deficient 
performance. It is recommended that contracts undergo performance 
review biennially. 
 

STEP 4 cont. WORK REPORTS 
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 CONTRACT CLOSE-OUT 
FINAL INVOICES 
Mark invoice as final so that Accounting/MAGIC can unencumber 
unexpended funds. Click the link below for instructions for marking 
invoices final using Adobe.  

 

P.O. DE-OBLIGATION, IF APPLICABLE 
• General Funds Release Authority - Complete PO Change 

Form to unencumber unexpended funds.  
 

• Grant Fund Authority - Complete PO Change Form to 
unencumber unexpended funds.  

TERMINATION FOR CONVENIENCE OR BREACH OF 
CONTRACT 
 
Programs must contact their assigned Assistant Attorney General to 
provide support below and the reason for termination.   

• Solicita�on 
• Contract 
• Deliverables 
• Invoices  
• Performance Evalua�on(s)  

 

 

STEP 5 

https://helpx.adobe.com/acrobat/using/adding-stamp-pdf.html
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How to Check Your Budget – FMAVCR02 
Step 1 

 

Step 2 

 

Step 3 
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How to Check Your Budget – FMAVCR02 

Step 4 

 

Step 5 
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