
THE 

AGENCY 

PROCU ENT 

FILE 



SMALL 

PURCHASE 

CONTRACT: NOT 

EXCEEDING 

$50,000.00



PURVIEW 

DETERMINATION 
Communication with DFA and/ or ITS regarding purview of the 

procurement 

Applicable: □YES � NO 



PPRB 

DISCRETIONARY 

AUTHORITY 
Any requests for exceptions to regulatory or statutory 

requirements 

Applicable: YES XI NO



COMPLIANCE 

REVIEW 
Documentation regarding any compliance review(s) previously 

conducted by OPSCR 

Applicable: YES X NO



FUNDING 

SOURCE 

CONFLICT 
Written determination of conflict with funding source 

procurement rules and action taken 

Applicable: YES K NO



COMPETITION, 
FAIRNESS, AND 
TRANSPARENCY 

Legitimate business reason(s) for decisions impacting 

competition, fairness, or transparency of procurement 

Applicable: LYES Xi NO



PRESERVATION 

OF 

PROCUREMENT 
A memorandum explaining any decisions made to preserve 

procurement 

Applicable: YES X NO



AUTHORIZED TO 

DO BUSINESS IN 

THE STATE 
Contractor9s registration with the Mississippi Secretary of State, 

currently in good standing 

Applicable: XYES UO NO







PUBLIC RECORDS 
REQUESTS 

All public records request(s) regarding the procurement and a 

memorandum of the current status of those requests 

Applicable: LYES X NO



REQUEST FOR 
INFORMATION 

Content of RFI, proof of publication, all responses received, and 

the required written determination 

Applicable: LIYES KX NO



CONTRACT 
Full contract document submitted to OPSCR; trade secrets 

redacted in version posted to Agency website 

Applicable: KYES OJ NO 

































CONTRACT 

MODIFICATIONS 
Contract amendment document, any other documents requested 

by OPSCR 

Applicable: LYES XK NO 



REGULATORY 

BOARD 

APPROVAL 
Board minutes or letter from board chair confirming approval 

Applicable: □YES � NO 



AGENCY HEAD 

DESIGNEE FOR 

CONTRACT 

EXECUTION 
Written delegation by the Agency Head of authority of a person 

other than the Agency Head to execute contracts 

Applicable: YES KX NO



EXCEPTION TO 
REQUIRED 
CLAUSES 

Letter from Agency legal counsel regarding exception needed; 

documentation of approval by OPSCR 

Applicable: YES X NO



AGENCY HEAD 

AND CHIEF 

FINANCIAL 

OFFICER MEMO: 

MULTIPLE 

S __ L 

PURCHASE 

CONTRACTS 

WITH SAME 

VENDOR 

       Applicable: □YES   □NO



AGENCY 

STAND 

OPERATING 

PROCEDURE 
Documentation demonstrating compliance with Agency standard 

operating procedure 

Applicable: □YES   □NO



STATE OF MISSISSIPPI TOPIC: CONTRACTS 
DEPARTMENT OF EDUCATION 

SECTION 17.0 PAGE 3 OF 51 

EMPLOYEE PROCEDURES MANUAL EFFECTIVE DATE: MAY 4, 2000 
REVISION #8; July 4, 2023 

The following methods shall be utilized in procuring contractual services: 

Commodities, Equipment, Furniture, Printing, Construction, Fleet and Personal and Real 

Property: 

Thresholds: Procurement Methods: 

* Upto $5,000 © One (1) Quote 

« $5,000.01 - $50,000 ¢ Two (2) written quotations 

*« $50,000.01 - $75,000 * Three (3) written quotations 

* Over $75,000 * invitation for Bid 

* Raverse Auction 

Personal and Professional Services 

Independent Contractor Thresholds; Procurement Methods: 

« Upto $10,000 ¢ Two (2) written quotations (RFQuote} 

Contract, if required by vendor 

* $10,000.01 - $49,999 Three (3) written quotations (RFQuote) 

Invitation for Bids 

Request for Proposals 

Request for Qualifications 

PPRE Preapproved Vendor Lists 

* §50,000 - $75,000 invitation for Bids 

Request for Proposals 

Request for Qualifications 

PPRB Preapproved Vendor Lists *.e
* 

@¢
 

© 

* Over $75,000 invitation for Bids 

Request for Proposals 

Request for Cualifications 

PPRB Preapproved Vendor Lists e
n
 

8 
& 



NOTICE OF 

CONTRACT 

AWARD 
(after contract ing)

               Applicable: □YES   □NO 



OFFICE OF HUMAN RESOURCES

Mississippi Department of Education 
NOTICE OF CONTRACT AWARD

CONTRACT AWARD SUMMARY

 The temporary employee will:
• Sort and organize paper and digital files by date, department, or document type
• Label and categorize folders and files according to internal protocols.
• Retrieve, copy, and re-file documents as requested by staff.
• Shred or archive outdated or unnecessary files under supervision.
• Assist with scanning and uploading documents to digital filing systems.
• Maintain confidentiality of all materials handled.

Name of Solicitation: Temporary File Clerk

Awarded Vendor: TempStaff, Inc.
City and State:       Jackson, MS

Scope of Project: The purpose of this contract is to provide temporary 
file clerk for the Office of Human Resoruces.

Scope of Contract: 

• Term of Contract:

• Amount to be Awarded:

• Method of Award:

JUNE 9, 2025 – JUNE 30, 2025 

$2,895.60 

Request for Quotes

Funding Source: State 

Note: The contract/attachments are made available for public inspection. Please contact the 
Office of Public Reporting to request public records pertaining to the intent to award. 1
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	Any Offeror submitting a response to this solicitation agrees and certifies that it will honor its pricing and all terms and conditions herein for the duration of the contract term described in this solicitation. By submitting a response hereto, Offer...
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	Whenever, under the contract, any sum of money shall be recoverable from or payable by Contractor to the MDE, the same amount may be deducted from any sum due to Contractor under the contract or under any other contract between Contractor and the MDE....
	48.    RENEWAL OF CONTRACT
	The contract may be renewed at the discretion of the MDE for the term specified in the solicitation under the same prices, terms, and conditions as in the original contract. The total number of renewal years permitted shall not exceed the term specifi...
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	If any part of this agreement is declared invalid or unenforceable, such invalidity or unenforceability shall not affect any other provision of the agreement that can be given effect without the invalid or unenforceable provision, and to this end the ...
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	Contractor will be responsible for the proper custody and care of any state-owned property furnished for Contractor’s use in connection with the performance of this agreement. Contractor will reimburse the state for any loss or damage, normal wear and...
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