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Ensuring a bright ﬁ\mre for every child

Mississippi Department of Education

Office of Procurement
Purchase Order Request for
Commodities, Goods, Equipment, & Furniture
Procedures

Vendors on State contracts and exception items are exempt from competitive
bidding. The list of exemptions is attached for your review. Please follow the
guidelines below for all other purchases:

ALL requisitions must have supporting quotes and/or documentation attached in
order to process purchase order requests. Purchase order requests will require seven
(7) business days for review, data entry, approval, and issuance to the Program
Office.

Vendors must be maintained in MAGIC prior to submitting a requisition to the Office
of Procurement.

e Exempt Purchases — attach vendor quote

e State Contracts - provide the vendor’s information and contract number
from the Department of Finance and Administration’s (DFA) website

http://www.dfa.ms.gov/dfa-offices/purchasing-travel-and-fleet-management/purchasing-and-travel/contracts/

e Multi-Year Contracts - attach a copy of the signed contract and provide the
contract MAGIC number after the initial fiscal year

e Products - $5,000 or less will not require competitive bidding but you must attach
a quote from the vendor supporting the amount of the purchase request

e Products - $5,000.01 - $50,000 will require two quotes supporting the amount of
the purchase

e Products - $50,000.01 or more will require a request for bid and may require
DFA’s approval

Items ordered prior to submission of a requisition must attach a justification
letter from the program’s Chief Officer acknowledging the purchase violation.

Central High School Building Phone (601) 359-5716
359 North West Street Fax (601) 359-6740
P.O. Box 771

Jackson, MS 39205-0771 www.mde.ki2.ms.us


http://www.dfa.ms.gov/dfa-offices/purchasing-travel-and-fleet-management/purchasing-and-travel/contracts/

For Special Schools ONLY!

Items needed for school operation/activities that do not support requisition amounts
must be itemized to the best of your ability and quote(s) from vendor(s) listing those
items must be attached.

Requisition amounts cannot exceed $10,000 within a fiscal year and the requisition
must include the following statement:

“This is to certify that only the commodities/services shown will be purchased and
that no items currently covered by any state contract will be purchased under the terms
of this purchase order without proper approval from the Office of Purchasing, Travel
and Fleet Management. This procedure will not be used to separate purchases so as
to circumvent any laws, regulations, or policies of the State of Mississippi.”



Attachment

Iltems Not Requiring Competitive Bids

(1) Transactions listed in Section 31-7-13(m), Mississippi Code of 1972, Annotated
(please see below)

(2) Transfer, sale, or exchange of personal property between state agencies or between
state agencies and governing authorities - (For transfer, sale or exchange of vehicles,
see State Fleet Manual.)

(3) Service contracts provided by businesses or persons which do not include the
acquisition of a commodity or equipment

(4) Transportation of items (freight charges) - This exemption shall not apply to the
travel contracts established by the Office of Purchasing, Travel and Fleet Management.

(5) Postage

(6) Workers Compensation Insurance and Personnel Bond required by law
(7) Utilities

(8) Commodities purchased for resale

(9) Highway right-of-way and highway construction contracts governed by specific laws
dealing with such contracts

(10) Food and lodging reimbursable on a travel voucher

(11) Maintenance contracts except those under the purview of the Department of
Information Technology Services

(12) Live animals

(13) Textbooks (Adopted)

(14) Library books and other reference materials purchased by or for libraries
(15) Purchases of original artwork and artifacts by museums for public display

(16) Purchases of original artwork (paintings, statues, sculptures, etc.) for public
display

(17) Subscriptions



(18) Purchases made from state operated industries such as Mississippi Industries for
the Blind.

Additional Exceptions from bidding requirements. Excepted from bid requirements
pursuant Section 31-7-13(m), Mississippi Code of 1972, Annotated are:

() Purchasing agreements approved by department. Purchasing agreements,
contracts and maximum price regulations executed or approved by the Department of
Finance and Administration.

(i) Outside equipment repairs. Repairs to equipment, when such repairs are
made by repair facilities in the private sector; however, engines, transmissions, rear
axles and/or other such components shall not be included in this exemption when
replaced as a complete unit instead of being repaired and the need for such total
component replacement is known before disassembly of the component; however,
invoices identifying the equipment, specific repairs made, parts identified by number
and name, supplies used in such repairs, and the number of hours of labor and costs
therefor shall be required for the payment for such repairs.

(ii) In-house equipment repairs. Purchases of parts for repairs to equipment,
when such repairs are made by personnel of the agency or governing authority;
however, entire assemblies, such as engines or transmissions, shall not be included in
this exemption when the entire assembly is being replaced instead of being repaired.

(iv) Raw gravel or dirt. Raw unprocessed deposits of gravel or fill dirt which are to
be removed and transported by the purchaser.

(v) Governmental equipment auctions. Motor vehicles or other equipment
purchased from a federal agency or authority, another governing authority or state
agency of the State of Mississippi, or any governing authority or state agency of another
state at a public auction held to disposing of such vehicles or other equipment. Any
purchase by a governing authority under the exemption authorized by this
subparagraph (v) shall require advance authorization spread upon the minutes of the
governing authority to include the listing of the item or items authorized to be purchased
and the maximum bid authorized to be paid for each item or items.

(vi) Intergovernmental sales and transfers. Purchases, sales, transfers or trades
by governing authorities or state agencies when such purchases, sales, transfers or
trades are made by a private treaty agreement or through means of negotiation, from
any federal agency or authority, another governing authority or state agency of the State
of Mississippi, or any state agency or governing authority of another state. Nothing in
this section shall permit such purchases through public auction except as provided for in
subparagraph (v) of this section. It is the intent of this section to allow governmental
entities to dispose of and/or purchase commaodities from other governmental entities at
a price that is agreed to by both parties. This shall allow for purchases and/or sales at
prices which may be determined to be below the market value if the selling entity



determines that the sale at below market value is in the best interest of the taxpayers of
the state. Governing authorities shall place the terms of the agreement and any
justification on the minutes, and state agencies shall obtain approval from the
Department of Finance and Administration, prior to releasing or taking possession of the
commodities.

(vii) Perishable supplies or food. Perishable supplies or food purchased for use in
connection with hospitals, the school lunch programs, homemaking programs and for
the feeding of county or municipal prisoners.

(viii) Single source items. Noncompetitive items available from one (1) source
only. In connection with the purchase of noncompetitive items only available from one
(1) source, a certification of the conditions and circumstances requiring the purchase
shall be filed by the agency with the Department of Finance and Administration and by
the governing authority with the board of the governing authority. Upon receipt of that
certification the Department of Finance and Administration or the board of the governing
authority, as the case may be, may, in writing, authorize the purchase, which authority
shall be noted on the minutes of the body at the next regular meeting thereafter. In
those situations, a governing authority is not required to obtain the approval of the
Department of Finance and Administration. Following the purchase, the executive head
of the state agency, or his designees, shall file with the Department of Finance and
Administration, documentation of the purchase, including a description of the commodity
purchased, the purchase price thereof and the source from whom it was purchased.

(ix) Waste disposal facility construction contracts. Construction of incinerators
and other facilities for disposal of solid wastes in which products either generated
therein, such as steam, or recovered therefrom, such as materials for recycling, are to
be sold or otherwise disposed of; however, in constructing such facilities, a governing
authority or agency shall publicly issue requests for proposals, advertised for in the
same manner as provided herein for seeking bids for public construction projects,
concerning the design, construction, ownership, operation and/or maintenance of such
facilities, wherein such requests for proposals when issued shall contain terms and
conditions relating to price, financial responsibility, technology, environmental
compatibility, legal responsibilities and such other matters as are determined by the
governing authority or agency to be appropriate for inclusion; and after responses to the
request for proposals have been duly received, the governing authority or agency may
select the most qualified proposal or proposals on the basis of price, technology and
other relevant factors and from such proposals, but not limited to the terms thereof,
negotiate and enter contracts with one or more of the persons or firms submitting
proposals.

(x) Hospital group purchase contracts. Supplies, commaodities and equipment
purchased by hospitals through group purchase programs pursuant to Section 31-7-38.

(xi) Information technology products. Purchases of information technology
products made by governing authorities under the provisions of purchase schedules, or



contracts executed or approved by the Mississippi Department of Information
Technology Services and designated for use by governing authorities.

(xi)) Energy efficiency services and equipment. Energy efficiency services and
equipment acquired by school districts, community and junior colleges, institutions of
higher learning and state agencies or other applicable governmental entities on a
shared-savings, lease or lease-purchase basis pursuant to Section 31-7-14.

(xiii) Municipal electrical utility system fuel. Purchases of coal and/or natural gas
by municipally owned electric power generating systems that have the capacity to use
both coal and natural gas for the generation of electric power.

(xiv) Library books and other reference materials. Purchases by libraries or for
libraries of books and periodicals; processed film, video cassette tapes, filmstrips and
slides; recorded audio tapes, cassettes and diskettes; and any such items as would be
used for teaching, research or other information distribution; however, equipment such
as projectors, recorders, audio or video equipment, and monitor televisions are not
exempt under this subparagraph.

(xv) Unmarked vehicles. Purchases of unmarked vehicles when such purchases
are made in accordance with purchasing regulations adopted by the Department of
Finance and Administration pursuant to Section 31-7-9(2).

(xvi) Election ballots. Purchases of ballots printed pursuant to Section 23-15-351.

(xvii) Multichannel interactive video systems. From and after July 1, 1990,
contracts by Mississippi Authority for Educational Television with any private
educational institution or private nonprofit organization whose purposes are educational
in regard to the construction, purchase, lease or lease-purchase of facilities and
equipment and the employment of personnel for providing multichannel interactive video
systems (ITSF) in the school districts of this state.

(xviil) Purchases of prison industry products by the Department of
Corrections, regional correctional facilities or privately owned prisons. Purchases
made by the Mississippi Department of Corrections, regional correctional facilities or
privately owned prisons involving any item that is manufactured, processed, grown or
produced from the state's prison industries.

(xix) Undercover operations equipment. Purchases of surveillance equipment or
any other high-tech equipment to be used by law enforcement agents in undercover
operations, provided that any such purchase shall be in compliance with regulations
established by the Department of Finance and Administration.

(xx) Junior college books for rent. Purchases by community or junior colleges of
textbooks which are obtained for the purpose of renting such books to students as part
of a book service system.



(xxi) Certain school district purchases. Purchases of commodities made by
school districts from vendors with which any levying authority of the school district, as
defined in Section 37-57-1, has contracted through competitive bidding procedures for
purchases of the same commodities.

(xxii) Garbage, solid waste and sewage contracts. Contracts for garbage
collection or disposal, contracts for solid waste collection or disposal and contracts for
sewage collection or disposal.

(xxiii) Municipal water tank maintenance contracts. Professional maintenance
program contracts for the repair or maintenance of municipal water tanks, which provide
professional services needed to maintain municipal water storage tanks for a fixed
annual fee for a duration of two (2) or more years.

(xxiv) Purchases of Mississippi Industries for the Blind products. Purchases
made by state agencies or governing authorities involving any item that is
manufactured, processed or produced by the Mississippi Industries for the Blind.

(xxv) Purchases of state-adopted textbooks. Purchases of state-adopted
textbooks by public school districts.

(xxvi) Certain purchases under the Mississippi Major Economic Impact Act.
Contracts entered into pursuant to the provisions of Section 57-75-9(2), (3) and (4).

(xxvii) Used heavy or specialized machinery or equipment for installation of soil
and water conservation practices purchased at auction. Used heavy or specialized
machinery or equipment used for the installation and implementation of soil and water
conservation practices or measures purchased subject to the restrictions provided in
Sections 69-27-331 through 69-27-341. Any purchase by the State Soil and Water
Conservation Commission under the exemption authorized by this subparagraph shall
require advance authorization spread upon the minutes of the commission to include
the listing of the item or items authorized to be purchased and the maximum bid
authorized to be paid for each item or items.

(xxviii) Hospital lease of equipment or services. Leases by hospitals of
equipment or services if the leases are in compliance with paragraph (1)(ii).

(xxix) Purchases made pursuant to qualified cooperative purchasing
agreements. Purchases made by certified purchasing offices of state agencies or
governing authorities under cooperative purchasing agreements previously approved by
the Office of Purchasing and Travel and established by or for any municipality, county,
parish or state government or the federal government, provided that the notification to
potential contractors includes a clause that sets forth the availability of the cooperative
purchasing agreement to other governmental entities. Such purchases shall only be



made if the use of the cooperative purchasing agreements is determined to be in the
best interest of the governmental entity.

(xxx) School yearbooks. Purchases of school yearbooks by state agencies or
governing authorities; provided, however, that state agencies and governing authorities
shall use for these purchases the RFP process as set forth in the Mississippi
Procurement Manual adopted by the Office of Purchasing and Travel.



