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services to directly communicate with the contractor for the purpose of facilitating and
verifying desired performance standards and addressing performance issues. Contract
Administrators are restricted from making any commitment or conducting any negotiations
which may change the scope of the contract or may result in a modified financial
arrangement. Contracting Officers in the Department of Procurement and Contracts are
available to consult with Contract Administrators and must be involved to issue written change
orders, renewals, contract modifications and to formally address substantial performance
shortcomings, non-renewals, and contract terminations.

Contract Administrators, or their supervisors, must notify the Department of Procurement and
Contracts if there is a change in responsibilities, such as leaving the university, or a
reassignment of the contract administrator role. See Chapter 28 for more information on

RADFORD UNIVERSITY _
Page 6 of 60 Revised 7.1.2021


https://vascupp.org/sites/vascupp/files/2020-09/hem.pdf
https://vascupp.org/sites/vascupp/files/2020-09/hem.pdf

l

Ensuring open access to university business and that all procurements are conducted
in a fair and impartial manner with avoidance of any impropriety or appearance of
impropriety

Establishing, reviewing, and approving University contracts and agreements in
accordance with established policies

Ensuring Strategic business development practices to promote Small, Women-owned
and Minority-owned (SWaM) businesses

Maintaining compliance with all laws of the Commonwealth of Virginia

b) University Departments

To ensure that goods and/or services are obtained in the most cost efficient and timely
manner, University departments have the responsibility to:

l

Anticipate departmental needs in advance of the actual delivery requirements to allow
all interested vendors time to fairly and openly compete, if applicable

Utilize the services of SWaM vendors to the maximum extent

Anticipate departmental needs in advance to avoid last minute rush orders as well as
numerous small repetitive orders over a short period of time

Consolidate similar items that can be supplied from one vendor onto a single
requisition

Provide clear and complete specifications on items to be purchased, including the
important features or functional requirements of the items, in addition to the brand
name and model number if applicable

Identify a required delivery date when delivery time is to be a consideration in the
evaluation of bid or proposal responses

RADFORD UNIVERSITY

Page 7 of 60 Revised 7.1.2021



Page 8 of 60


https://law.lis.virginia.gov/vacode/

f  Accept employment from any bidder, offeror or vendor with whom the employee dealt in an
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Chapter 3

Overview for the Procurement of Goods and Services

3.0 Overview for the Procurement of Goods and Services
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3.1 Planning the Procurement

A. Identify a valid need for goods and/or services.

B. Ensure funding/budget is available.

C. Determine availability from existing contracts by contacting the Contract Officer, reviewing
the U
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3.2.2 Small Dollar Purchase Procedures
The Virginia Public Procurement Act allows an Institution of Higher Education to
establish and implement its own small dollar policies and procedures for purchases not
expected to exceed the competitive threshold established by law (currently $200,000).
Radford’s University’s policies and procedures encourage competition to the maximum
feasible degree and provide fair access for vendors to these small dollar purchases.

The following small dollar purchase procedures have been established by Radford
University when acquiring materials, supplies and equipment, printing, or non-
professional services less than $200,000. Procurements made pursuant to these
procedures do not require public bid openings or newspaper advertising of competitively
negotiated procurements unless it is in the best interest of Radford University, but do
require the use of a Certified Small, Women-
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10.

11.

12.

13.

14.

RADFORD UNIVERSITY

. Books, pre-printed materials, reprints and subscriptions (e.g., print or electronic,

pre-recorded audio and video cassettes, compact discs, slide presentations, etc.),
when only available from the publisher/producer.

Library books, electronic magazines, publications and other items for the
Libraries’ collection as per applicable Library acquisition procedures.

Consulting and/or training services associated with academic or research
programs. Total university payments to an individual consultant or consulting firm
should not exceed $50,000 per fiscal year, unless approved by the Executive
Director of Strategic Sourcing or their designee.

Training that is specialized, proprietary, not typically available to the general
public for which competition is generally unavailable, off-site, and requires a
registration fee.

Writers.
Photographers (other than graduation and yearbook photographers).

Advertisements in newspapers, magazines, journals, radio or television, or
billboards.

Utility charges.

Conference fees/course fees/seminars/training sessions/tuition and other
registration fees

Accreditation fees.

Exhibition rental fees for exhibitions of historical artifacts or original works of arts.
(The rental fee may include charges other than the rental of exhibition, such as
transportation costs).

Academic testing, tests and evaluations.

On-Demand renovation and non-capital construction projects not to exceed
$100,000 where the award is made to a single trade vendor or general contractor
that has been pre-qualified by the University through an open solicitation
qualification process. The vendor must meet the requirements to complete the
renovation or non-capital construction project under the timeline and
specifications dictated by the project to ensure the safety of the University and
that ongoing daily operations continue without concern. All such projects will be
overseen by University Facilities Department. All direct awards will be issued by
the appropriate Contracting Officer in the Department of Procurement and
Contracts.

Specialized software that is not already available on campus, but has been
approved by Radford University’s Department of Information Technology Services
(DolT).
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15. Specialized software, website or browser plugins, website or desktop applications
or subscriptions, electronic databases, software-as-a-service (SAAS), mobile
apps for software already purchased and in use at the University. Any and all
software purchases require DolT’s approval before purchasing.

16. Software maintenance contracts for software that has already been purchased
and is in use at the University as approved byDolT.

17. Software site licenses as approved by DolT.
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The Guide to Dollar Threshold table provides departmental procedures for the various dollar

thresholds.

Goods and Services

Departmental Procedures

Purchase Method

Goods and non-
professional services
$5,000 or less

One or more quotes are required for
purchases of goods and services costing
$5,000 or less.

At least one quote should be obtained
from a SBSD certified Small, Minority or
Woman owned business, if available.

Note: Never split orders under any
circumstances in an attempt to keep the
cost under $5,000.

Note: Attempt to locate eVA self-
registered vendors.

eVA Requisition and
Order unless exempt
from eVA.

Attach documentation
electronically to the
eVA purchase
requisition.

Goods and non-
professional services:
*$5,001 to $100,000

(Informal/Small Purchases)

*See Note.

Departments may receive one
guote/proposal from a SBSD certified
vendor.

Departments are encouraged to utilize
established RU contracts or to work with
Procurement and Contracts to find a
cooperative contract or conduct a
competitive procurement.

eVA Requisition and
Order.
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Confirming orders are a violation of procurement procedure and may not be processed.
Confirming orders are those orders placed with a vendor prior to the receipt of an
approved purchase order number.

Departments do not have the authority to sign vendor contracts (e.g. hotel contracts,
maintenance agreements, etc.). See Section 13.0.

3.4 Open Encumbrances

Integration of the purchase order to the Banner Finance system establishes an encumbrance
to the applicable fund/organization/account/program (FOAP). University departmental
designees responsible for departmental budgets must carefully track open encumbrances to
ensure payment to the vendor occurs in accordance with the contract and the
Commonwealth’s Prompt Pay policy, and the purchase order is fully closed and liquidated.
Any discrepancies or irregularities should be reported to the Department of Procurement and
Contracts immediately.

3.5 Construction or Renovation Procurements

State and University procedures require that ALL renovation or construction related
procurements must be reviewed in advance by Facilities Planning and Construction to ensure
compliance with University space planning, safety, and maintenance requirements. Contact
Facilities Planning and Construction for assistance.

3.5.1
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Chapter 4

eVA
Virginia’s Electronic Procurement System
4.0 eVA (electronic Virginia)
4.1 Entering Requisitions in eVA

All requisitions entered into eVA must contain the following information:

1l
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f Lodging or meeting rooms in hotels, conference centers, 4-H centers covered under
contractual agreements. Excludes charges for additional services covered under
contractual agreements.
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Departments are responsible for inspecting and accepting goods or services purchased upon
receipt. This includes, but is not limited to:

I Ensuring conformance to the purchase order and other relevant documents (correct
model number, description, size, type, color, ratings)

Comparing the quantity ordered against the quantity shipped or delivered

Checking for breakage or damage

Confirming the unit of measure

Confirming goods are operable and functional

Confirming order is in conformance with applicable requirements and/or specifications

= =4 —a —a _—_a

The process for receiving services is the same as the process for tangible goods.

Orders must be electronically received in eVA upon delivery to department to
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/content/dam/departments/administrative/policies/TaxComplianceForms/SalesandUseTax_CertificateofExemption.pdf

Unauthorized Purchases

6.0 Unauthorized Purchases

With the exception of written delegated purchasing authority granted to university departments for
goods and/or services (Authority to Contract for Radford University), the Department of Procurement
and Contracts has the sole authority and responsibility to obligate the University for the purchase of
goods and/or services. Failure to comply with this policy may result in loss of departmental
procurement authority. In addition, the individual making the purchase may be held personally and
legally responsible for the financial commitment.
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Chapter 7

Allowable / Non-allowable Expenditures / Personal Reimbursements

7.0 Allowable/Non-allowable Expenditures

All requests for disbursement, whether funded from State, Federal or Local (non-State) sources, must
include documentation to support the purpose of the expenditure. This documentation must attest to
the fact that the expenditure is a business-related expenditure and is reasonable. Individuals
submitting and approving the expenditure for processing are responsible for ensuring that the
expenditure is reasonable, meets all internal and external guidelines and is coded to the proper
Banner accounting code (i.e. FOAP).

A “business-related expenditure” is generally accepted to mean an expenditure that is directly related
to the operation of a functional area (e.g., school, department, administrative area, etc.) in the
fulfillment of its stated mission or objective as part of the University (e.g., instruction, research, public
service, support services, etc.). The term “reasonable” is defined to mean an amount that a prudent
businessperson would expend to obtain that particular good and/or service on behalf of a public
agency of the Commonwealth of Virginia. This also infers that the good and/or service has been
acquired under a competitive procurement process when applicable.

It is the responsibility of person(s) authorized to submit expenditures for processing to ensure the
most efficient and effective use of university financial resources assigned to their area of
responsibility. It is the responsibility of each department’s financial representative to ensure all
expenditures, regardless of funding source, contain appropriate justification as to the reasonableness
of the expenditure and the business-related purpose of the expenditure. Any questions concerning
this policy or questions regarding the reasonableness and/or business purpose of an expenditure
should be directed to the Department of Procurement and Contracts at 540-831-5419.

7.1

RADFORD UNIVERSITY _
Page 27 of 60 Revised 7.1.2021












Chapter 10

Certified Small, Women-owned, and Minority-owned (SWaM) Businesses

10.0 Certified Small, Women-owned and Minority-owned Businesses

The Department of Procurement and Contracts strongly encourages the participation of small, women
and minority owned (SWaM) businesses in the procurement process by actively soliciting bids and
proposals from these businesses. The Department of Procurement and Contracts uses the
information contained in the eVA vendor database and information supplied by the Department of
Small Business and Supplier Diversity (DSBSD) to assist in this endeavor.

Departments are required to obtain a quote or to document an attempt to obtain at least one quote
from a DSBSD certified SWaM business. A listing of DSBSD certified businesses is available on their
website at https://www.sbsd.virginia.gov/.

Each year, Radford University is required to submit a Fiscal Year Annual Procurement SWaM Plan
that includes our goals, processes to attain those goals, and other activities in accordance with the
delegated authority Radford University has been afforded by the Restructured Higher Education
Financial and Administrative Operations Act.

Radford University is held accountable to attain goals specified annually and reported to the Governor
and other legislative stakeholders. The Executive Director of Strategic Sourcing, the Assistant
Director of Supplier Diversity and Business Operations, and the Director of Facilities Planning and
Construction are responsible for ensuring that the University achieves the goals stated in the SWaM
Plan and are dependent on the University community to do its part to include SWaM businesses in
purchasing transactions.

If a department is aware that a business is eligible for DSBSD certification or has made purchases
from a contractor that used a SWaM business as a subcontractor, please provide this inform0000912 0 rcing
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Chapter 11

Purchase Order Changes

11.0 Purchase Order Changes

Any time a change to a purchase order is needed, departments must contact the Department of
Procurement and Contracts to discuss if a formal purchase order change is necessary. If so,
purchase order changes must be initiated by the department through eVA. Change orders do not
integrate to Banner Finance; therefore, the Department of Procurement and Contracts will work with
departments to ensure that purchase order changes are processed correctly and encumbrances are

adjusted accordingly.

An invoice that is within $100 of the original PO amount does not require a change order. The invoice
will be processed and the over/underage will be applied to the appropriate FOAP.
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Chapter 12

Office of the Attorney General

12.0 Office of the Attorney General

All High-Risk contracts must be submitted to the Office of the Attorney General for review and
approval via the Department of Procurement and Contracts. Legal counsel may be able to clarify
meaning, or redraft an agreement so that the terms are legally permitted, counsel’s role is not to
review or approve your underlying business judgments. By law in Virginia, the General Assembly
places this discretion in the sound judgment of the University’s officials. It is incorrect to assume that
a contract approved for legal sufficiency removes economic risk or the individual's authority and duty
to responsibly weigh risk against benefit.

12.1 Procedure to submit a contract or agreement to the Office of the Attorney General

All Contracts or agreements are submitted to the Department of Procurement and Contracts
after being approved by the Division Head in the respective area. The Department of
Procurement and Contracts will work with the Office of the Attorney General to gain legal
sufficiency and approval on procurement contracts.

12.2 Unacceptable Contract Terms

The Office of the Attorney General provided the following summary of forbidden contract
provisions or terms which may be included in a contractor’s proposal or agreement.

1. Requiring the Commonwealth to maintain any type of insurance for its benefit or for the
contractor’s benefit.

2. Requiring or stating that the terms of any contractor’s form agreement shall prevail over
the terms of the Commonwealth’s terms.

3. Requiring the Commonwealth to defend, indemnify or hold harmless the contractor or any
person or entity.

4. Imposing interest charges contrary to that specified by the Code of Virginia or imposing
interest for any period prior to the receipt of contractor’s invoice for payment.

5. Except in the case of agencies of the government of the United States, choosing any
body of law, except the law of the Commonwealth, as the governing law of the contract.

6. Permitting unilateral modifications of any contract by the contractor.

7. Binding the Commonwealth to any arbitration or to the decision of any arbitration board,

commission, panel or other entity except a court of competent jurisdiction located in the

Commonwealth.

Obligating the Commonwealth to pay costs of collection or attorney’s fees.

9. Limiting the lawful remedies of the Commonwealth to seek enforcement or redress for
any violation of statutory, regulatory or common law.

10. Providing a different statute of limitations other than that provided by the laws of Virginia.

11. Limiting the authority/responsibility of the Attorney General of Virginia as set forth in the
statutes of Virginia, or any other official of the Commonwealth of Virginia.

o
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12. Prohibiting the Commonwealth from recovering its lawful damages directly incurred as a
result of any breach of contract. The Commonwealth and the contractor may agree to limit
or eliminate liability for consequential or indirect damages.

13. Imposing any liability or responsibility on the Commonwealth contrary to the laws of
Virginia.

14. Releasing the contractor or any other entity or person from its legal liability for unlawful or
negligent conduct or failure to comply with any duty recognized or imposed by applicable
law.

15. Imposing any obligation on the Commonwealth as a result of any promise, representation
or statement by anyone without the authority to do so.

16. Waiving, directly or indirectly, the sovereign immunity of the Commonwealth of Virginia.
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13.3 Unauthorized Contract Clauses/Provisions

Departments should never agree to any terms which are not understood, or which expose the
University to substantial and indeterminate monetary risk. The Department of Procurement
and Contracts will negotiate with vendors to eliminate objectional contract provisions. If
necessary, the Department of Procurement and Contracts will consult with the Office of the
Attorney General.

If you have a question dealing with a vendor’s contract/agreement terms, contact the
Department of Procurement and Contracts.

13.4 Contract Addendum Form

The Department of Procurement and Contracts provides a “Contract Form Addendum to
Contractor’'s Form” that allows streamlined processes if the vendor agrees to execute the
form. The Contract Form Addendum protects Radford University by allowing both parties to
agree to acceptable terms that have been pre-approved by the Commonwealth of Virginia
Attorney General’s office.

13.5 Contract Files

It is important to maintain departmental files in an appropriate and accessible manner as they
are subject to review
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Chapter 14

University Logos: Trademark Requirements

14.0 University Logos: Trademark Requirements

Radford University has an established trademark licensing program to protect and control the use of
the University's names, marks and official logos. The University licenses only those products or goods
which promote the desired image of Radford University and demonstrate quality and good taste.

University departments are required to use an officially licensed Radford University manufacturer
when ordering items bearing the University's trademarks and have artwork approved by University
Relations or Athletics prior to production (e.g. caps, shirts, gift items, etc.).

To obtain a current listing of licensed manufacturers or additional information about the licensing
program, call University Relations at 540-831-5182.

Items for Radford University Athletics that require use of the University logo and/or the
Highlander image are approved by personnel in University Relations.

For information regarding trademarks and license, see the University Brand Guide .
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Chapter 15

Small Purchase Charge Card

15.0 Small Purchase Charge Card

The Small Purchase Charge Card (SPCC) may be used for official Radford University purchases only
and all purchases must comply with University and State procurement regulations.

Information for the Small Purchase Charge Card program can be located on the Accounting Services
Web Page.
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Chapter 16

Fiscal Year-End Cutoff

16.0 Fiscal Year- End Cutoff

Departments have the responsibility to ensure that requisitions to purchase goods and/or services
which are to be paid from current fiscal year funds are submitted to the Department of Procurement
and Contracts early enough to allow for processing, vendor delivery, and invoice payment prior to
fiscal year close-out deadlines. No absolute date can be established which will guarantee procuring,
delivery, and invoicing prior to the year-end close due to external factors such as product availability
and manufacturing time. Departments should identify a required delivery (and invoicing) date on the
eVA requisition when the vendor's performance in that rees
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Chapter 17

Purchase of Services

17.0 Purchase of Services

State and University purchasing procedures require competition for the procurement of professional
and nonprofessional services when the estimated cost exceeds departmental delegated purchasing
authority. However, if a current contract exists, then that contract should be used.

Services can be categorized as follows:
17.1 Professional Services

These services are specifically defined as the practice of accounting, actuarial services,
architecture, land surveying, landscape architecture, law, medicine, dentistry, optometry,
pharmacy, professional engineering, interior designer and appraisal services. The
procurement of professional services is accomplished by competitive negotiation using a
specific process. Concurrence and/or approval from other State agencies may be required.
Contact the Department of Procurement and Contracts for assistance regarding the
procurement of professional services.

17.2 Nonprofessional Services

All services not listed as professional services are considered nonprofessional services.
Specific procedures and competitive methods are required depending on the dollar value and
the type of service. Departments must determine their specific service needs sufficiently in
advance to allow the Department of Procurement and Contracts adequate time to comply with
the competitive requirements. Contact the Department of Procurement and Contracts as
soon as a need is identified.

17.3 Independent Contractors

For information regarding the definition of Independent Contractor and the Independent
Contractor/Employee Status Certification Form, contact the Office of Policy & Tax

Compliance.
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Chapter 18

Information Technology Hardware/Software Purchases

18.0 Information Technology Hardware/Software Purchases

It is important to note that these procurements are generally all-inclusive and cover the purchase,
lease, lease-to-purchase, and/or rental of hardware or software, software upgrades, maintenance
agreements, computer consulting services, all other information technology related services, and trial
or use.

Often, the purchase of software includes a contract from the software provider. This contract must be
reviewed and approved to ensure that the contract does not contain language unacceptable to the
Commonwealth. These agreements and/or contracts must be signed by a representative in the
Department of Procurement and Contracts.

Radford University’s Department Information Technology Services (DolT) reviews all information
technology hardware/software requests prior to purchase. This is accomplished by the approval
workflow when departments create a purchase requisition in eVA.
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Chapter 19

Acquisition and Leases of Real Property

19.0 Acquisition and Lease of Real Property

Real property is defined as land and improvements, and any rights thereto. Acquisition of real
property, whether by gift, purchase or lease (any duration) is subject to the provisions of the Code of
Virginia as defined in the directives of the Department of General Services, Real Estate Services.

The following requests related to the acquisition of real property should be directed to
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Chapter 20

Printing Purchases

20.0 Printing Purchases

Requisitions created in eVA for printing must use the proper account code of 712150 to allow for
internal approvals and workflow processes. The purchase of printing is governed by specific printing
terms unique to this commodity.

Within the departmental delegated purchasing authority, one (1) verbal or written vendor quotation
may be obtained by the department prior to creating the eVA purchase requisition. Departments
choosing to exercise their delegated purchasing authority should obtain a written quote because of
the technical aspects and complications resulting from printing trade customs.

Departments should also be aware of the standard 10% overrun or underrun clause that usually
applies to printing orders and should account for these accordingly.
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Chapter 21

Purchases of Used Equipment

21.0 Purchases of Used Equipment

Used equipment is defined as equipment that has been previously owned and used and is offered for
sale under "where is, as is" condition. It does not include demonstration or factory rebuilt items
marketed through distribution outlets.

Used equipment purchases less than or equal to $100,000 can be exempted from competitive
purchase procedures. The following must be submitted with the eVA requisition for used equipment
purchases less than or equal to $100,000:

f Complete information describing the item; and,

A written statement from an individual who is technically knowledgeable of the type of
equipment to be purchased verifying the condition of the equipment, its future usefulness, and
that its purchase would be in the best interest of the Commonwealth of Virginia and Radford
University; and,

f Confirmation of fair market value

Used equipment purchases greater than $100,000 will follow the sealed competitive purchase
procedures unless a waiver of competition (
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Chapter 22

Advance Payments

22.0 Advance Payments

The Department of Procurement and Contracts, as a general rule, does not pay for goods/services in
advance. Payment is processed after goods/services are documented as received in eVA and a
proper
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Chapter 23

Proprietary Specification Purchases

23.0 Proprietary Specifications Purchases

Limiting competition to only one brand name is known as a proprietary specification; however,
because of the State's competitive procurement requirements, such requests should be the exception
rather than the rule. A proprietary specification excludes consideration of a proposed "equal to or
better than” item. Proprietary items may be available from several distributors. If so, every effort must
be made to obtain full competition among the distributors which carry the manufacturer’s product.

Proprietary purchase requests that exceed the departmental delegated purchasing limit for goods or
services must contain a written determination for the use of proprietary specifications. This
determination shall be made in advance, in writing on Department of Procurement and Contracts
Form C034-Proprietary or Sole Source Request and Certification, and must be electronically attached
to the eVA purchase request when submitted for electronic approval. All sections of the form
applicable to the proprietary nature of the request must be completed providing all supporting
documentation which clearly demonstrates that only one brand name product meets the user's
requirement and the request can be supported by documentation of fair market value. The user
department's written justification must contain clear, in-depth, accurate and verifiable information
since it becomes a matter of public record.
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Chapter 25

Emergency Purchases

25.0 Emergency Purchases

Even with the best of intentions and planning, emergencies do arise. Emergency purchases will be
processed only when the need for supplies and/or services, if not procured immediately, will cause
serious operational or financial loss or where life and/or property must be protected. The Executive
Director of Strategic Sourcing is required by state law to obtain such competition as is practicable
under the circumstances. Emergency purchases can cover only that which is necessary to cover the
emergency. Subsequent purchases must be made using normal purchasing procedures. In all
emergencies, the requesting department is required to prepare a written determination indicating the
nature of the emergency and the reason for selection of the particular vendor. This written
determination from the requesting department must be included in the procurement file.

Emergency procurements must be publicly posted by the Department of Procurement and Contracts.

Deans/Department Heads should establish a contact in their area to coordinate with the Department
of Procurement and Contracts if emergency purchases are required. These purchases (over $5,000)
must be critical in nature and have the advance approval of the Dean/Department Head. In the event
of an emergency, contact the appropriate Contract Officer in the Department of Procurement and
Contracts for specific guidance and assistance.

If an emergency occurs at a time outside the normal workday (i.e. nights, weekends, holidays), the
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As soon as practical, all supporting documentation to justify and support the utilization of an
emergency purchase must be submitted to the Executive Director of Strategic Sourcing.
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Chapter 28

Contract Administration

28.0 Contract Administration

The Department of Procurement and Contracts is responsible for ensuring all departmental Contract
Administrators are aware of the responsibilities of executing and administering the requirements of a
term contract.

University department heads are responsible for assigning departmental contract administrators for
contracts that have been established for the department’s use. Contract Administrators are the
delegated “owner” of the contract after award and must monitor the Contractor's performance to
ensure the Contractor provides the required goods and/or services in accordance with all of the
applicable terms and conditions of the contract. It is essential that the Contract Administrator notify
the appropriate Contract Officer immediately if there is a problem with a contract.

Contract administration begins with the signing or execution of a contract by an authorized
representative of the University. Only certain employees have been delegated signature authority.
The purpose of contract administration is to ensure that the Contractor performs in accordance with
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28.2 Receipt of Goods and/or Services

Only the eVA account user that created the eVA PR has access to the purchase order to
enter receiving in eVA. The eVA account user must ensure that the individual physically
receiving the goods and/or services maintains a copy of the purchase order/contract and is
fully informed of the requirements of the contract. The inspection of the items or services
received and the completion of the receiving report should be completed as soon as possible,
but no more than three (3) working days after delivery. The receiving date must be the actual
date the goods and/or services were received on campus; not the date on which the receiving
is entered in eVA. The receiving date is used by Accounts Payable to determine actual
payment date for the vendors.

28.3 Over shipments/Overruns

The Contract Administrator should not accept goods in excess of those specified on the
purchase order/contract unless provided for by an authorized purchase change order from the
Department of Procurement and Contracts and should reject any over shipment even after
receipt. In such event, the Contract Administrator must notify the Contractor (or coordinate
with the Department of Procurement and Contracts) that the over-shipment will not be
accepted and unless the over shipment is picked up by the Contractor, it will be returned at
the Contractor’s expense. For purchase orders/contracts for printing, up to 10% overruns and
underruns are generally considered within industry standards, and are therefore, considered
acceptable. Accounting Services will process payment up to ten percent over the purchase
order amount for printing orders only.

28.4 Lost or Damaged Shipments

The Contract Administrator must promptly inspect deliveries for shipping damage or lost
merchandise at the receiving location. All damaged or lost merchandise must be documented
by the Contract Administrator. In such cases, the Contract Administrator must coordinate with
the appropriate Contract Officer to ensure that the damage or lost merchandise is reported
within seven (7) days of receipt and prior to removal from the point of delivery. It is difficult to
determine the correct responsible party for damaged deliveries once the department has
moved the goods to another location or when inspection has not been made in a timely
manner.

The Contractor should make immediate replacement of the damaged or lost merchandise or
be in default of the contract. It is the Contractor’s responsibility to file a claim against the
carrier, if applicable. If damage is to a small quantity and with the approval of the department,
the Contractor may deduct the amount of damage or loss from the invoice to the University in
lieu of replacement. The Contract Administrator must inform the eVA account user not to
complete receiving in eVA for the damaged goods.

28.5 Inspection, Acceptance, and Continuous Monitoring of Performance (including SWaM
Subcontracting Requirements)

The Contract Administrator is responsible for inspecting and accepting goods and services,
and continually monitoring the performance of the contract.
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Chapter 29

Vendor Noncompliance (Complaints)

29.0 Vendor Noncompliance (Complaints)

Departments that encounter problems in dealing with a vendor should contact the Department of
Procurement and Contracts for assistance in resolving the problem. In order for complaints to obtain
prompt attention, the Department of Procurement and Contracts requires the department to complete
the Contractor Noncompliance Form No. C005. This form provides an easy mechanism for
addressing and resolving complaints related to vendor performance. This system aids in resolving
complaints related to:

f Non-delivery;

f  Over/under shipments;

f Delinquent deliveries;

I Improper billing; and

f  Receipt of non-conforming materials or services-failure to perform.

Specific instructions and procedures may be obtained from the Department of Procurement and
56
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Chapter 30

Tips for Dealing with Sales Representatives

30.0 Tips for Dealing with Sales Representatives

Sales representatives from vendors doing business with the University may contact your department
from time to time. These representatives can be a helpful source of information.

Radford University reserves the right to determine if the goods or services offered by a company are
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Chapter 31
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https://vascupp.org/sites/vascupp/files/2020-09/hem.pdf

Level Il or Level Il authority and is intended solely for purchases
valued over $200,000.

PR Purchase Requisition

RFP Request for Proposal, a competitive solicitation process managed
by the Department of Procurement and Contracts to meet the
requirements of the VPPA. This process is used when an award is
not based on price alone and allows for negotiations that are
included in any contract awarded as a result of the solicitation.

SPCC Small Purchase Charge Card. Refer to the Accounts Payable
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31.2 Links for Reference

ARMICS
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https://vascupp.org/sites/vascupp/files/2020-09/hem.pdf
/content/accounting-services/home/accounts-payable.html
/content/dam/departments/administrative/purchasing/UPDATED%20FORMS/Authority_to_Contract_for_Radford_University_Memorandum_9.-4-19.pdf
/content/controller/home.html
/content/policies/home.html
/content/dam/departments/administrative/purchasing/Procurement-Policy/FA-PO-1201ProcurementandContractsPolicy.pdf
/content/dam/departments/administrative/accounting-services/2019_Revised_Small_Purchase_Charge_Card_Procedure-051319.pdf
/content/accounting-services/home/vendor-management.html
https://vascupp.org/sites/vascupp/files/2020-05/vascapp-governing-rules.pdf
https://vascupp.org/
https://www.sbsd.virginia.gov/

