Office of State Procurement Updates

News You Can Use
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Topics of Discussion

e Discuss ways our Office is trying
to serve you better

e Staying in compliance with the
Code — Model School District
Code Highlights

 Who’s On First? Identifying roles
and responsibilities

—Procedure Manuals | L

e Public Notice / 1/ f
— Sole Sources | s
— Emergency Procurements } | '

— Spending Thresholds
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We’ve been busy...

Last Fiscal Year our office issued a lot of contracts —

462 State Term Contracts: $1,192,170,923.32
297 Agency Contracts: S 783,669,001.25
Total 759 Contracts Awarded: S1,975,839,924.57

We issued 213 Solicitations and Awarded 252 Solicitations

Solicitations Issued

BVB FPB IFB RFP RFQ/RFI Total

9 27 93 80 4 213
Solicitations Awarded

BVB FPB IFB RFP NASPO/Other Total

5 51 84 91 21 252
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We’'ve expanded our offerings...

We issued and awarded 13
Solicitations for completely
new state term contracts
that we have never offered
before.

We made significant
changes/improvements to
most of the other
contracts we resolicited
last year as well.
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Always verify if your needs can be met through
State Term Contracts

Division of
Procurement Services

Home Audit & Certification « Legal « Political Subdivisions + SCBO Training Opportunities «

4 Contact Us
| DisPatcheS Newsletter
2% Energy Independence &
. Sustainable Construction Advisory
Commitiee
Iran Divestment Act

&% Newest Content

§ Public Meeting Notices

State Agency & Local Procurement
Officers
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Goods & Services State Term Contract Updates

* Internal Audit of P-Card Administrators continues

* Please send the following information of your current
administrator(s) and back-up administrator(s) to
Portia Davis at pcard@mmo.sc.gov.

— Name (Last, First)

— Phone

— Email
— Program Administrator or Back-Up Administrator
— Effective Date

— Agency Website
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DisPatcheS Newsletter

Www.procurement.sc.gov
wns Division of
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Procurement Services
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DisPatcheS

Page 2

https://www.procurement.
sc.gov/dispatches

The Now Monthly(!) Statewide Term Contract Town Hall

By Michael Speakmon, CPPO i;ﬂ’ Ay,

The first Town Hall we conducted on March 13, 2023 was a great
success. Ninety-nine people registered for the event and 55 actually
showed up. The first Town Hall was such a hit that we have decided
to make them a monthly event. Based on the conversations we had
during the initial Town Hall, in future events we will be:
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We look forward to seeing you on April 11, 2023!




STC Town Hall Meetings

Next meeting in December
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Training Updates

* Hosting more courses and now offering
free “Lunch & Learn” type Webinars

* New Learning Management System (LMS)

—Allows us to move some courses and
materials on-line

THE DIVISION OF
PROCUREMENT SERVICES

> State Fiscal Accountability Authority




Courses Coming Soon

* NEW - Invitation for Bids course
* NEW - Acquisition Planning & Market Research

* Introduction to the Code
* Contract Administration
* Request for Proposals

* Compendium & Legal Aspects of Procurement

e
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Model School District
Code Highlights




It starts with
knowing who is
responsible for

each step along
-~ the way.

j Abbott & Costello
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Chief Business Official — CBO
Definition

A District employee, above the level of procurement officer and
reporting directly to the superintendent, designated in writing by
the Superintendent as having primary management
responsibility for District business operations or finance.

Unless otherwise provided by the Superintendent, the CBO shall
also serve as the "Chief Procurement Officer (CPO)."

The name and official District title of the person currently
serving as the District’s CBO must be published in the internal
procurement procedures issued pursuant to Section 540.
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Chief Procurement Officer — CPO
Definition

A District employee, above the level of procurement officer,
designated in writing by the Superintendent as having primary

management responsibility for supervising procurement or
disposal by the District.

The Superintendent may provide for the division or sharing of
duties and powers assigned by this code to the chief
procurement officer to more than one person.

The name and official District title of the person currently
serving as the District’s CPO must be published in the internal
procurement procedures issued pursuant to Section 540.
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Approval of

Procurement Procedures

Section 540 (2)

The District shall develop internal procurement
procedures consistent with this code and the
procurement regulations; except, that the
procurement procedures must be approved in
writing by the Superintendent.

DPS website has Procurement Manual Checklist
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Internal Controls

Audits start with a review of the
agency’s most recent internal
procurement operating procedures
manual.

Are controls documented?
Are they effective; i.e., do they reduce
risk to an acceptable level?
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|  PROCUREMENT SERVICES




Agency Procurement Procedures Manual

 Use procurement manual checklist to ensure all
procurement activities are covered

* Document agency’s system of internal controls

* Are effective dates shown? Are revisions dated?

* How are files indexed?

 Record Retention policy? Who will purge?

Develop a standard file index system and
storage location and put it in your manual.
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Procurement Manuals

Provide step-by-step procedures; if automated,
include screenshots

Arrange in the same order as the process
Assign accountability to positions
Cross-reference the Code and Regulation
Reference or link to agency approved forms
Who has approval authority in specific areas?
And is the approval digital?




System Controls

e Some controls are contained in the ERP or other
software.

* These controls may take the form of limits in
amount, workflow to supervisors for approvals,
automatic date capture, authority to print.

* These should be documented in the procedure
manual; otherwise, there may appear to be a
weakness in the system of internal controls.
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Procurement Manuals

 Where do purchase requisitions originate?

* Are they on paper, electronic document, or in
SRM/ERP system?

nat about IT requisitions greater than S50k?

no creates the PO?

no sends the PO to the vendor?

no creates the goods receipt?

nat happens to incomplete orders?

No receives and approves an invoice?

nere?

S sz ==
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Compliance

Risk assessment - understand how your
procedures reduce the risk (inherent risk) to an
acceptable level (residual risk).

Audit procedures - make sure that agency
procurement procedures are sufficient and are

working as planned.
Process improvement — when something goes

wrong, what caused it? Do procedures need to
be changed or clarified? How often?
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Poll Question




Public Notice
Model Comment: Section 10 (4)

This code adopts South Carolina Business
Opportunities (SCBO) as the standard method of
providing public notice regarding contract
opportunities; use of SCBO is mandatory.

Division of
Procurement Services
N

Home Audit & Certification *+ Legal » Political Subdivisio s + SCBO Trai iing Opportunities

. ”

Home = South Carolina Business Opportunities = SCBO Online Edition

South Carolina Business Opportunities

SCBO Online Edition

Welcome to the SCBO Online Edition



Public Notice — Sole Source

Less than or equal to
$50,000 - Advertising is not
required

Greater than $50,000 but
less than or equal to
$250,000 - Advertise in SCBO
for 5 business days

Greater than $250,000 -
Advertise in SCBO for 10
business days




Public Notice — Sole Source

Advertising
Requirements

= Must include the determination
OR how to obtain the
determination immediately upon
request

» Must include a statement of right
to protest




fl) Sole Source Procurement ,P
H FAQs H

SCBO Ad size is limited. What if | have too
much information to fit in the ad?

v

Information can be referenced using a link
to a more detailed document within the
SCBO Ad.

* FA THE DIVISION OF
? tte Fiscal Accountability Authority P RO CUREME N T S E RVI C E S




Emergency Contracts
11-35-1570

T & A @

Immediate threat to:
* public health
* welfare
e critical economy & efficiency
e or safety
under emergency conditions
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Emergency Contracts
11-35-1570

K

Notice must contain
a statement of right
to protest

Total potential value of S50K
or more must be posted in
SCBO as soon as practicable
thereafter
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fl) Emergency Procurement ,P
H FAQs H

When advertising in SCBO, what information is
appropriate for the Bid Opening Time & Date
field?

Alam'a

EH

Use the End Date of the Protest Period in the
SCBO Ad.
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Competition Thresholds

Another Internal Control - Based on risk

e SO -510,000 - Fair and Reasonable
* $10,000.01 - $25,000 — 3 Bona Fide Written quotes

e $25,000.01 - S50,000 - Written solicitation of written
guotes, advertised in SCBO

* Greater than $50,000 - Formal sealed bidding, i.e.
|IFB, RFP, BVB, FPB, Reverse Auction —
Must be advertised in SCBO
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Small Purchases

11-35-1550

SMALL PURCHASE PROCEDURES

COMPETITION AND NOTICE REQUIREMENTS

X = Total Potential
Value of
Procurement SCBO Advertisement Required? Bona Fide Written Quotes Required?
Eve i Eve i
COTS | Construction Vhing | o1s | construction® rything
Else Else
X < 510,000¢ Mo MNo MNo Mo Mo No
$10,000 <X < $25,000 Mo Mo Mo Yes=3or | Yes=3or Yes =3 ar
! ! more** more** more**
Mo Mo Yes Yes=3or | Yes=3or Yes—=1aor
525,000 < X < 550,000 more** more** more
SSD,DGD <X < $100,000 Mo Mo Yes Yes —icur Yes — iﬂr Yes—1or
more more more

** If published in SCBO, only one bona fide written quote from a responsible bidder is needed.
https://www.procurement.sc.gov/osp/policy
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Small Purchases

11-35-1550 AWARD AND PROTESTS
X = Total Potential
Value of
Procurement Notice of Award Required?# Protestable?
cOTS - i E\we?l::ing cOTS ~onstruction Ew.-eg;'ﬂng

X <510,000 Mo Mo Mo Mo Mo Mo
510,000 < X = 525,000 Mo Mo Mo Mo Mo Mo
$25,000 < X £ 550,000 Mo Mo Mo Mo Mo Mo
550,000 < X = 5100,000 Yes Yes Yes Yestf Yestt Yestf

MNotes

¥ “The purchasing office must annotate the purchase requisition: ‘Price is fair and reasonable’ and sign.” S.C.
Code Ann. § 11-35-1550(2)(a).

* Procuring agency does not have to but may require bidders to provide bid bonds for projects of $100,000 or
less. Procuring agency must require performance and payment bonds on projects greater than 550,000.

** If published in SCBO, only one bona fide written quote from a responsible bidder is needed.

¥ When required, notice of an award must be communicated to all bidders on the same date award is made.
Any method of communication may be used (Reg. 19-445.2100A(6)).

#* Contract formation is not delayed after notice of award. Purchasing agency does not hawve to wait for the
protest period to expire before allowing the awarded vendor to start performance.
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Learn more at your convenience:

Division of
Procurement Services

Home Audit & Certification + Legal » Political Subdivisions *+ S_80 Training Opportunities

! Courses & Registration
= Webinars

Multi-factor authentication is coming to veE
—m Purchase rivwuiciient Code

% Books

1] _
Contact Us

DlsPatcheS Newsletter

Energy Independence &
Sustainable Construction Advisory i'_ 1
Committee

Iran Diveslment Act

Newest Content

Publlc Meetlng Notlces

State Agency & Local Procurement
Officers
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Home = Training Opportunities = \Webinars

Webinars

FOIA

Date: Movember 03, 2023
This is the recording for the FOILA presentation that was given by Kimber Craig on October 27, 2023.

[ view webinar |

Additional Items:

= FOIA Shdes
FOLA Transcript

Sole Source and Public MNotice webinar

Date: September 29, 2023
This is a recording of the Sole Source and Public Motice webinar that was presented by Kimber Craig on September 29, 2023.

[ view webinar |

Additional Items:

e Sole Source and Fublic Motice Slides
e Sole Source and Public Motice Transcript

COTS Webinar August 11, 2023

Date: August 18, 2023
This is the recording of the COTS webinar wi

ich was presented by Kimber Craig on August 11, 2023.

[ view webinar |

Additional ltems:

= August 11, 2023 COTS Webinar Slides
« COTS Webinar Transcript
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Any Questions?
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