KENNESAW STATE Requests For Bids Through eSource

UNIVERSITY Electronic sourcing and solicitation for obtaining quotes for individual items, services

OFFICE OF FISCAL SERVICES o ) )
and university (state entity) contracts and awarding the contract to the lowest

responsive, responsible bidder.

Goods/Services are
requested by Requester via

ePro.

Procurement Issuing Officer If amount is $100,000 or more, Issuing
posts solicitation on the Administrative review: Officer confirms winning bidder is not

Georgia Procurement Registry Notarization, insurance, in default with State of Georgia’s
(GPR) after reviewing it for eVerify, business license, & Department of Revenue — by emailing

completeness. other pre-qualifying them, & printing/attaching copies
documents. showing their status per info on their

Sales Tax Registration Form.

Issuing Officer posts addenda

& Q&A documents to GPR. Issuing Officer confirms winner
is not suspended/debarred Bid Tabulation compiled & sent to
with State of Georgia via the the Requester with recommended
DOAS or SAM. Screenshot is bidder indicated.
Vendor Quotes/Proposals scanned to prove status.
received via ePro for selection
& award.
Requester reviews & approves the
recommendation to award.
A Supplier Authorization Package
No must be submitted (eVerify &
Is the winning Insurance Certificate is included).
bidder an active
vendor with KSU? Yes

Requester or
Department using the
vendor must completea |—»
Contractor Assessment
Form.

Click here for the
i Click here for Georgia ' ' Click here for the Click here for the ' Department of
! Procurement Registry | | Supplier Authorization i | Excluded Parties List | | Administrative Services
i . i i system(sAM) i i (DOAS)

Click here for Georgia
Procurement Manual


https://www.sam.gov/SAM/
http://doas.ga.gov/
https://fiscalservices.kennesaw.edu/accounting/docs/SupplierAuthorizationForm.pdf
http://pur.doas.ga.gov/gpm/MyWebHelp/GPM_Main_File.htm
https://ssl.doas.state.ga.us/PRSapp/
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Contract Exceptions

h

I

Sign three original copies of

Contract
Approval

the final contract & send it to
the Issuing Officer and see

eSource status changed to
awarded.

The Purchase Order (PO) is signed by
appropriate university official.

Up to $50,000:
Issuing Officer
signs PO/
Contract.

$100,000+:
Chief Business Officer or
Controller signs PO/
Contract.

$50,000-$99,999:
Director or Assistant
Director of
Procurement signs
PO/Contract.

Invoice created via
vendor@kennesaw.edu

A University contract file is created. The original contract, PO, and
Notice of Award are filed in the University Contract files. The PO is
placed in a folder and in numerical order in the PO files.

Click here for Georgia
Procurement Registry

Click here for Georgia
Procurement Manual

Click here for the ;
Supplier Authorization |

Click here for the
Excluded Parties List
System (SAM)

Click here for the
Department of ;
i Administrative Services


https://www.sam.gov/SAM/
http://doas.ga.gov/
https://fiscalservices.kennesaw.edu/accounting/docs/SupplierAuthorizationForm.pdf
http://pur.doas.ga.gov/gpm/MyWebHelp/GPM_Main_File.htm
https://ssl.doas.state.ga.us/PRSapp/

