
Purchasing Process Checklist

All purchasing methods below require a signed Purchase Request and a Purchase Order to proceed.

1. Did you first check the following?

❑ Internal Resources/Sheltered Workshops (Correctional Industries/WVARF)
❑ Statewide Contracts

2. What is the purchasing method being used for this purchase?

❑ Open-Ended Agency Contract (ADO)
❑ One-Time Agency Delegated (APO)

❑ Emergency Purchase Order (EPO)

3. Did you follow the WV Purchasing rules for the thresholds and mandatory documentation?

a. BIDS:

● $0.00 to $5,000.00: No bids required.  Competition is always encouraged.

● $5,000.01 to $20,000.00: Three (3), or more, bids documented on a WV-49 Verbal Bid Quotation Form.  

Written bids/phone bids/paper quotes must be attached with the WV-49 to be submitted with the 

Purchase Request.

● $20,000.01 to $50,000.00: Requests for goods or services must be competitively bid through wvOasis 
for a minimum of ten (10) business days.  Requestor must work with Procurement Officer for written 
specifications and establish delivery requirements. Allow time for bidding and award processes.

● $50,000.01+: Must be issued through our Agency Assigned Buyer at Purchasing as a Centralized contract. 
Please allow time for research, specification writing, bidding of a minimum of ten (10) business days, and a 
purchase order or contract award process that involves seven (7) levels of approvals.

b. MANDATORY DOCUMENTATION:

● Certification of Non-Conflict of Interest: Signed by the Procurement Officer and the

Requestor/Evaluator for all purchases exceeding $5,000.00.  This applies for all transaction types 
processed through the Purchasing Division.

● Vendor Registration Compliance Checks - VCUST, SOS STATE, SAM FEDERAL, WV DEBARRED
ALL VENDORS must be a registered vendor with the State of WV and in compliance with the Secretary of 
State, State Tax Department, Unemployment Insurance, and Workers’ Compensation.  If a vendor is not 
registered, have them self-register online at the VSS wvOasis Portal.  Once the vendor has registered and 
appears in wvOasis, you may proceed with submitting the Purchase Request for approval.  PLEASE WATCH 
FOR VENDOR NAME INCONSISTENCIES.

● Waivers:

Certain purchases require a waiver or Pre-Approval (i.e., WV Correctional Industries, OT Approval, and 
Statewide Contracts). These pre-approvals or waivers must be attached to the Purchase Request prior to 
submitting for signature and approval.

c. EMERGENCY PROCUREMENT DOCUMENTATION:
*Immediately document the emergency and notify Section Director and Procurement Officer for further instruction.

d. $0.00 to $5,000.00: No documentation is required to complete an emergency purchase if the contract 
amount falls below this threshold.

e. $5,000.01 to $50,000.00: Agencies will complete emergency procurements at the delegated level under 
this threshold.

https://wvcorrectionalindustries.com/
https://wvarf.org/state-use-program/
http://www.state.wv.us/admin/purchase/swc/default.html
http://www.state.wv.us/admin/purchase/forms.html
http://www.state.wv.us/admin/purchase/forms.html
http://www.state.wv.us/admin/purchase/VendorReg.html


DEFINITIONS:

● Agency Delegated Authority - In accordance with the WV Code and Code of State Rules, the Purchasing Division has

delegated the ability to process procurements at certain dollar thresholds to state agencies. This means that state

agencies can make purchases of commodities or services in the amounts under the applicable thresholds without

processing a formal requisition through the Purchasing Division. (A vs. C documents)

● Centralized Purchasing Authority – All requisitions for commodities and services exceeding the agency’s delegated

threshold must be submitted to the Purchasing Division using wvOasis for central competitive bidding.

● ACT – Agency Fixed Term Contract (i.e. trash removal contract with 12 fixed monthly payments)

● ADO – Agency Delivery Order – A written order to a vendor against a master agreement (Agency or Centralized) or a

Statewide Contract.

● Aggregate Spend – The total amount spent per vendor for the same or similar commodity or service within a Fiscal

Year (12-month period).

● AMA – Agency Master Agreement – A master agreement is an award document for defined goods and/or services

which covers a period in which all terms, conditions, and prices are specified with the exception of quantity.

● ARFQ – Agency Request for Quotation for purchases $20,000.01 to $50,000.00. This method can be used for

purchases under $20,000.00 by request. Solicitations must be posted and competitively bid for a minimum of ten (10)

business days through wvOasis.

● ASSD – Agency Sole Source Determination/Direct-Award is a procurement method that allows a contract to be issued

to a vendor without competitive bidding when circumstances allow.

● APO – Agency Purchase Order - For one-time purchases under $20,000.00.

● Bid Opening – This is the date on which responses are opened for a solicitation.

● CDO – Centralized Delivery Order (Only used for abatement services).

● Bid Closing - This is the date after which responses are no longer accepted for a solicitation.

● CCT – Centralized Fixed Term Contract (Sometimes used for grant monitoring projects or construction.)

● CMA – Centralized Master Agreement – May be Open-End or Fixed Amount.

● CPO – Centralized Purchase Order - For one-time purchases over $50,000.00.

● CRFQ – Centralized Request for Quotation for purchases $50,000.01. Must be posted and competitively bid for a

minimum of ten (10) business days through wvOasis and is posted by the agency’s assigned Buyer at the WV

Purchasing Division.

● CSSD – Centralized Sole Source Determination/Direct-Award. Direct-Award is a procurement method that allows a

contract to be issued to a vendor without competitive bidding when special circumstances allow.

● Commodity – Supplies, materials, equipment, and any other articles or things used by or furnished to a department,

agency or intuition of state government.

● Compliance Checks – State code mandates that a vendor be licensed and in good standing in accordance with all state

and local laws and requirements by any state or local agency of WV, including, but not limited to, the WV Secretary of

State’s Office, The WV Tax Department, WV Insurance Commission prior to being awarded a contract.

● Certificate of Insurance - Vendor insurance is a vital part of the procurement process. It ensures the vendor is

responsible for its own acts of negligence or for a contract violation, rather than the state. A Certificate of Insurance is

required prior award, or prior to any contract renewal, when applicable.

● Change Order - A change order is used when it becomes necessary to amend, clarify, change, or cancel purchasing

documents issued by the Purchasing Division. A change order is required whenever the change affects the payment

provision, time for completion of the work, and/or the scope of the work.

● Certificate of Non-Conflict – Requires all evaluators of solicitations, despite the type of transaction, to agree that no

parties involved have conspired with the vendor to award a purchase order or contract.

● Detailed Activity - For use with specific grant or federal funding.

● Function – Special allotment for funding.

● Funding – Object/Sub-Object – Used to track specific funding linked to commodities to run financial reports.

● Program/Program Period/Function – Used for grant funding or other special funding.

● Pcard – State Purchasing Credit Card

● SWC – An open-end contract issued by the Purchasing Division and made available to all state agencies to purchase

frequently used commodities and services.

● SOS – Secretary of State

● Internal Resources/Sheltered Workshops/SWAM – Resources provided by the state (i.e. Surplus, Correctional

Industries (WVCI), WV Rehabilitation Facilities (WVARF),

● wvOasis – An enterprise resource planning (ERP) system used by the state of WV to process all financial transactions,

including procurement.



SECTION 9: LIST OF COMMODITIES AND 

SERVICES IDENTIFIED AS IMPOSSIBLE TO 

BID 

Impossible to Bid List Creation: The Director of the Purchasing Division has the authority to 

exempt transactions from competitive bidding requirements provided that the director determines 

such exemptions to be in the best interest of the state. The Director is also authorized to recognize 

that certain commodities and services are impossible to obtain through competitive bidding and make 

a list of those commodities and services. See W. Va. CSR§ 148 -1-4.1. In accordance with that 

authority, the Director has identified those items that cannot be competitively bid in this List of 

Commodities and Services Identified as Impossible to Bid (hereinafter "Impossible to Bid List") shown 

below. 

A spending unit may request that commodities or services be added to the Impossible to Bid List by 

completing and submitting a WV-67 form entitled "Section 9 Impossible to Bid List Addition Request 

Form." Pursuant to W. Va. CSR§ 148-1-4.1, A spending unit's request to add commodities and 

services to the list must be accompanied by written justification and an explanation of why 

competitive bids are not possible. That information must be included on the WV-67 form . .  

Competitive Bidding Not Required: Spending units may purchase the commodities and services 

on the list directly from the vendor and are not required to have contracts for the purchase of those 

items approved by the Purchasing Division unless otherwise noted below with the applicable item. 

Documentation Requirements: Even though competitive bidding and Purchasing Division approval 

are not required for most Impossible to Bid List procurements, the spending unit must continue to 

follow documentation requirements associated with the applicable spend threshold and obtain 

applicable third-party approvals, unless otherwise noted below with each item. For example, all 

vendors must complete vendor registration with the Purchasing Division and Secretary of State's 

Office; perform vendor compliance checks, such as vendor debarment and workers compensation; 

and obtain fleet-, CIO-, or other third-party approvals necessary prior to completing any Impossible to 

Bid transaction. The use of a purchase order is required on all purchases over $5,000, and spending 

units must continue to submit contracts to the Attorney General's office for approval, as to form, in 

accordance with that Office's requirements. 
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13. Railroad Car Hire Fees: This item includes national association fees required from all railroads

to monitor the location and use of railroad cars for the owners.

14. Resale Items: This item includes items that are acquired specifically for resale by the state

agency to the general public that should be selected on the basis of quality and delivery

constraints due to customer demand.

15. Investigative Services; Subject Matter Experts and Witnesses for Administrative Hearing

and Legal Proceedings: This item includes obtaining investigative services and the services of

a subject matter expert or witness that is intended to help prepare for, or will be utilized in,

administrative or legal hearings/proceedings. This item does not include agency consulting

services or former employees retained by their agency or hired by another agency.

16. Subscriptions and publications: This item includes newspapers, textbooks and publications -

electronic and hard copy - purchased directly from the publisher.

17. Training Activities: This item includes lecturers, honorariums, copyrighted test and training

materials, test monitors/examination proctors, and registration fees, where competition is not

available.

18. Utilities Regulated by the Public Service Commission: This item includes natural gas, water,

sewage, electric, telephone, garbage, cable television service, connection fees, trash hauling

and dumpster rental [if only one PSC approved hauler is in the area]. This item does not include

propane gas, coal and satellite television, all of which must be competitively bid.

19. Department of Agriculture: Approved items for the West Virginia Department of Agriculture

include purchase of livestock, the acquisition of bees for repopulation purposes and commodity

processing services for USDA donated foods.

20. Court Ordered Payments: This item includes court order payment. A copy of the court order

must be maintained in the agency file, unless sealed and restricted by the respective judge. If

the order is sealed and restricted, an explanation must be maintained in the agency file

referencing the court order. Court ordered payments are exempt from all documentation

requirements listed above but spending units should comply with those requirements where

possible.

21. Intellectual Property: This item includes the West Virginia Lottery's purchase of licenses to

intellectual property, such as copyrighted or trademarked material, for creative use in the
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