
 
   

ADJUTANT GENERAL – WEST VIRGINIA MILITARY AUTHORITY PURCHASING CHECKLISTS 
 
The following Checklists are available for you to use.  You will be given copies of each of these 
Checklists to use.  Along with those, you will be given a copy of each of the forms/links listed at the 
bottom of the page to use.  You can save these and bookmark them as one of your favorites.   
 
Some “forms” are updated from Purchasing Division, so it is always wise to check Purchasing’s 
website for newer versions. 
 
 
  ADO Checklist - Used for Statewide Contracts (SWC) & Master Agreements (MA) 
1 Purchase Request (PR) approved by your “authorized” person & “Finance” 
2 Quote from Vendor or Pricing Pages from the Contract 
  
 APO Checklist – Used for Purchase Orders $5,000.01 to $20,000.00 
1 Purchase Request (PR) approved by your “authorized” person & “Finance” 
2 Can your item be purchased from a statewide contract, master agreement, or state use (Correctional 

Industries contract)?  If the answer is no, then you can proceed with obtaining 3 bids 
3 Three (3) bids (can be verbal but should be on a Form WV49 or a printed, or faxed paper) 
4 Oasis page showing the vendor is Good (Print Page) (Registration is VALID/not expired) 
5 WV Secretary of State (WV SOS) for vendor showing the vendor is Good (Print Page) 
6 WV Purchasing Division’s Debarred List must be checked that your vendor is Good (Print Page) 
7 SAM Federal Debarred List must be checked that your vendor is not debarred (Print Page) 
8 Certificate of Non-Conflict for $5,000.01 & over (Print Page) 
9 Certificate of Insurance (COI) – is the Vendor going to be on your property?  If yes, then you need 

to provide them with our Terms & Conditions & ask for their COI for $1,000,000 (Print Page) 
  
 6.2.1.6.B a-g on pages 80-81 of Purchasing Handbook 10-2-2023 
B Prior to awarding a vendor a contract, the agency must verify that the vendor is compliant with the 

requirements indicated below and submit with the award for recommendation a list of compliance 
issues that need to be resolved prior to the award of the contract. 

a Purchasing Division Registration:  Vendors must be properly registered with the Purchasing 
Division, which includes having the proper disclosure of information in the wvOasis 
vendor/customer account, such as the Owner/Officer Information & Banking Information listed 
under the “Disclosures” tab, & payment of the annual fee (where required). 

b Workers’ Compensation/Unemployment: Verification of current unemployment fee status and 
Workers’ Compensation coverage is required to ensure the vendor is not in default with Workers’ 
Compensation and Employment Compensation, in accordance with the W.Va. Code § 21A-2-6. 
wvOasis automatically verifies compliance prior to contract award. 



 
   

c Federal Debarment: Verification that the vendor is not debarred by the federal government is re-
quired. wvOasis automatically verifies this federal compliance prior to award.  (SAM)  This needs 
to be a Printed Page. 

d State Debarment: Verification that the vendor is not debarred by the state of West Virginia is re-
quired. The Purchasing Division maintains a list of vendors debarred by the state of West Virginia, 
which may be accessed online at www.state.wv.us/admin/purchase/debar.html. Print Page 

e Secretary of State (SOS): Unless a waiver is obtained from the Secretary of State’s Office, every 
vendor must have a certificate of authority and be in good standing with the Secretary of State’s of-
fice. To search for a business or corporation with the Secretary of State’s Office, visit 
http://apps.sos.wv.gov/business/corporations. Any vendor that cannot be found or shows a status of 
“revoked” or “dissolved” is not eligible for award until the issue is resolved. Agencies must verify 
this compliance manually prior to submitting an award recommendation and include a copy of the 
relevant records in the contract file. Keep in mind that this requirement applies generally to busi-
nesses that operate as separate legal entities and does not apply to sole proprietors and general part-
nerships.  Print Page 

f Other: In accordance with the W. Va. § 148 C.S.R. 1-6.1.e, the vendor must be licensed and in 
good standing with any and all state and local law and requirements. 

g Interested Party Disclosure Form: W. Va. Code § 6D-1-2 requires that vendors submit to the 
agency a disclosure of interested parties for contracts with an actual or estimated value of 
$1,000,000 or more before work on a contract can commence. 

  
  
  
  

           
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.state.wv.us/admin/purchase/debar.html


 
   

 
 
 
 
 
 
 
WV Secretary of State (SOS) – Go to https://apps.sos.wv.gov/business/corporations/  
Type in the Organization field the name of the Vendor you are looking for but put a % sign before & 
after any/all names.  If you can’t find your vendor, use less of the name.  If you know the 
Agent/Owner’s name you can enter it on the second line.   
 
Then, once your search comes up, make sure you check to see that the vendor has not been terminated.  
If they have been terminated, then you should find a valid name that is effective.  See the example 
below.  Once you find the one you want to look at, click on the blue name on the left.  Go to that page 
& print it for your backup for the WV SOS. 
 

https://apps.sos.wv.gov/business/corporations/


 
   

 
 
 
Your WV SOS page will look like this below: 
 



 
   

 
 
 
 
 
WV Purchasing Division’s Debarred List – Go to https://www.state.wv.us/admin/purchase/ for the 
main WV Purchasing Division Purchasing Page.  From there, click on the button for Debarred & 

https://www.state.wv.us/admin/purchase/


 
   

Suspended Vendors list.  Print these pages off & make sure that your vendor that you are using is not on 
this list. 

 
 
Your printed list will look like this: 
 

 
SAM Federal Debarred Check – https://sam.gov/search/ 

https://sam.gov/search/


 
   

If you don’t have an account, you should set one up.  The search function works much better if you 
have an account with them.   
 
After logged in, go to Search, Entity Information, then change “All Words” to “Any Words” & type the 
name of your vendor (or at least part of their name) & hit enter. 
 
This should bring up a screen like this one below: 
 

 
When you have found the one you are looking for, click on the BLUE LETTERING of the Vendor 
name & it will take you to the next page.  The next page will take you to something that will show you 
if they are active or not.  If they are active, it will give you an expiration date.  If your vendor does not 
show up, it is ok, just print out the search.  This shows that they are not in default with SAM. 

 



 
   

 
Any Form with a # like WV-49 can be found on the WV Purchasing Division Page under Forms. 


