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PREFACE
The University of South Carolina Purchasing Department procures goods and services in accordance with the State of South Carolina Consolidated Procurement Code and Regulations, which is incorporated herein and may be accessed through the SFAA Procurement Services website at https://procurement.sc.gov/
 
CHAPTER 1

1.1	SPENDING AUTHORITY – GOODS & SERVICES

	Campus
Location
	Campus
Level
	Spending Authority
Per commitment, change order or amendment
	Name
	Title

	Aiken
	Senior
	$50,000.00
	Jeff Jenik
Heidi DiFranco
	Business Manager
Business Manager

	Beaufort
	Senior
	$ 10,000.00
	Abby Vaughn
	Business Manager 

	Columbia
	Main
	$ 3,000,000.00 
Goods\Services, Consultant Services and Information Technology

$ 15,000,000.00 
Revenue Generating Management Services


	Clarisa Clark
Vacant
Vacant
Tracy Fountain
Dennis Gallman
Stacy Gregg
Vacant
Ashley Kennedy-Shell
Vacant
Mac Stiles
Lana Widener
	Procurement Director
Procurement  Manager 
Procurement Manager
Program Assistant
Procurement Manager
Procurement Manager 
Procurement Manager
Procurement Manager
Procurement Specialist       Info Systems/Bus Analyst
Program Manager

	Columbia
	Main
	$ 10,000.00
	Vacant
	Administrative Specialist

	Lancaster
	Regional
	$ 2,500.00
	Caleb Morrison
	Business Manager

	Salkehatchie
	Regional
	$ 2,500.00
	Amy Stanley
	Business Manager

	Sumter
	Regional
	$ 2,500.00
	Wendell Prescott
	Business Manager

	Union 
	Regional
	$ 2,500.00
	Michelle Lee
	Business Manager

	Upstate 
	Senior
	$ 50,000.00
	Tammy Cash
Michelle Carrera
	Procurement Manager
Business Manager



Revised 10/2020

1.2 	SPENDING AUTHORITY – CONSTRUCTION

	Campus
Location
	Spending 
Authority
	Name
	Title

	Columbia
	$ 4,000,000.00 Construction Contract Award

$ 500,000.00 
Construction Contract Change Order

$ 100,000.00 
Architect/Engineer Contract Amendment


	Kristen Moss
vacant
Kathleen Alley
Hatice Hikmet
vacant
Michelle Robinson
	Procurement Manager
Procurement Manager
Procurement Specialist
Procurement Specialist
Procurement Specialist
Procurement Manager


Revised 1/2020
1.3	AUTHORITY
The Board of Trustees of the University of South Carolina has vested the authority and responsibility for procurement with the Chief Financial Officer and the Associate Vice President & Chief Procurement Officer.
In accordance with the South Carolina Consolidated Procurement Code the Chief Financial Officer and the Associate Vice President & Chief Procurement Officer has delegated the authority and responsibility for procurement to the Director of Purchasing.
It is the policy of the University to conduct all procurement transactions in accordance with the South Carolina Consolidated Procurement Code. It is the responsibility of Purchasing to assure the University of South Carolina Administration and the Board of Trustees that all procurement transactions are conducted in the legal, ethical, and professional manner, which is in compliance with the statutes and regulations governing such actions.  University Purchasing is authorized to make commitments against University accounts for these purposes upon receipt of a duly completed purchase requisition.  The responsibility for assuring availability of funds and for justifying the need for the purchase is vested with department heads.

1.4	DELEGATION OF PROCUREMENT AUTHORITY TO REGIONAL CAMPUSES
Delegation of procurement authority was granted to the two 4-year campuses Spring of 1991.  The amount has increased as the South Carolina Consolidated Procurement Code is modified.  The amount was increased in October of 1999 to $10,000 and increased in 2007 to $50,000.  A third campus (Beaufort) was accredited as a four-year college in 2004.  Delegation of procurement authority was granted in 2016 up to $10,000.  Purchasing monitors procurement activity in these areas by periodic review of computer printouts of purchase orders issued and supporting documentation.  This activity is also subject to audit by the University of South Carolina’s Internal Auditors and Auditors from the Division of General Services Audit and Certification.

1.5 	MISSION STATEMENT
University Purchasing was established to serve and support the entire University in the procuring of goods/services, information technology, consultant services, and construction.  The Purchasing Office is responsible for approving all requisitions and ensuring that all procurement transactions are conducted in a legal, ethical, and professional manner in compliance with the South Carolina Consolidated Procurement Code for goods/services, information technology, and consultant services.  The Manual for Planning and Execution of State Permanent Improvements Part II is used for all Construction procurement transactions.
The goals and objectives of the Purchasing Office include the following:
· To serve the University departments in a responsive and responsible manner.
· To provide the maximum return on University expenditures.
· To ensure all awards are made without favoritism.
· To procure goods and services and construction using procurement techniques which result in the most efficient, economical, and responsible purchase. 
· To maintain thorough documentation of all purchasing activities.
· To monitor vendor performance and maintain a good working relationship with vendors.
· To accurately fulfill reporting requirements mandated by the State, the South Carolina Consolidated Procurement Code, the Manual for Planning and Execution of State Permanent Improvements – Part II for Construction and the University of South Carolina Policies and Procedures.
· To support the development of the University of South Carolina Purchasing staff.

1.6 	SOUTH CAROLINA CONSOLIDATED PROCUREMENT CODE
It is the intent of the Purchasing Department of the University of South Carolina to adhere to and abide by the South Carolina Consolidated Procurement Code and the subsequent Regulations.  The Code and Regulations are maintained in the office of each University of South Carolina Purchasing Officer.  Whenever a question arises regarding what is the proper way to handle a particular situation, the Purchasing Officer should consult the appropriate sections of the Procurement Code and Regulations for final authority.  If further clarification is required Purchasing Officer contacts Chief Procurement Officer.


1.7	MANUAL FOR PLANNING AND EXECUTION OF STATE PERMANENT IMPROVEMENT, PART II
It is the intent of the Facilities Construction Purchasing Department of the University of South Carolina to adhere to and abide by the Manual for Planning and Execution of State Permanent Improvement, Part II.  The Manual for Planning and Execution of State Permanent Improvement, Part II, are maintained in the office of each University of South Carolina Facilities Construction Purchasing Officer.  Whenever a question arises regarding what is the proper way to handle a particular situation, the Purchasing Officer should consult the appropriate sections of the Manual for Planning and Execution of State Permanent Improvement for final authority.

1.8 	ETHICS
The University of South Carolina Purchasing Department adheres to the following Code of Ethics:

1. To adhere to and be in compliance with the South Carolina code of Laws Title 8, Public Officers & Employees, Chapter 13, Ethics, Government Accountability, and Campaign Reform Act of 1991. 

2. To adhere to the University of South Carolina Ethic’s policy.  

3. Give first consideration to the objectives and policies of my institution. 

4. Strive to obtain the maximum value for each dollar of expenditure.

5. Refuse personal gifts or gratuities.

6. Grant all competitive suppliers equal consideration insofar as state or federal statute and institutional policy permit.

7. Conduct business with potential and current suppliers in an atmosphere of good faith, devoid of intentional misrepresentation.

8. Demand honesty in sales representation whether offered through the medium of a verbal or written statement, an advertisement, or a sample of the product.

9. Receive consent of originator of proprietary ideas and designs before using them for competitive purchasing purposes.

10. Make every reasonable effort to negotiate an equitable and mutually agreeable settlement of any controversy with a supplier; and/or be willing to submit any major controversies to arbitration or other third party review, insofar as the established policies of my institution permit.

11. Accord a prompt and courteous reception insofar as conditions permit to all who call on legitimate business missions.

12. Cooperate with trade, industrial and professional associations, and with governmental and private agencies for the purposes of promoting and developing sound business methods.

13. Foster fair, ethical and legal trade practices.


1.9  UofSC CERTIFICATION 
PROCUREMENT AREA					AMOUNT PER COMMITMENT/CONTRACT
Supplies and Services					$3,000,000 per commitment *
Information Technology				$3,000,000 per commitment *
Consultant Services					$3,000,000 per commitment *
Construction Contract Award 			$4,000,000 per commitment **
Construction Contract Change Order  		$500,000 per change order
Architect/Engineering Contract Amendment 	$100,000 per amendment
Revenue Generating Management Services 		$15,000,000 Per commitment 
* The total potential purchase commitment whether single year or multi-term contracts are used. Certification levels were approved and increased October 23, 2018.
**Construction certification applies only to acquisitions by competitive sealed bidding using a design-bid-build project delivery method. Alternate Delivery Methods in accordance with the Manual for Planning and Execution of State Permanent Improvement Projects, Part II, is required, and chaired by the Office of State Engineer.

Agency Certification explained here https://procurement.sc.gov/doing-business/agency-cert 

Revised 11/2018

CHAPTER 2
2.1 	PROCUREMENT PLANNING

In order to ensure complete compliance with all aspects of the South Carolina Procurement Code and to allow for proper procurement procedures, the following guidelines are offered:

$      0.01 to $ 10,000.09	1-3 days  
$ 10,001.00 to $ 50,000.00	10-21 days
$ 50,001.00 and over 	21-60 days	
Contracts in excess of $100,000.00 require an additional 10 day Intent to Award period before the purchase order can be issued
 $1,000,001.00 (IT) and over 	Minimum of 60 days 
and must be handled by State Procurement unless otherwise dictated by SFAA, State Fiscal Accountability Authority
		
Every effort should be made by the person(s) requisitioning goods and services to anticipate their needs to meet the above time frames.  Emergency procurements, as defined by the Code will be handled as expeditiously as possible, to include the competitive bidding process whenever feasible.

2.2 	INFORMATION TECHNOLOGY MASTER PLAN
Procurements over $50,000 for Information Technology goods and services will be sent to the University Technology Services (UTS) for review.  UTS will create an application and submit to the State IT Planning for approval.
Following review and approval of the IT Plan application by IT Planning, the required items shall be procured in compliance with the South Carolina Procurement Code up to the certification limit of the University.
All Information Technology procurements above the certification limit of the University shall be forwarded to the Office for Information Technology Planning for approval and then sent to Materials Management Office for processing.


2.3 	UNIVERSITY OF SOUTH CAROLINA MINORITY BUSINESS ENTERPRISE PLAN
I.	INTRODUCTION
The South Carolina Consolidated Procurement Code contained in Sections 11-35-10 et seq. of the South Carolina Consolidated Procurement Code, as amended, requires that all State agencies formulate a Minority Business Enterprise Utilization Plan ("MBE Plan").  The MBE Plan is designed to ensure that minority businesses are offered the opportunity to participate fully in the overall procurement process of the University of South Carolina.

II.	POLICY STATEMENT    
At its duly authorized and scheduled meeting on December 11, 1981, the Board of Trustees of the University of South Carolina adopted the following policy statement in accordance with Section 11-35-10 et seq. of the Code of Laws of South Carolina (1976), as amended:
The University of South Carolina believes that it is in the State's best interest for minority businesses to fully participate in all phases of the procurement process.  The University of South Carolina will utilize its best efforts towards assisting minority businesses with the State's policies and programs which are designed to promote balanced economic and community growth throughout the State.
The University of South Carolina wishes to ensure that those businesses owned and operated by minorities are offered the opportunity to fully participate in the overall procurement process of the State.  Efforts will be directed towards establishing procedures designed to result in awarding contracts and subcontracts to minority businesses in order to enhance minority capital ownership, overall State economic development and reduce dependency on the part of minorities.

III.	DEFINITIONS
The definitions utilized in the Plan are contained in Code Section 11-35-5010
(1)	Minority Person means a United States citizen who is economically and socially disadvantaged.
(a)	Socially disadvantaged individuals means those individuals who have been subject to racial or ethnic prejudice or cultural bias because of their identification as members of a certain group, without regard to their qualities.  Such groups include, but are not limited to, Black Americans, Hispanic Americans, Native Americans (including American Indians, Eskimos, Aleuts and Native Hawaiians), Asian Pacific Americans, and other minorities to be designated by the board or designated agency.
(b)	Economically disadvantaged individuals means those socially disadvantaged individuals whose ability to compete in the free enterprise system has been impaired due to diminished capital and credit opportunities as compared to others in the same business area who are not socially disadvantaged.
(2)	A socially and economically disadvantaged small business means any small business concern which:
(a)	At a minimum is fifty-one percent (51%) owned by one or more citizens of the United States who are determined to be socially and economically disadvantaged.
(b)	In the case of a corporation, at a minimum, fifty-one percent (51%) of all classes of voting stock of such corporation must be owned by an individual determined to be socially and economically disadvantaged.  
(c)	In the case of a partnership, at minimum, fifty-one percent (51%) of the partnership interest must be owned by an individual or individuals determined to be socially and economically disadvantaged and whose management and daily business operations are controlled by individuals determined to be socially and economically disadvantaged.  Such individuals must be involved in the daily management and operations of the business concerned.

IV.	MBE LIAISON OFFICER
Venis Manigo, Director of Purchasing, has been appointed MBE Liaison Officer for the University of South Carolina.  All matters pertaining to the use of minority contractor and subcontractors shall be directed to the Liaison Officer.  The MBE Liaison Officer will report directly to Helen Zeigler, Associate Vice President for Business Affairs. MBE Coordinator will report directly to the Director of Purchasing.

V.	DUTIES OF THE MBE LIAISON OFFICER
Code Section 11-35-5240 
Regulation 19-445-2160 Assistance to Minority Businesses
(1)	Maintain all records and reports.
(2)	Develop, manage and implement the MBE program on a day-to-day basis.
(3)	Establish and maintain a directory of minority firms who wish to do business with the State.
(4)	Disseminate information on available business opportunities so that MBEs are provided an equal opportunity to bid on services, supplies and construction to be procured by the agency.
(5)	Establish and maintain records on the number of Invitations for Bid ("IFB") and Request for Proposals ("RFP") sent to minority firms, answers received, and contracts awarded when applicable to the dollar procurement limit of the agency.

VI.	ASSISTANCE TO SMALL AND MINORITY BUSINESSES
(1)	Referral Service
The University of South Carolina, in an effort to assist small and minority businesses, will maintain a reference file of federal, state and other organizations that provide assistance to small and minority businesses.  All reference information will be made available to all minority firms who desire any assistance.
(2)	Progress Payments
Code Section 11-35-5250
Under certain conditions special provisions for progress payments to minority firms may be made on a monthly basis or upon completion of a stated percentage of the contract.  
(3)	Letter of Contract Award
Upon request, when a certified minority firm receives a contract with University of South Carolina, the procurement officer shall furnish a letter stating the dollar value, the duration, payment schedule, and other information concerning the contract, which may be used by the certified minority firm to negotiate lines of credit with a lending institution.
(4)	Subcontracting Taxation
Title 12 – Taxation, CHAPTER 6, Section 12-6-3340 (2013) 
**this appears to be updated in 2018
The University of South Carolina will, through its contract documents require whenever possible general contractors to utilize minority subcontractors on its new construction projects as these projects are approved and funded for construction.  Firms with state contracts that subcontract with minority firms shall be eligible for an income tax credit equal to four percent (4%) of the payments to minority subcontractors for work pursuant to a state contract.  To be eligible for the four percent (4%) income tax credit, subcontracting firms must be certified by the Small and Minority Business Assistance Office as a minority firm.  Information pertaining to the income tax credit can be obtained from the South Carolina Tax Commission or the Small and Minority Business Assistance Office.  The credit is limited to a maximum of fifty thousand dollars annually.  A taxpayer is eligible to claim the credit for ten taxable years beginning with the taxable year in which the credit first claimed.  After the above ten taxable years, the taxpayer is no longer eligible for the credit regardless of whether or not the taxpayer claimed the credit in a year subsequent to the year in which the credit was first claimed.   	
(5)	MBE Goals
In order to foster effective broad-based competition for public procurement within the free enterprise system, the University of South Carolina's goal is to ensure fair and equitable treatment of all persons who deal with the University of South Carolina procurement system of South Carolina. Certified minority businesses will be solicited for participation in the overall procurement process of the University.  The University's goal is that ten percent (10%) of the total controllable budget expended by the University for procurement of supplies, services and construction may be directed towards minority vendors.  

VIII.	CERTIFICATION AS A MINORITY FIRM
Business firms seeking certification as a minority business should contact the Governor's Office of Small and Minority Business Assistance, Edgar A. Brown Building, 1205 Pendleton Street, Columbia, South Carolina 29201.  

IX.	FISCAL YEAR REPORTING PROCEDURES
(1)	The Minority Business Enterprise Utilization Plan shall be submitted to the Office of Small and Minority Business Assistance no later than July 30 annually. 
(2)	Fiscal reports will be submitted quarterly so as to arrive at the Office of Small and Minority Business Assistance no later than thirty (30) days after the end of each fiscal quarter.  The Office of Small and Minority Business Assistance shall provide the format for the quarterly report.
(3)	Annual reports will be submitted to reach the Office of Small and Minority Business Assistance no later than thirty (30) days after the end of the fiscal year.  The format for the annual report shall be developed by the Office of Small and Minority Business Assistance.
 	Regulation 19-445-2160  Assistance to Minority Businesses


CHAPTER 3	
3.1 	COMMITMENTS 
The Director of Purchasing or his/her designee are the only individuals authorized by the Associate Vice President for Business Affairs to make commitments for goods/services necessary for the operation of the University.  Commitments are made in accordance with requisition ordering procedures.

3.2 	AUTHORIZED SIGNATURES
Purchase Requisitions and any Advanced Payment Requests received by Purchasing must have authorized approval signature as designated by the submitting Department or College. 
 Purchasing-Approval of Purchase Requisitions
All purchase requisitions are initially set up with the proper approval process through workflow in PeopleSoft database system.  

3.3 	FUND AVAILABILITY
It is the responsibility of the using department to determine the availability of funds for purchases.  Purchasing will process all properly executed requisitions under the assumption that funds have been certified available by the department.

3.4 	STANDARDIZATION
It is University’s practice and the responsibility of the Purchasing Office to develop, to the greatest practical extent, a program for standardization of selected items in common use with the University in order to assure the most economic handling and distribution and the most efficient procurement procedures.  Bids and solicitations are intended to foster competition among all vendors including minority businesses.

3.5 	PUBLIC RELATIONS
University Purchasing strives to maintain good public relations in all of their contacts with the departments, which they serve, with the vendors, and with the public.  To attain the desired end, this division must maintain a position of confidence by assuring fair and equitable treatment at all times so that the interests of all parties are properly protected.
3.6 	CORRESPONDENCE WITH VENDORS
It is University of South Carolina’s practice that contact and/or correspondence with vendors, which affect prices, terms, and conditions pertaining to purchases will be carried out by the Purchasing Office.  Direct correspondence by faculty and staff is appropriate on all other subject matter, such as availability of specified requirements, technical information, requests for literature, etc.

3.7 	INTERVIEWS WITH VENDORS
To eliminate unnecessary interruptions to the University staff, it is University practice to receive vendor sales representatives at the Purchasing Office.  In the event that a member of the University staff desires to discuss his requirements with a sales representative, or if in the opinion of the University buyer a discussion would be pertinent, arrangement will be made for such a discussion at the convenience of the staff member.

3.8 	PERSONAL PURCHASES
Purchasing does not enter into any negotiations or become involved in any transaction for the purchase of anything for the personal use of University staff.  Certain items, which may be classified as personal accessories or expenses of a personal nature, are considered to be inappropriate use of University funds and, as such will be disallowed.

3.9 	DISCLOSURE OF PROCUREMENT INFORMATION
Regulation 19-445.2005
Internal Procurement Procedures; Procurement Manual and Procurement Records.  
Procurement Manual.  All governmental bodies shall develop and maintain an internal procurement procedures manual and forward a copy, and any revisions, of such to the Materials Management Officer.
Procurement Records.  Each governmental body must maintain procurement files sufficient to satisfy the requirements of external audit.
Regulation 19-445.2010
(1) If requested in writing by an actual offeror prior to final award, the responsible procurement officer shall, within ten days of the receipt of any such request, make documents directly related to the procurement activity not otherwise exempt from disclosure, available for inspection at an office of the responsible procurement officer.
(2) Prior to the issuance of an award or notification of intent to award, whichever is earlier, state personnel involved in an acquisition shall forward or refer all request for information regarding the procurement to the responsible procurement officer. The procurement office will respond to the request.
(3) Prior to the issuance of an award or notification of intent to award, whichever is earlier, state personnel involved in an acquisition shall not engage in conduct that knowingly furnishes source selection information to anyone other than the responsible procurement officer, unless otherwise authorized in writing by the responsible procurement officer. “Source selection information” means any of the following information that is related to or involved in the evaluation of an offer (e.g., bid or proposal) to enter into a procurement contract, if that information has not been previously made available to the public or disclosed publicly: 
a. Proposed costs or prices submitted in response to an agency solicitation, or lists of those proposed costs or prices, 
b. source selection plans, 
c. technical evaluation plans, 
d. technical evaluations of proposals, 
e. cost or price evaluations of proposals, 
f. information regarding which proposals are determined to be reasonably susceptible of being selected for award, 
g. rankings of responses, proposals, or competitors, 
h. reports, evaluations of source selection committees or evaluations panels, 
i. other information based on a case-by-case determination by the procurement officer that its disclosure would jeopardize the integrity or successful completion of the procurement to which the information relates. 
(4) Throughout the competitive sealed proposal process, state and non-state personnel with access to proposal information shall not disclose either the number of offerors or their identity, except as otherwise required by law.
(5) Prior to the issuance of an award or notification of intent to award, whichever is earlier, the procurement officer shall not release a proposal to a person without first obtaining from that person a written agreement, in a form approved by the responsible chief procurement officer, regarding restrictions on the use and disclosure of proposals.  Such agreements are binding and enforceable. 
(6) The release of a proposal to non-state personnel for evaluation does not constitute public disclosure or a release of information for purposes of the Freedom of Information Act.
(7) Except as prohibited by law, and subject to R.19-445.2200, state contracts may include clauses restricting the state's release of documents and information received from a contractor if those documents are exempt from disclosure under applicable law.

CHAPTER 4	
4.1	SMALL PURCHASES FOR NON-CONSTRUCTION GOODS AND SERVICES
Code Section 11-35-1550
$0.01 - $10,000.00		
Buyer, upon election, may solicit only one source provided requisition is annotated “Price is Fair and Reasonable”.  Such purchases shall be distributed equitably among qualified suppliers.  When practical, a quotation will be solicited from other than the previous supplier prior to placing a repeat order.

$10,001.00 - $50,000.00	
Written solicitation of written quotations bids, or proposals must be made for a small purchase over ten thousand dollars but not in excess of fifty thousand dollars.  The procurement must be advertised at least once in the South Carolina Business Opportunities publication.  The award shall be made to the lowest responsive and responsible bidder.
The “Request for Quotation” may be utilized by the buyer regardless of amount to confirm prices, delivery, availability, and to obtain maximum competition.  Commitments made under Small Purchases are not subject to protest per Code Section 11-35-1550 (3).  

SMALL PURCHASES UNDER $10,000.00
Small purchases under $10,000.00 for commodities and services shall be accomplished as stated in Code Section 11-35-1550(2).
The following procedures become part of the policies and procedures manual:
· Buyers who request written request for quotes under $10,000.00, which have a precise deadline must be accepted prior to the deadline.  Late quotes are not to be considered in award decisions regardless if they are the lower bidder.
· The award shall be made to the lowest responsive and responsible source.  If the lowest bidder is not awarded the purchase order, a written explanation must be attached.
· The basic principles of pricing and accountability must be determined by each procurement buyer.
· The time and date received in Purchasing is identified on every incoming fax document or e-mail received by the procurement buyer. This information shall be used in determining if the quote is valid.  
· If a quote is received in the mail or hand delivered the document and/or envelope must indicate a valid time received in Purchasing by the official time stamp machine at the reception desk. 
· If there are any questions to the time/date of receipt of a written quote the procurement buyer must request supervisor’s assistance.

Procurements exceeding the University’s certification level must be sent to State Procurement for processing. (Refer to CHAPTER 1.8)

4.2	COMPETITIVE SEALED BID (Invitation for Bid)
Code Section 11-35-1520
Regulation 19-445.2030 and 19-445.2132 
A competitive sealed bid is issued for contracts, exceeding $50,001.00 but not to exceed the University of South Carolina’s certification level unless prior approval from the Materials Management Office been received to go above the approved certification level.  
Bidding time will be set to provide bidders a reasonable time to prepare their bids. The date of opening may not be less than seven (7) days after notice of the solicitation is provided as required by Code Section 11-35-1520(3), unless a shorter time is deemed necessary for a particular procurement as determined in writing by the Chief Procurement Officer or the head of the purchasing agency, governmental body or his designee.
· The bid shall be advertised at least once in the South Carolina Business Opportunities publication.  
· The bid will also indicate their right to protest under Code Section 11-35-4210 (1).
· All bids shall be accepted unconditionally without corrections or adjustments.  
· Correction or withdrawal of bids and cancellation of awards, after award but prior to performance is permitted.  After a bid opening changes in bid prices or other provisions are not permitted.  Any decisions to allow such changes must be supported in writing by the Procurement Officer and approved by the Director of Purchasing or their designee.
· Discussions may be conducted with apparent responsive bidders for clarification of the listed requirements in the bid.  
· Bids are evaluated based on the criteria requirements as stated in the bid.   No other criteria may be considered that is not already written in the bid.  
· If the total bid price, quality, quantity, or delivery of a supply or service is not affected a minor informality may be addressed. The procurement officer may give the bidder an opportunity to cure any deficiency resulting from such a minor informality or waive the deficiency if in the best interest of the University.
· The contract will be awarded to the lowest responsive and responsible bidder(s) whose bid meets the requirements and criteria in the IFB.  Negotiation with the lowest responsive and responsible bidder is permitted to provide an opportunity to lower his bid, but only prior to award.
· The posting location for awards and intent to awards is UofSC – Procurement Department, 1600 Hampton Street, Suite 606, Columbia, SC  29208 and http://purchasing.sc.edu/sa.php .     
· If the total potential value of the award exceeds $50,000 but less than $100,000 notice of the award of a contract must be given by posting and must be sent to all bidders responding to the solicitation on the same day that the notice is posted in accordance with this section.  For contracts with a total or potential value of $100,000 or greater, notice of an intent to award of a contract must be given by posting the notice for ten days before entering into a contract and must be sent to all bidders responding to the solicitation on the same day that the notice is posted in accordance with this section.  When only one response is received, the notice of intent to award and the delay of award may be waived.  The intent to award or notice of award must state the bidder’s right to protest under Code Section 11-35-4210 (1). 

4.3 	PREQUALIFICATION FOR A SINGLE SOLICITATION
Regulation 19-445.2132
(1)  The pre-qualification process shall not be used to unduly limit competition. Any mandatory minimum requirements shall comply with Section 11-35-2730. In a competitive bid, the pre-qualification process is not intended to eliminate bidders capable of completing the work being procured. Before a request for qualifications may be issued pursuant to Code Section 11-35-1520 (11) or 11-35-1530 (4), the Chief Procurement Officer or the head of a purchasing agency or either officer’s designee shall prepare a written justification stating the necessity for pre-qualifying offerors. Prior to issuance of the solicitation, each potential offeror seeking qualification must be promptly informed as to whether qualification is attained and, in the event qualification is not attained, is promptly furnished specific information why qualification was not attained.
(2) Receipt and Safeguarding of Responses. The provisions of Regulation 19-445.2045 shall apply to the receipt and safeguarding of submittals received in response to a request for qualifications conducted pursuant to Code Sections 11-35-1520 or 11-35-1530.



4.4 	ADVERTISING SOLICITATIONS
Code Section 11-35-1550 (4)
All competitive procurements above ten thousand dollars must be advertised at least once in the State publication known as the South Carolina Business Opportunities (SCBO) publication or through a central electronic advertising system approved by the designated board office.  UofSC may charge vendors the cost incurred for copying and mailing bid or proposal documents requested in response to a procurement.

4.5 	BID SECURITY PROCEDURES
Regulation 19-445.2045
In compliance with, the Regulations, all bids received (to include modification) prior to the bid opening will be kept secure and unopened.  Unidentified bids may be opened solely for the purpose of identification.  If a sealed bid is opened in error, the person opening the bid in error will write his signature and position on the envelope.  That person will write an explanation of the opening, date and time opened, invitation number, and sign his signature.  The envelope should immediately be resealed.
Late bids shall be kept for a period of thirty days past the opening date of the solicitation.  If the solicitation is not picked up or requested to be returned the solicitation will be shredded.
If a sealed bid is opened in error or for identification, he/she must immediately write his/her name the outside of the bid package and have a witness sign as well; a written explanation of the opening, the date and time opened, the solicitation number and your signature are to be noted on the bid package.  If there is limited space for the signatures and explanation, date and time, a separate sheet of paper can be used but must be taped to the outside of the bid package.  The bid must be resealed prior to putting it in the secure file.  
The key to the bid file cabinet must be kept in a locked desk drawer and must be secured at all times. 

4.6	RECEIPT AND SAFE-GUARDING OF BIDS
Regulation 19-445.2045
If an invitation for bids is canceled, bids shall be returned to the bidders.




4.7 	BID OPENING PROCEDURES
Regulation Section 19-445.2050
The Procurement Officer or his designee shall decide when the time set for the bid opening has arrived, and shall so declare to those present.  In the presence of one or more witnesses, the Procurement Officer shall then personally and publicly opening all bids received prior to the specified time and read aloud to those persons present. 
Upon opening all solicitations, the front page of each bid must be time and date stamped. The amount of each bid, together with the name of each bidder shall be tabulated and certified in writing as true and accurate by both the person opening the bids and the witness.
If it becomes necessary to postpone a bid opening, the procurement officer shall issue the appropriate amendments to the solicitation postponing or rescheduling the bid opening. When the purchasing agency is closed due to force majeure, bid opening will be postponed to the same time on the next official business day.  
Disclosure of Bid Information. Only the information disclosed by the procurement officer of the governmental body or his designee at bid opening is considered to be public information under the Freedom of Information Act, CHAPTER 4 of Title 30, until after the issuance of an award or notification of intent to award, whichever is earlier.

BID OPENING STATEMENT 
The following statement will be read in the lobby of the Purchasing Office at 1600 Hampton Street at the assigned opening date and time in the presence of at least one other person.  Proposals will then be collected from the secured location and transported to the conference room or supervisor’s office and opened in accordance with the Code and Regulations.
“The official deadline for receiving solicitations responses to Solicitation No. ________________ is _______ on ____________________.  It is __________ on _______________________and no other hand-carried responses will be received.  There will be a public opening and   tabulation of the responses to the Invitation for Bids and a public record will be made.  Award announcement for bids opened today will be posted at the Web site address listed on the front of the solicitation no sooner than the date listed on the solicitation or latest amendment whichever is later.”
Reference:  Regulation 19-445.2050 and Code Section 11-35-1520(5)
Contents of the other offeror’s will not be disclosed during the process of negotiation. No other information is available at this time.  All Offeror’s must visibly mark “confidential” each part of their proposal they consider to be proprietary information. Only the information disclosed at the bid opening is considered to be public information under the Freedom of Information Act, CHAPTER 4 of Title 30, until the award is made.  
Code Section 11-35-410 details information considered privileged and confidential including examples.
The provisions of Regulation 19-445.2050(B) shall apply to the receipt and safe-guarding of proposals.

4.8 	TIE BID PROCEDURES
Code Section 11-35-1520, Article 9 
In the case of tie bids being received, when a South Carolina firm is tied with an out-of-state firm, the award will go to the South Carolina firm.  Tie bids involving South Carolina manufactured products with items manufactured out of South Carolina will be awarded to the South Carolina manufactured and produced products.  Tie bids involving a business certified by the South Carolina Office of Small and Minority Business Assistance as a Minority Business Enterprise must be resolved in favor of the Minority business Enterprise. When the tie involves South Carolina firms, the tie shall be resolved in favor of the South Carolina firm located in the same taxing jurisdiction as the government body's consuming location. In all other situations in which bids are tied, the award must be made to the tided bidder offering the quickest delivery time, or if the same the resolve by flip of coin witnessed by the procurement officer.  All responding vendors must be invited to attend.
In-state bidder preference will be given to a vendor who certifies that his/her firm is a resident vendor meeting all qualifications set forth in Code Section 11-35-1520-9(d) as follows:  A vendor shall be deemed to be a resident of this State if each vendor, be an individual, partnership, association or corporation that is authorized to transact business within the State, maintains an office in the State, maintains a representative inventory of commodities on which the bid is submitted and has paid all taxes duly assessed.  Preference under this sub-section shall not apply to a vendor of goods whether in quantity or not when the price of a single unit of the item involved is more than $10,000.00.  Limits and exceptions to the above shall be in accordance with and in compliance with the Code.



4.9 	BID SAMPLES AND DESCRIPTIVE LITERATURE
Regulation 19-445-2077
Bid Samples and Descriptive Literature
(a) "Descriptive literature" means information available in the ordinary course of business which shows the characteristics, construction, or operation of an item which enables the State to consider whether the item meets its needs.
(b) "Bid sample" means a sample to be furnished by a bidder to show the characteristics of the item offered in the bid.
(c) Bid samples or descriptive literature may be required when it is necessary to evaluate required characteristics of the items bid.
(d) The Invitation for Bids shall state that bid samples or descriptive literature should not be submitted unless expressly requested and that, regardless of any attempt by a bidder to condition the bid, unsolicited bid samples or descriptive literature which are submitted at the bidder's risk will not be examined or tested, and will not be deemed to vary any of the provisions of the Invitation for Bids.

4.10	RESOLVING PROTESTS

Code Section 11-35-4210 (1) 

Authority to Resolve Protested Solicitations and Award.
Any actual bidder who is aggrieved in connection with the solicitation or award of a contract may register his protest.  The protest, outlining the grievance, should be made in writing to the appropriate Chief Procurement Officer of the Materials Management Office or Information Technology Management Office within the prescribed time frame.
This decision shall be final unless any person adversely affected by the decision request a review, in writing, to the Procurement Review Panel under Code Section 11-35-4410.

4.11 	PROCUREMENT PREFERENCES

Code Section 11-35-1524 

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

4.12	MULTI-TERM CONTRACTS
Code Section 11-35-2030
Regulation 19-445.2135 
Contracts should not be entered into for any period of more than one year unless approved by the board provided the term of the contract, conditions of renewal or extension are included in the solicitation, and funds are available for the first fiscal period at the time of contracting. The contract may be cancelled due to the unavailability of funds in succeeding fiscal periods. 
A multi-term contract is a contract for the acquisition of supplies, services, or information technology for more than one year. A contract is not a multi-term contract if no single term exceeds one year and each term beyond the first requires the governmental body to exercise an option to extend or renew. 
A multi term contract is appropriate when it is in the best interest of the State to obtain uninterrupted services for a period in excess of one year, where the performance of such services involves high start-up costs, or when a changeover of service contracts involves high phase in/phase out costs during a transition period. 
The multi term method of contracting is also appropriate when special production of definite quantities of supplies for more than one year is necessary to best meet state needs but funds are available only for the initial fiscal period. Special production refers to production for contract performance when it requires alteration in the contractor’s facilities or operations involving high start-up costs. Contracts may be used for goods and services, information technology but not construction projects.  The procurement officer must determine prior to the issuance of a solicitation these findings are present.
The determination must contain sufficient factual grounds and reasoning to provide an informed, objective explanation for the decision.
The maximum time frame is five years.  The designated board officer may approve contracts for up to seven years. The Board must approve contracts exceeding seven years.

4.13	COMPETITIVE BEST VALUE BIDS
Code Section 11-35-1528
A competitive best value bid may be used when determined in writing the use of a competitive sealed bid is either not practical or advantageous to the University.  The best value bid allows factors other than price to be considered in the determination of award based on pre-determined criteria identified in the solicitation and decided by the University of South Carolina.  
Public notice must be given in the same manner as in Code Section 11-35-1520 (3).  
The only information to be released at the bid opening is the bidder’s names. Cost information will be available after contract award.
The best value bid will state the criteria and numerical weighting for each factor.  Cost must be listed as a criterion in determination of award and cannot be weighted at less than sixty percent.  
The following criteria may include but are not limited to, and are not subject to protest:
1) Operational costs that the University would incur if the bid were accepted
2) Quality of the product or service or its technical competency
3) Availability of delivery and implementation schedules
4) Warranties, guarantees, and return policy
5) Vendor financial stability
6) Industry and program experience
7) Prior record of vendor performance
Discussion with responsive bidders for clarification of the bid is permitted.
All evaluation factors, other than cost, will be considered prior to determining the effect of cost on the score for each participating bidder. 
Once the evaluation is complete all responsive bidders will be ranked from the most advantageous to least advantageous to the University based on the evaluation factors as stated in the best value bid.
Award must be made to the responsive and responsible bidder who is the most advantageous to the University.



4.14 	COMPETITIVE FIXED PRICE BIDS
Code Section 11-35-1525
Regulation 19-44.-2100
The use of a competitive fixed price bid is utilized when it is either not practicable or not advantageous to the University, a fixed price bid may be issued.  The purpose is to provide multiple sources of supply for specific goods or services based on a preset maximum price, which the University would pay for such mentioned items. Awards are made to all responsive and responsible bidders.  The contract file will state the basis on which the award was made.  Bidders not responding to the initial fixed price bid may be added to the awarded vendor’s list provided the bidder furnishes evidence of responsibility and responsiveness to the University’s original fixed price bid.  The failure of a specific Offeror to receive business, once it has been added to the awarded vendor’s list shall not be grounds for a contract controversy as stated in the Code Section 11-35-4230.
The University does not process these types of procurements frequently enough to warrant issuing them, therefore they are sent to State Procurement for processing.

4.15	COMPETITIVE SEALED PROPOSAL (REQUEST FOR PROPOSAL) 
Code Section 11-35-1530
Regulation 19-445.2095
A competitive sealed Proposal may be used when determined in writing the use of a competitive sealed bid is either not practical or advantageous to the University.  
Public Notice and Receipt of Proposals will be followed in the same manner as indicated in Code Section 11-35-1520.
Prior to soliciting proposals, the University of South Carolina may issue a Request for Qualifications from prospective offerors. The request must contain a description of goods and services, the general scope of work, and when it should be returned.
The request will secure information only on their qualifications, experience, and ability to perform the requirements of the contract.  After receipt of the responses they will be ranked from most qualified to least qualified.  Proposals will then be solicited from at least the top two prospective offerors by issuing a Request for Proposal (RFP). 
The determination regarding how many proposals to solicit is not subject to review pursuant to Article 17. The RFP will list the criteria to be considered in evaluating proposals and may not require a numerical weighting for each factor.  Price is not required to be an evaluation factor.  
Discussion with Offerors shall be conducted with offerors who submit proposals determined to be reasonably susceptible of being selected for award for the purpose of clarification.  Proposals will be evaluated on the criteria listed in the proposal.  They will be ranked from most advantageous to least advantageous to the University.  If price was decided to be an initial evaluation factor, the award is made to the most responsive Offeror taking into consideration price and other factors.  However, if the Procurement Officer determined negotiations are more advantageous to the University of South Carolina, there are two options to negotiating an RFP: 1) Negotiate price with the highest ranked Offeror or 2) Negotiate with the highest ranking Offeror on matters affecting the scope of the contract as long as the intent of the contract is not changed. 
The contract file must contain the basis on which the award is made and must be sufficient to satisfy external audit.  Procedures and requirements for notification of the intent to award are the same as Code Section 11-35-1520 (10).

COMPETITIVE SEALED PROPOSALS (Request for Proposal)
Regulation 19-445.2095 
A. Request for Proposals.
The provisions of Regulation 19-445.2040 shall apply to implement the requirements of Code Section 11-35-1530 (2), Public Notice.

B. Receipt and Safeguarding of Proposals.
The provisions of Regulation 19-445.2045 shall apply for the receipt and safeguarding of proposals.

C. Receipt of Proposals.
The provisions of Regulation 19-445.2050(B) shall apply to the receipt and safeguarding of proposals.
For the purposes of implementing Code Section 11-35-1530 (3), Receipt of Proposals, the following requirements shall be followed:
(1)  Proposals shall be opened publicly by the procurement officer or his designee in the presence of one or more witnesses at the time and place designated in the request for proposals. Proposals and modifications shall be time-stamped upon receipt and held in a secure place until the established due date. After the date established for receipt of proposals, a Register of Proposals shall be prepared which shall include for all proposals the name of each offeror, the number of modifications received, if any, and a description sufficient to identify the item offered. The Register of Proposals shall be certified in writing as true and accurate by both the person opening the proposals and the witness. The Register of Proposals shall be open to public inspection only after the issuance of an award or notification of intent to award, whichever is earlier. Proposals and modifications shall be shown only to State personnel having a legitimate interest in them and then only on a “need to know” basis. Contents and the identity of competing offers shall not be disclosed during the process of opening by state personnel.
(2) As provided by the solicitation, offerors must visibly mark all information in their proposals that they consider to be exempt from public disclosure. 

D. Clarifications and Minor Informalities in Proposals.
The provisions of Code Sections 11-35-1520(8) and 11-35-1520(13) shall apply to competitive sealed proposals.

E. Specified Types of Construction.
Pursuant to Code Section 11-35-3020(1), and subject to the approval requirements of Section 11-35- 3010, construction may be procured by competitive sealed proposals as follows:
(1) Architect/Engineer services and construction services to be awarded in the same contract for an indefinite delivery of a specialized service (e.g. Hazardous waste remedial action).
(2) Design/Build or Lease Purchase contracts where there must be selection criteria in addition to price.
(3) Energy conservation or other projects to be financed by vendors who will be paid from the State’s savings.
(4) Construction, where consideration of alternative methods or systems would be advantageous to the State.

F. Procedures for Competitive Sealed Proposals.
The appropriate Chief Procurement Officer may develop and issue procedures which shall be followed by all agencies using the competitive sealed proposal method of acquisition. Unless excused by the State Engineer, the Office of State Engineer shall oversee (a) the evaluation process for any procurement of construction if factors other than price are considered in the evaluation of a proposal, and (b) any discussions with offerors conducted pursuant to Code Section 11-35-1530(6) or subparagraph I below.

G. Other Applicable Provisions.
The provisions of the following Regulations shall apply to competitive sealed proposals:
(1) Regulation 19-445.2042, Pre-Bid Conferences,
(2) Regulation 19-445.2060, Telegraphic and Electronic Bids,
(3) Regulation 19-445.2075, All or None Qualifications,
(4) Regulation 19-445.2085, Correction or Withdrawal of Bids; Cancellation of Awards, and Cancellation of Awards Prior to Performance.
(5) Regulation 19-445.2137[G], Food Service Contracts.

H. Discussions with Offerors
(1)	Classifying Proposals.
a.	For the purpose of conducting discussions under Code Section 11-35-1530(6) and paragraph (2) below, proposals shall be initially classified in writing as:
(i) acceptable (i.e., reasonably susceptible of being selected for award);
(ii) potentially acceptable (i.e., reasonably susceptible of being made acceptable through discussions); or
(iii) unacceptable.
(2)	Conduct of Discussions. If discussions are conducted, the procurement officer shall exchange information with all offerors who submit proposals classified as acceptable or potentially acceptable. The content and extent of each exchange is a matter of the procurement officer's judgment, based on the particular facts of each acquisition. In conducting discussions, the procurement officer shall:
a.	Control all exchanges;
b.	Advise in writing every offeror of all deficiencies in its proposal, if any, that will result in rejection as non-responsive;
c. 	Attempt in writing to resolve uncertainties concerning the cost or price, technical proposal, and other terms and conditions of the proposal, if any;
d.	Resolve in writing suspected mistakes, if any, by calling them to the offeror's attention.
e.	 Provide the offeror a reasonable opportunity to submit any cost or price, technical, or other revisions to its proposal, but only to the extent such revisions are necessary to resolve any matter raised by the procurement officer during discussions under paragraphs (b) through (d) above.
(3)	Limitations. Offerors shall be accorded fair and equal treatment with respect to any opportunity for discussions and revisions of proposals. Ordinarily, discussions are conducted prior to final ranking.  Discussions may not be conducted unless the solicitation alerts offerors to the possibility of such an exchange, including the possibility of limited proposal revisions for those proposals reasonably susceptible of being selected for award.
(4) 	Communications authorized by paragraphs (1) through (3) above and Code Section 11-35-1530(6) may be conducted only by procurement officers authorized by the appropriate chief procurement officer.

I. Rejection of Individual Proposals.
(1) 	Proposals need not be unconditionally accepted without alteration or correction, and to the extent otherwise allowed by law, the State's stated requirements may be clarified after proposals are submitted. This flexibility must be considered in determining whether reasons exist for rejecting all or any part of a proposal. Reasons for rejecting proposals include but are not limited to:
a.	The business that submitted the proposal is non-responsible as determined under Code Section 11-35- 1810;
b.	The proposal ultimately (that is, after an opportunity, if any is offered, has passed for altering or clarifying the proposal) fails to meet the announced requirements of the State in some material respect; or (c) the proposed price is clearly unreasonable.
(2)	The reasons for cancellation or rejection shall be made a part of the 	procurement file and shall be available for public inspection.

4.16 	REJECTION OF PROPOSAL
Regulation 19-445.2097
A.	Unless there is a compelling reason to reject one or more proposals, award will be made to the highest ranked responsible offeror or otherwise as allowed by Code Section 11-35-1530. Every effort shall be made to anticipate changes in a requirement prior to the date of opening and to notify all prospective offerors of any resulting modification or cancellation.
B. 	Cancellation of Solicitation Prior to Award.
(1)	When it is determined prior to the issuance of an award or notification of intent to award, whichever is earlier, but after opening, that the requirements relating to the availability and identification of specifications have not been met, the request for proposals shall be cancelled. A request for proposals may be cancelled after opening, but prior the issuance of an award or notification of intent to award, whichever is earlier, and the procurement officer determines in writing that:
(a) 	inadequate or ambiguous specifications were cited in the solicitation;
(b)	specifications have been revised; 
(c) 	the supplies, services, information technology, or construction being procured are no longer required; 
(d) 	the solicitation did not provide for consideration of all factors of cost to the State, such as cost of transporting state furnished property to bidders’ plants; 
(e)	proposals received indicate that the needs of the State can be satisfied by a less expensive article differing from that on which the proposals were requested; 
(f) 	all otherwise acceptable proposals received are at unreasonable prices;
(g) 	the proposals were not independently arrived at in open competition, were collusive, or were submitted in bad faith; or
(h)	 for other reasons, cancellation is clearly in the best interest of the State.
(2) 	Determinations to cancel a request for proposals shall state the reasons therefore.
C.	Extension of Bid Acceptance Period.
Should administrative difficulties be encountered after opening which may delay award beyond offeror's acceptance periods, the relevant offerors should be requested, before expiration of their offers, to extend the acceptance period (with consent of sureties, if any).
D. 	Return of Proposals
If a request for proposals is canceled, proposals shall be returned to the offerors.

4.17 	PROCUREMENTS AT AUCTION
Code Section 11-35-1575
The University of South Carolina may participate in an Auction or a sale of supplies from a bankruptcy provided the following steps are taken:
Survey the auctioned items to ascertain their condition and usefulness;
Determine a fair market value for new items through informal quotes;
Determine fair market value from similar items considering the age and useful life;
Estimate repair cost and delivery cost.
Based on this information the University may elect to participate in the auction, however they are not allowed to exceed the maximum price determined by the above.

4.18 	TRADE IN SALES
Code Section 11-35-3830
Regulation 19-445.2150 (g)
A trade-in of personal property by the University of South Carolina may be made when the original unit purchase price did not exceed $5,000.  The trade in value of which must be applied to the purchase of new items or lease of like items.     If the original unit price exceeds $5,000 the MMO or ITMO officer must be contacted for further instructions.   Only the appropriate State MMO officers have the authority to approve these items.  
UofSC will submit quarterly to the Materials Management Officer a list of all trade in sales required by this section.



4.19 	ASSIGNMENT, NOVATION AND NAME CHANGE
Regulation 19-445.2180 
A. 	No Assignment. No State contract is transferable, or otherwise assignable, without the written consent of the Chief Procurement Officer, the head of a purchasing agency, or the designee of either; provided, however, that a contractor may assign monies receivable under a contract after due notice from the contractor to the State.
B. 	Recognition of a Successor in Interest; Novation. When in the best interest of the State, a successor in interest may be recognized in a novation agreement in which the transferor and the transferee shall agree that:
(1)	The transferee assumes all of the transferor's obligations;
(2) 	The transferor waives all rights under the contract as against the State; and 
(3) 	Unless the transferor guarantees performance of the contract by the transferee, the transferee shall, if required, furnish a satisfactory performance bond. 
C. 	Change of Name. When a contractor requests to change the name in which it holds a contract with the State, the procurement officer responsible for the contract may, upon receipt of a document indicating such change of name (for example, an amendment to the articles of incorporation of the corporation), enter into an agreement with the requesting contractor to effect such a change of name.
The agreement changing the name shall specifically indicate that no other terms and conditions of the contract are thereby changed.

4.20 	LEASING OF REAL PROPERTY
Regulation 19-447.1000
No governmental body shall contract for the lease, rental, or use of non-State-owned real property without approval of the Office of General Services, except as specified in subsection C. Requests shall be directed to the Office of General Services.  The Office of General Services shall negotiate or approve the terms of all leases of non-State-Owned real property unless the governmental body has been exempted.  
The Budget and Control Board may exempt governmental bodies from leasing State owned and non-State owned real property through the leasing procedure herein required provided, however, that annual reports be filed with the Office of General Services, prior to July 1 of each year.  Annual reports will contain copies of all existing leases of State owned and non-State-owned real property. The Budget and Control Board may limit or withdraw any exemptions provided for in this Regulation.

4.21 	SOLE SOURCE PROCUREMENTS
Code Section 11-35-1560
Regulation 19-445.2105 
Sole Source Procurements are permissible when it is determined in writing there is only one source for the supply, service, information technology, or construction item. The following are a list of reasons that could require a sole source procurement:
(1)	Where the compatibility of equipment, accessories, or replacement of parts is the paramount consideration.
(2)	Where a sole supplier's item is needed for trial use or testing.
(3)	Where the item is one of a kind.
The determination as to whether a procurement shall be made as a sole source shall be made by the Associate Vice President for Business Affairs upon recommendation of the Director of Purchasing.  Such determination and the basis therefore shall be submitted in writing. The determination must contain sufficient factual grounds and reasoning to provide an informed, objective explanation for the decision. The determination must be authorized prior to contract execution.
The Director of Purchasing will submit a quarterly sole source report to the appropriate MMO Chief Procurement Officer as stated in Code Section 11-35-1560 for review.

4.22 	EMERGENCY PROCUREMENTS
Code Section 11-35-1570 
Regulation 19-445.2110 
An emergency condition is a situation, which creates a threat to public health, welfare, or safety.  The existence of such condition must create an immediate and serious need for supplies, services, or construction that cannot be met through normal procurement methods and the lack of which would seriously threaten;
	(1)	the functioning of state government
	(2)	the preservation or protection of property; or
	(3)	the health or safety of any person
The determination as to whether a procurement shall be made as an emergency procurement shall be made by the Director of Purchasing and the Director of Business Affairs.
Such determination and the basis therefore shall be in writing.  It is the responsibility of the Purchasing Department to obtain such competition as is practical and to limit the emergency procurement to those supplies, services, or construction items necessary to meet the emergency. 

4.23 	UNAUTHORIZED PURCHASES
Regulation 19-445.2015
Unauthorized purchases are transactions in which a vendor extends credit to an individual representing the University without purchase authority.  Authority to ratify an unauthorized purchase lies with the President of the University if the unauthorized purchase is within the University's certification limit.  If the procurement amount is greater than the certification limit, the authority lies with the Division of General Services.  Individuals who pay out-of-pocket expenses for goods/services which, exceed the petty cash limit of $50.00 are in violation of Administrative Policies and will not be reimbursed via the Purchasing Office. A ratification letter is required from the employee’s supervisor and signed by authorities leading up to the final approval of the University of South Carolina President.
The ratification elements of the unauthorized procurement letter must state:
A written determination as to the facts and circumstances surrounding the act; 
What corrective action is being taken to prevent reoccurrence;
What action taken against the individual committing the act;
Documentation that the price paid is fair and reasonable. 

4.24 	RATIFICATION
Regulation 19 445.2015
A.	Upon finding after award that a State employee has made an unauthorized award of a contract or that a contract award is otherwise in violation of law, the appropriate official may ratify or affirm the contract or terminate it in accordance with this section. The contract may be terminated and reasonable termination costs, if any, may be awarded as provided in this section. The contract may be ratified and affirmed only if it is in the best interests of the State. The decision required by this paragraph A may be made by the chief procurement officer, the head of a purchasing agency, or a designee of either officer, above the level of the person responsible for the person committing the act. If the value of the contract exceeds one hundred thousand dollars, the chief procurement officer must concur in the written determination before any action is taken on the decision.
B.	All decisions to ratify or terminate a contract shall be supported by a written determination of appropriateness. In addition, the appropriate official shall prepare a written determination as to the facts and circumstances surrounding the act, what corrective action is being taken to prevent recurrence, and the action taken against the individual committing the act. Any governmental body shall submit quarterly a record listing all decisions required by subparagraph (A)(1) to the chief procurement officers. A copy of the record shall be submitted to the board on an annual basis and shall be available for public inspection.
C.	Except as provided in paragraph D, if a contract is terminated pursuant to paragraph A, the State shall, where possible and by agreement with the supplier, return the supplies delivered for a refund at no cost to the State or at a minimal restocking charge. If a termination claim is made, settlement shall be made in accordance with the contract. If there are no applicable termination provisions in the contract, settlement shall be made on the basis of actual costs directly or indirectly allocable to the contract through the time of termination. Such costs shall be established in accordance with generally accepted accounting principles. Profit shall be proportionate only to the performance completed up to the time of termination and shall be based on projected gain or loss on the contract as though performance were completed. Anticipated profits are not allowed.
D.	Upon finding after award that an award is in violation of law and that the recipient of the contract acted fraudulently or in bad faith, the appropriate chief procurement officer shall declare the contract null and void unless it is determined in writing that there is a continuing need for the supplies, services, information technology, or construction under the contract and either (i) there is no time to re-award the contract under emergency procedures or otherwise; or (ii) the contract is being performed for less than it could be otherwise performed. If a contract is voided, the State shall endeavor to return those supplies delivered under the contract that have not been used or distributed. No further payments shall be made under the contract and the State is entitled to recover the greater of (i) the difference between payments made under the contract and the contractor's actual costs up until the contract was voided, or (ii) the difference between payments under the contract and the value to the State of the supplies, services, information technology, or construction it obtained under the contract. The State may in addition claim damages under any applicable legal theory.
E.	Regardless of its ratification and affirmation of a contract, the State shall be entitled to any damages it can prove under any theory including but not limited to contract and tort.
4.25 	FOOD SERVICE CONTRACTS
Regulation 19-445.2137
Any food service contracts entered into by any governmental body shall be solicited by the Materials Management Office under Code Section 11-35-1530, Competitive Sealed Proposals, and Regulation 19-445.2095. A review panel composed of one representative each from the governmental body, the Materials Management Office, and the Commission on Higher Education shall review such proposals and approve it prior to the issuance of an award or notification of intent to award, whichever is earlier.

4.26	BLANKET ORDERS
Regulation 19–445.2100  
A blanket purchase agreement or blanket order is a simplified method of filling repetitive needs for small quantities of miscellaneous supplies, services, or information technology by establishing ‘‘charge accounts’’ with qualified sources of supply. Blanket orders are designed to reduce administrative costs in accomplishing small purchases by eliminating the need for issuing individual purchase documents.
Alternate Sources. To the extent practicable, blanket orders for items of the same type should be placed concurrently with more than one supplier.   All competitive sources shall be   given an equal opportunity to furnish supplies, services, or information technology under such agreements.
Blanket orders shall contain the following provisions which is submitted on an authorized purchase requisition:
Description of agreement.  A statement that the supplier shall furnish supplies. Services, or information technology, described therein in general terms, if and when requested by the Procurement Officer, or his authorized representative, during a specified period and within a stipulated aggregate amount, if any.  Blanket orders may encompass all items that the supplier is in a position to furnish.



4.27 	CHANGE ORDERS
Code Sections 11-35-210 and 11-35-1830

Change order means any written alteration in specifications, delivery point, rate of delivery, period of performance, price, quantity, or other provisions of any contract accomplished by mutual agreement of the parties to the contract.
Change Orders to purchase orders shall be the sole responsibility of the Purchasing Department or the Facilities Procurement Department.  Change Orders are not encouraged and should be kept to a minimum.  A department wishing to make a change to a purchase order will submit written documentation to Purchasing or Facilities Procurement detailing the requested changes and the reason of the change.  The Procurement Officer will determine if it is in the best interest to approve the change order or, if the scope of the change warrants a new purchase order.  No purchase orders involving state bid contracts shall be altered without approval of the Materials Management Office.

4.28	PURCHASING CREDIT CARD
http://purchasing.sc.edu/card.shtml

4.29 	STANDARD EQUIPMENT AGREEMENT
Regulation 19-445.2152
The Standard Equipment Agreement (SEA) document is utilized to enter into an agreement other than a direct purchase.  The SEA proposes the following responsibilities.
Upon received written justification by the Procurement Officer the standard equipment agreement will be used in all cases unless modifications are approved by the Director of the Office of General Services or his designee.  Exception:  rentals of equipment valued $5,000 or less or the rental does not exceed 90 days may be waived; however it’s use in these cases is encouraged.  Installment purchases require a written justification and purchase requisition sent to the MMO for processing.  All lease/purchase and installment sales contracts must contain an explicitly stated rate of interest to be incurred by the State under the contract.

4.30 	MAINTENANCE AGREEMENTS
It is the University of South Carolina’s practice to enter into maintenance agreements to properly protect and maintain University-owned equipment when deemed advisable.  Unless it is impractical, maintenance or service agreements should be scheduled for renewal at the beginning of the fiscal year.  Service agreements that do not conform to the fiscal year schedule must be accompanied by a justification for the exception.  It is the responsibility of the department being charged to ascertain that the maintenance agreed to is being performed.

4.31	STATE TERM CONTRACTS
The Materials Management Office and the State CIO establishes term contracts with various vendors for commodities (and services) that are in demand by State agencies.  These contracts may be accessed through the MMO website http://www.state.sc.us/mmo/aps2000/mmo.htm which each Procurement Officer utilizes at the University.  Use of these term contracts is mandatory unless the item can be procured from another vendor for less than 10% of the contract cost and only, if the contract vendor will not meet the lower price.

4.31.1	ADDITIONAL COMPETITION FOR STATE TERM CONTRACT PURCHASES
Where a single purchase is designated to a state contract manufacturer in the amount of $50,000 or more, the University’s Purchasing Department reserves the right to seek additional competition from the authorized dealers of record on the state contract.

4.32 	WRITTEN DETERMINATIONS
Code Section 11-35-2410
The University will comply with the South Carolina Consolidated Procurement Code in making written determinations in the following areas:
1.	Any decision to enter into a contract	
2.	All decisions to correct or withdraw bids or to cancel awards or contracts based on bid mistakes.  (Chief Procurement Officer, Agency Head or designee).
3.	Any decision to enter into a contract by competitive sealed proposals, competitive best value bid and competitive fixed price bid in lieu of competitive sealed bidding (i.e., sealed bids considered not practicable or advantageous to the University).  (Chief Procurement Officer, Agency Head or designee).
4.	Awards, and shall include the basis on which the award is made.
5.	Sole source Procurement.  (Chief Procurement Office, Head of Agency, of a designee of either officer).  The University of South Carolina approval will be by Associate Vice President & Chief Procurement Officer, upon the recommendation of the Director of Purchasing.
6.	Emergency purchases and will include the basis for the selection of the particular contractor.
7.	The cancellation of IFB’s or RFP’s and the rejection of either, in whole or part.
8.	Multi-term contracts, and will document the fact that estimated requirements cover the period of the contract and are reasonable firm and continuing, and, that such a contract will serve the best interests of the University by encouraging effective competition or otherwise promoting economics in University procurement.
9.	Any modification or variation of contract clauses stating the circumstances justifying such variations (such variations must be stated in the IFB or RFP).
10.	The decision of the board to trade in personal property or classify it as surplus to be sold (when value exceeds the specified amount).
11.	Grievances by any actual or prospective bidder, offeror, contractor of sub-contractor and shall be submitted within ten (10) days after such aggrieved person(s) should have known of the facts giving rise thereto.
12.	The decision to debar or suspend a person or firm, and shall be made within ten (10) days and shall be furnished to the debarred or suspended person immediately.
13.	To request a review of a debarment or suspension setting forth the reasons and presented to the Procurement Review Panel within then (10) days of the decision.
14.	Any decision made to resolve controversies based upon breach of contract, mistakes, misrepresentation or other cause for contract modification or decision, and shall state the reason for the action taken.
15.	Request from one public procurement agency (unit) to another to provide personnel services, with or without pay.
16.	Negotiations After Unsuccessful Competitive Sealed Bidding.  If after the bidding process, it appears bids received cannot be awarded, negotiations may be entered into after approval of the Associate Vice President & Chief Procurement Officer in accordance with the provisions of Code Section 11-35-1540.
17.	Responsibility of Bidders and Offerors.  Determination of Non-Responsibility.  In accordance with Subarticle 7, Code Section 11-35-1810, a written determination of the failure of a bidder to supply information promptly in regard to his responsibility may result in his being considered non-responsive.
18.	Cost of Pricing Data.  Code Section 11-35-1830. When required, a contractor shall submit cost or pricing data and certify the information submitted is accurate, complete and current.  As provided in Subsection three (3), this information is not required when:
	a)	contract price is based on price competition;
	b)	the price is based on established catalog prices or market prices;
	c)	price is set by law or regulations;
	d)	where it is determined, in writing, that this section may be waived.
19.	Types and Forms of Contracts.  Code Section 11-35-2010.  Any type of contract which will promote the best interests of the University may be used.  A cost-plus-a-percentage-of-cost contract must be approved by the board.  Any cost-reimbursement contract shall be used only when a determination by external audit shows that it is likely to be less costly to the State than any other type of contract.
[bookmark: _Hlk29554914]20.	Approval of Accounting System.  Code Section 11-35-2020.  Associate Vice President & Chief Procurement Officer may require that:
the proposed contractor's accounting system shall permit cost data required by the contract
the proposed contractor's accounting system is adequate with accepted accounting principles
With the exceptions noted, when determinations are made by the University, all other reports will be signed by the Director his/her designee.

4.33 AUTHORITY TO CONTRACT FOR AUDITING SERVICES
Code Section 11-35-1250
No contract for auditing or accounting services shall be awarded without the approval of the State Auditor except where specific statutory authority is otherwise provided.

4.34 	AUTHORITY TO CONTRACT FOR LEGAL SERVICES
Code Section 11-35-1260
No contract for the services of attorneys shall be awarded without the approval of the State Attorney General except where specific statutory authority is otherwise provided.

4.35 	FEE BASIS PROFESSIONAL SERVICES
Regulation 19-445.2025 
A governmental body requiring the use of any professional services, which are customarily procured on a fee basis, such as doctors, rather than by competitive bidding, shall have the authority to do so up to the certified dollar limit assigned that agency.  For professional services on a fee basis, which exceed the certified dollar limit amount the University will forward such requests to the appropriate Chief Procurement Officer.

4.36 	CONSULTANT SERVICES
Regulation 19-445.2025 
When a need arises for consultant services (i.e. legal, audit, employment, etc.) these services will be procured.  All services that exceed $1501.00 will either be competitively procured or sole sourced.  When the consultant need allows for competition, it should be solicited via sealed proposal.  These proposals are for items or services that do not lend themselves to formal competitive sealed bidding.  Competitive Sealed Proposals, per the Code, "should include, but not be limited to, the general scope of the proposal, criteria for selection, information required to be submitted, activities to be performed and relevant costs.  An award shall be made to the offeror whose proposal is considered to be most advantageous to the State."  The only exception to this will be when acquiring certain professional services which, are customarily procured on a fee basis rather than by competitive bidding.  These services, within the certification limit of the University, will only be procured with prior approval of the Director of Purchasing.  Request for Professional Services on a fee basis which exceed this limit shall be forwarded by the Director of Purchasing to the appropriate Chief Procurement Officer (Materials Management Officer, the State Engineer, or the Information Technology Officer) for processing.

4.37 	EMPLOYEE SERVICES
Regulation 19-445.2025
An individual performing services for any governmental body of the State of South Carolina over whom the right of control is vested in the State or governmental body, that service shall be procured in accordance with State personnel policies and procedures.

4.38 	EMPLOYMENT SERVICES
Regulation 19-445.2025 
Employment Services to be contracted with any private employment agency shall be procured in accordance with the Code and Regulations.  

CHAPTER 5 		
5.1 	METHODS OF PURCHASING
· Purchase Card 
· Purchases up to $4,999.99.
· Used for official University of South Carolina purchases
· Types of Purchases
· Operational supplies
· Selected contractual services
· Memberships/fees and dues with appropriate signature authority
· Excluding food, assets, personal consumption items, travel related expenses and all radioactive materials.

· Payment Request	
· Purchase over $4,999.99 but less than $9,999.99
· If is it is not an asset or radioactive materials.
· If you have an invoice and have already received the goods or services.
· Can be used for purchases under $5,000.00, if supplier does not accept the purchasing card.  

· Non-Travel Expense Report for Employee Reimbursement


· Requisition to Purchase Order
· Requisitions are created to create a purchase order for goods or services or construction that have not yet been ordered or received.
· The requisition starts the ordering / bidding process.  Once it receives departmental and funding approval, it is forwarded to the Purchasing Department:
· For review and issuance of purchase order to be dispatched to the supplier or
· For review and the starting of the competitive bidding process for goods and services and construction exceeding $9,999.99.
5.2 	REQUISITIONER’S ROLE
· Requisitioner’s Role	
· The requisitioner can create, edit, undo, cancel, budget check, view print, and copy the requisition.
· To comply with separation of duties, the person who creates (or enters) a requisition cannot be the buyer of record.  
· This will ensure an adequate system of checks and balances.

Revised 04/17
CHAPTER 6	
6.1 	CONSTRUCTION PROCUREMENT
Article 9 of the South Carolina Procurement Code
While it is understood that the overall control of expenditures in the construction area rests with the State Engineer, the Facilities Procurement department shall be responsible for the complete bidding process on these construction projects.  Every effort shall be made by the Facilities Procurement department to insure competitive bidding whenever the need arises in the construction area.
The Facilities Procurement department shall work closely with the Facilities Design and Construction department and the Office of State Engineer on these projects.  The Facilities Design and Construction department, after approval from the State Engineer's Office, will submit bid requirements and specifications, to include bond requirements for a particular project, to the Facilities Procurement department.
When the project lends itself to procurement via the competitive bid process, the Facilities Procurement department will be responsible for bid invitations (when necessary), advertisements in the S. C. Business Opportunities publication, and safeguarding opening of bids.  Contracts within University of South Carolina’s construction procurement certification will be awarded by the Facilities Procurement department.  If contract award exceeds the University of South Carolina’s construction approval is required from the Office of the State Engineer’s.
Architect/Engineer and other related professional construction services shall be handled in accordance with Code Sections 11-35-3210 and 11-35-3220 and the appropriate areas of the Regulations.

6.2 PERMANENT IMPROVEMENT - CONSTRUCTION PROCUREMENT
A.	Construction:  This can be a single or multi-purpose construction contract.  Bid documents should be prepared by the agency or its professional agent.  Bids shall be received and awarded by the agency per Code Section 11-35-3020(2).
B.	Basic Equipment (Fixed):  This is any equipment that becomes a fixed part of the building.  The equipment may be that which could have been included in the contract, or it may be equipment either agency furnished, contractor installed, or agency furnished, agency installed.  Fixed equipment includes, but is not limited to, manufactured equipment such as boilers, chillers, pumps, switch gear, windows, cabinet work, laboratory furniture, and kitchen equipment.  This also includes site improvements such as water, sewer, storm drainage lines, pavement, sidewalks, landscaping and lighting.  Bid documents should be prepared by the agency or its professional agent.  Bids shall be received and awarded by the agency per Code Section 11-35-3020(2).  Except, basic equipment (fixed) that is specifically identified as information technology procurements, then the Information Technology Management Officer must make these procurements per Code Section 11-35-1580 if over the certification limit assigned.
C.	Basic Equipment (Moveable): This is any equipment that does not become a permanent part of the building, but is included in the construction contract.  The equipment should have a useful life of five years or more and a minimum dollar limit as established by the agency per appropriate guidelines.  Moveable equipment includes such items as office furniture, office equipment, rugs, drapes, hospital bedroom furniture, and classroom furniture.  Bid documents should be prepared by the agency or its professional agent.  If estimated cost of bid package is more than the amount of certification limits assigned the agency for goods and services, then bids will be received by Materials Management Office in cooperation with the agency.  Agency may review all bids and make recommendations of award.  Materials Management Office will make the award.  Except, basic equipment (moveable) that is specifically identified as information technology procurements, then the Information Technology Management Officer must make the procurement per Code Section 11-35-1580 if over $225,000 or the certification limit assigned.
D.	Construction Material for In-house Construction: This is standard stock building materials or manufactured items such as brick, lumber, metal studs, gypsum board, stock electrical items, pipe, pipe fittings and valves.  Following project approval by the Office of the  State Engineer is required if over the University of South Carolina’s certification, bid documents should be prepared by agency or its professional agent.  Bids shall be received and awarded by the agency per Code Section 11-35-302-(2).
Procurement in the above areas should be processed in accordance with the State Engineers Office Manual for Planning and Execution of State Permanent Improvements.
Website may be found at https://procurement.sc.gov/construction .  The procurement code and regulations manual for Planning and Execution of State Permanent Improvement Projects – Part I and II may be found in this section.

6.3 INDEFINITE QUANTITY CONTRACTS, PROFESSIONAL AND CONSTRUCTION
Code Section 11-35-3310
A Professional Services Indefinite Quantity Contract (IDQ) is a contract whereby the professional agrees to provide the University of South Carolina professional services on an “as-needed” basis during the term of the contract.  Professional IDQ’s are procured in the same manner as any professional service contract as set forth in Chapter 4 of the Manual for Planning and Execution of State Permanent Improvements Part II.
A Construction Services Indefinite Quantity Contract (IDQ) is a contract whereby the contractor agrees to provide the University of South Carolina construction services on an “as-needed” basis during the term of the contract. Construction IDC’s are procured as set forth in Chapter 9 of the Manual for Planning and Execution of State Permanent Improvements Part II.



CHAPTER 7
7.1 	FOB TERMS AND RESPONSIBILITIES
The preferred method of terms and freight costs is FOB Destination, freight prepaid.  
Definitions:
Destination:  The title passes to the Buyer (UofSC) when the goods are delivered to the department or dock.  
Title:  The responsibility for any claims of insurance and risk of loss if damaged while the goods are in transit. 
Freight Prepaid:  Seller (Vendor) pays and absorbs all freight costs.
FOB Destination does not mean UofSC will pay for freight charges, but who is responsible for the title and risk of loss.



CHAPTER 8		
8.1 	EXEMPTIONS
Code Section 11-35-710
The board, upon the recommendation of the Office of General Services, may exempt governmental bodies from purchasing certain items through the respective chief procurement officer’s area of responsibility.  They may exempt specific supplies or services from the purchasing procedures in this section and or withdraw them as well.  
https://procurement.sc.gov/files/20190920%20Legal%27s%20Exemption%20Table%20%28booklet%29.pdf
Revised 09/20/2019





CHAPTER 9
9.1	PRINTING SERVICES
https://procurement.sc.gov/search/node/printing
Revised September 28, 2005

Reference:  UofSC Policies and Procedures  # ADV 5.04 (02/01/1995)  http://www.sc.edu/policies/ppm/adv504.pdf

Printing Services website:  http://printing.sc.edu/aboutus.asp






CHAPTER 10	
10.1 	CONSOLIDATED SERVICES
Code Section 11-35-3620
Regulation 19-445.2180 
The Consolidated Services operation falls under the direction of the University Purchasing Department.  This operation consists of Inventory and Property Control, Receiving and Distribution of limited supplies, and MRO procurement/supply storage and distribution.
http://purchasing.sc.edu/cs.shtml











CHAPTER 11
11.1	INVENTORY AND PROPERTY CONTROL
The Inventory and Property Control section is responsible for ensuring all required items are labeled with the UofSC Property Control tag. Maintain a detailed inventory of equipment and property for University departments. Receiving and warehousing equipment and material considered surplus by University departments.
 Surplus items are offered for use to other University departments who may have an official need for them. Items deemed junk by the State of South Carolina Surplus Property Office, may be disposed of in accordance with the South Carolina Consolidated Procurement Code through the State Surplus Property Management Office. Items turned into Inventory and Property Control are retained no longer than 90 days. Items that are not used by the University are placed on a Turn-In-Document (TID) and sent to the State of South Carolina Surplus Property Warehouse for disposition. 
Regional Campuses 
The Consolidated Services Office maintains inventory records for all regional campuses on items valued at $5000.00 or more. 
Computer Services 
The Consolidated Services Section works closely with the Computer Services Division in providing up-to-date inventory records. 
Controller's Office 
Consolidated Services coordinates its work with the Controller's Office. 
Inventory of Departments 
South Carolina Code of Law makes the heads of state agencies and institutions responsible for personal property under their supervision and requires that such property, except for expendables, be inventoried annually. 
Consolidated Services Surplus Warehouse 
The Consolidated Services Section maintains a warehouse where each University department may turn in items that are surplus.

11.2 	RECEIVING/SUPPLY AND DISTRIBUTION
Consolidated Services Receiving/Supply stocks some of the most commonly used toner cartridges, copy paper, and forms for departments within the University community. 
CHAPTER 12	
[bookmark: _Toc473808210]12.1  Conference Site In-State Justification Form
This document is used in conjunction with exemption 12/13/88 #92.  An exemption was approved from the procurement process for the acquisition process for conference facilities, on the condition that staff implements guidelines for the process designed to result in a greater geographic spread of conference sites in the state.
http://purchasing.sc.edu/forms.shtml

[bookmark: _Toc473808211]12.2  Standard Equipment Agreement
The SEA is used for all Leases or rentals of equipment whether federal or state funds are utilized.  To be completed supplier.
https://procurement.sc.gov/legal/proc-docs

[bookmark: _Toc473808212]12.3  Purchasing Card Application
Departments may apply for a purchasing credit card through the Office Manager in Procurement.
http://purchasing.sc.edu/card.shtml

[bookmark: _Toc473808213]12.4  Request for Trade-in Document, form MMO #137
This form is utilized to trade in equipment for purchases in excess of $5000.  Approval must be obtained through the Materials Management Office
https://procurement.sc.gov/search/node/mmo%20137

[bookmark: _Toc473808214]12.5  UofSC Contract Approval Document
Used for all contracts signed by the Secretary of the UofSC Board of Trustees.  This document does not exempt procurements from the procurement process.
http://www.sc.edu/about/offices_and_divisions/board_of_trustees/documents/contract_approval_form_rev.pdf

12.6  I-312 Tax Document
This form is used for all contract awards of $10,000 or more and all rents and royalties of $1200 or more to non-residents.  As of 1/1/01 this requirement excludes only contracts in excess of $10,000 let to non-residents that do not include personal services, which has been interpreted as tangible personal property (goods/commodities) when these contracts do not require the non-resident company to perform services in South Carolina.
When an I-312 is not completed as required, the Accounts Payable copy of the Purchase Order will be stamped “NO NON-RESIDENT TAXPAYER AFFIDAVIT FORM I-312 PROVIDED BY VENDOR.”   This will alert the Accounts Payable department to withhold the amounts as required by law.  
https://dor.sc.gov/forms-site/Forms/I312.pdf#search=i%2D312
[bookmark: _Toc473808215]
12.7  Drug Free Affidavit
The affidavit must be completed by the company for all contracts in excess of $50,000 prior to the issuance of a purchase order or contract.  The University’s Purchase Order includes the following statement:
“Seller certifies compliance with Federal (41 U.S.C. 81) and State (Title 44, CHAPTER 107) Drug Free Workplace Acts.”

[bookmark: _Toc473808216]12.8  Federal Compliance Form (Clean-Air Act, Byrd Anti Lobbing, and Debarment and Suspension)
To be utilized when federal funds are used for a contract award of $100,000 or more.

[bookmark: _Toc473808219]12.9  Justification for Contracts Between State Agencies
Form is used to provide an estimate of their cost savings by using the Inter-Agency agreement to explain the estimated cost savings.

[bookmark: _Toc473808220]12.10  Request for Tax Relief on Equipment
Form used to request a sales tax exemption on a piece of research and development equipment.  The maximum tax is $0. 



12.11  Advance Payment Request
Any request for advance payment in which the total commitment is greater than $1500 must have the approval of the Associate Vice President & Chief Procurement Officer for the University.  Internal form developed and distributed to all procurement personnel.  
We have always defined advance payment as payment rendered for goods or services in advance of the receipt of goods or service.  If the department personnel indicate that the check is to be cut in advance, but presentation of check will only be made at the time of the delivery of the goods or services – we do not consider this advance payment.  This certification must be indicated either on the Purchase Requisition or by separate attachment.  


CHAPTER 13

13.1  ELECTRONIC RISKS CONSULTANTS (ERC)
Monthly invoice from ERC for the maintenance of equipment for all departments currently using ERC as the hardware maintenance manager (State Contract).
Provided by ERC to the University of South Carolina Purchasing for processing by Accounts Payable and the Controller’s office.




CHAPTER 14

14.1  LEASING OF REAL PROPERTY REGULATIONS
The office of Facilities Planning and Programming (FPP) is responsible for securing all leased property for the University system.  The University will follow procedures consistent with requirements of the South Carolina Budget & Control Board, Division of General Services, Real Property Services, the Commission on Higher Education Facilities Policies and Procedures and internal University policies, Regulations19.47-1000 and Code Section 1-11-55.
Full details are located in the University of South Carolina’s Policies and Procedures Section # FCMN 1.03:
http://www.sc.edu/policies/ppm/fcmn103.pdf




CHAPTER 15

15.1	UNIVERSITY OF SOUTH CAROLINA ETHICS POLICY (04/19/2016)
http://www.sc.edu/policies/ppm/hr102.pdf



CHAPTER 16

16.1  TAX CREDIT FOR SUBCONTRACTORS, TITLE 12 – TAXATION
Title 12 – Taxation, CHAPTER 6, Section 12-6-3340 (2013)
Investment tax credit for purchase and installation of certain energy conservation and renewable energy production measures
http://law.justia.com/codes/south-carolina/2013/title-12/CHAPTER-6/section-12-6-3340

Title 12 – Taxation, CHAPTER 6, Section 12-6-3350 (2013)
Tax credit for State contractors subcontracting with socially and economically disadvantaged small business.
http://law.justia.com/codes/south-carolina/2013/title-12/CHAPTER-6/section-12-6-3350



CHAPTER 17
17.1  EXEMPTION MASTER LIST
https://procurement.sc.gov/search/node/exemptions
https://procurement.sc.gov/files/20130103_Exemption_Table_%28FINAL%29_%28booklet%29.pdf







CHAPTER 18 

18.1	PURCHASING / CONSOLIDATED SERVICES / FACILITIES PROCUREMENT ORGANIZATIONAL CHART

PURCHASING DEPARTMENT
ORGANIZATIONAL CHART
[image: ]

										       Revised 01/9/2020




CHAPTER 19
19.1  BUSINESS AFFAIRS POLICIES AND PROCEDURES
Business Affairs
· BUSA 1.00 University Dining Services
· BUSA 1.03 Catering for Student Organizations
· BUSA 3.00 Textbook and Supplies Orders [image: Revised]
· BUSA 3.06 Trademark and Licensing
· BUSA 3.09 University Vending Services
· BUSA 4.00 University Postal Services
· BUSA 7.00 Purchasing [image: Revised]
· BUSA 7.01 Acquisition and Payment of Goods and Services (Same as FINA 2.14) [image: Revised]
· BUSA 7.05 Payment/Reimbursement for Personal Consumption Items at Employee's Official Headquarters (Formerly BUSF 7.05) [image: Non-Substantive Update]
· BUSA 7.06 Employee Association/Professional Dues--Employee Personal Certifications--Employee License Fees (Formerly BUSF 7.06) [image: Non-Substantive Update]

http://www.sc.edu/policies/policiesbydivision.php



[bookmark: _Hlk28961622]CHAPTER 20
20.1  FOOD PURCHASES USING THE CAROLINACARD 

Subject:    	 	Food Purchases using the CarolinaCard
DATE:      	 	December 3, 2018
Authorized by:		Venis Manigo
Issued by:		Purchasing 	 
_______________________________________________________________

I.  Policy

Use of the CarolinaCard for food purchases is subject to strict guidelines to insure compliance with state and University policies and procedures and will only be allowed once adequate controls have been established and documented.  The use of the CarolinaCard in this manner is subject to the same requirements as outlined in BUSA 7.05.

II. Scope 

This policy applies to all units and employees of The University of South Carolina who issue the CarolinaCard for food purchases only for official University business. 

III.  Procedures
A. A memorandum with signatory approval as outlined in BUSA 7.05 must be obtained and a copy provided to the Purchasing department.  Once approved, Purchasing will forward to the CarolinaCard office for processing.  The memorandum must include:
· A description of the requested event(s) and cite the appropriate section of BUSA 7.05.
·  Effective dates of card activation, from ___ until _____.
· Total dollar amount requested.
· Total number of cards requested.
· Total amount for each card.
· Operating Unit, Department, Fund and Class FieldPC Business Unit, Project and Activity (if applicable)
· Departmental Authorized Signature.
· Contracts and Grant Accounting Approval. (if applicable)
· Personal Consumption (Food Approval) Authorized Signature, as indicated in BUSF 7.05.

B. Once the cards with the requested cash balance have been issued, all expenditures must be documented and kept on file in the department.  Information must be detailed enough to satisfy external audit and at a minimum must include:
· Copy of the memorandum of authorization
· Original receipts 
· Names of participants  

C. All departments must develop and adhere to strict procedures for insuring that all cards are kept in a secure location at all times.  

D. Certification of total reconciliation of receipts and a statement of the remaining cash balance must be provided to the CarolinaCard office.  No additional cards will be issued until this certification is provided.

E. At the conclusion of the event(s), all cards associated will be deactivated and any unused balances will be credited back to the account.

F. Any department found not to be in compliance with these procedures will be prohibited from use of the CarolinaCard for these purposes.
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APPENDIX


SC CODE OF LAWS TITLE 11 CHAPTER 35 SOUTH CAROLINA COLNSOLIDATED PROCUREMENT CODE
Website:		https://procurement.sc.gov/legal/procurement-law
Or
SC Legislature Website: 	http://www.scstatehouse.gov/code/t11c035.php


STATE BUDGET AND CONTROL BOARD (CHAPTER 19)
SC Website:  		http://www.scstatehouse.gov/coderegs/Ch%2019.pdf


INDEX OF PROCUREMENT CODE AND REGULATIONS (last updated 08/19/2008)
Website link:		https://procurement.sc.gov/legal/procurement-law


INDEX OF PROCUREMENT RELATED LAWS (last updated 8/19/2008)
SFAA Website:		https://procurement.sc.gov/files/Master_Procurement_Code_Index_%28080816%29_0.pdf


INDEX OF PROCUREMENT CODE EXEMPTIONS (last revised 01/03/2013)
SFAA Website:  https://procurement.sc.gov/files/20130103_Exemption_Table_%28FINAL%29_%28booklet%29.pdf



UofSC’S ETHICS POLICY, HR 1.02, (revised 04/19/2016)
UofSC Website:		http://www.sc.edu/policies/ppm/hr102.pdf




GRANT SPECIFIED AND APPROVED MAJOR EQUIPMENT, SUBCONTRACTS AND CONSULTANT SERVICES
The University of South Carolina applied for and was granted an exemption to the South Carolina Consolidated Procurement Code for procuring grant specified and approved major equipment, subcontracts and consultant services.  This exemption is conditioned on the following criteria being met prior to the awarding of a grant or contract:
1. That a University policy does exist that requires competition in accordance with the SC Consolidated Procurement Code.  Both the UofSC Policies and Procedures manual and the Purchasing department’s Internal Procedures manual clearly state that competitive procurement is the University’s required method of procurement.
2. This exemption will be limited to major equipment, subcontracts, consultants, etc. that are specified and justified in the proposal document, and that are certified by the principal investigator to be necessary and essential to the completion of the project.
3. A requirement of the certification process will be complete written justification by the principal investigator as to why particular specified equipment or services are essential and critical to the successful completion of the externally funded project.  If this has not been obtained, then the goods/services will be acquired in accordance with the South Carolina Consolidated Procurement Code.
4. Prior to the acceptance of a certification for exemption, each principal investigator must have had his/her proposed project reviewed and approved by the department chair and/or dean as appropriate and the Office of Sponsored Awards Management.  Among the areas considered during the review process is the appropriateness or uniqueness of the requested equipment, consultant or subcontractor.  This is done with the understanding that the principal investigator is best able to determine the needs of his/her project.  In most cases, the proposal is subjected to further external review through the scientific peer review system and finally by personnel of the granting agency.
5. A copy of the applicable section of the grant which addresses the requested equipment, consultant or subcontract should be included with the purchase requisition when it is forwarded for processing to the Purchasing department.
6. Transactions will be available for audit by the State of South Carolina’s Office of Audit and Certification of the Budget and Control Board.  The Office of Audit and Certification will insure compliance with these procedures and to determine if this exemption should continue.
The actual certification process is coordinated by the Sponsored Awards Management Office (SAM).  
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