Purchasing

Is competition

Am | authorized to sign contractual

How many written

How many quotes

May I order directly

contract in place

and dollar value

Dollar value e S How do | submit my How long should I allow to process
g required? documents for this purchase? Y . must be SWaM' ? from vendor? request/order? my request?
Snaps ot required?
Option #1- A one-time, nonrecurring purchase E)rirectl\}: W\';: vendor I;I]:Zc:m \Ae“\;: v;nj;);
that is not from a mandatory source; not No Where appropriate One One® Pc;Or::IJg eVAoruse Pcardg N/A
conducted in person
$0-$5,000
Option #2- A one-time, nonrecurring purchase
that is not from a mandatory source; conducted No N/A N/A One® Yes Present Pcard to vendor N/A
in person
| want to
Option #1- A one-time or cumulative purchase
p U rC h a Se request for a vendor already under contract . . .
for the item or service requested (exceptions ) Whenin p_:ossessmn ofa -Vfll'ltten Iette.r )
goods or apply- see https://fiscal.gmu.edu/mandatory- No’ of delegation for the specific commodity One’ N/A No eVA 5 days
. and-specialized-purchases/) and dollar value
(of0) ntra Ct When in possession of a written letter
. >$5,000- Option #2-A one-time or cumulative Yes of delegation for the specific commodity Two Two* No eVA Up to 10 days
Wlth ava I ue $200,000 purchase request from a SWaM vendor and dollar value
Option #3- A one-time or cumulative purchase . . )
When in possession of a written letter
request for a vendor where Mason does not X . ) 4
- . Yes of delegation for the specific commodity Three Two No eVA 10 days
already have an existing contract in place or a
A ) 3 and dollar value
SWaM vendor is not available
Option #1- A one-time or cumulative purchase
request for a vendor already under contract for When in possession of a written letter
the item or service requested (exceptions No? of delegation for the specific commodity One N/A No eVA 10 days
apply- see https://fiscal.gmu.edu/mandatory- and dollar value
and-specialized-purchases
>$200,000
Option #2-A purchase from a vendor where When in possession of a written letter Formal Bidding Process Required: 30
Mason does not already have an existing Yes of delegation for the specific commodity Six Four No Email Purchl@gmu.edu 8 q :

180 days, depending on complexity
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PurChaSing Dollar value Category Is competition Am | authorized to sign contractual How many quotes | How many quotes | May | order directly How do | submit my How long should I allow to process
Sha pshot required? documents for this purchase? arerequired? must be SWaMm*? fromvendor? request/order? my request?
Goods or services assumed to not be When in possession of a written letter
>$5,000- practicable or available for bid unless No of delegation for the specific commodity One N/A No eVA 10 days
$200,000 greater than $200,000 (see exception list)* and dollar value
Goods or Services assumed to not be practicable When in possession of a written letter
>$200,000 or available for bid at any dollar level (see No of delegation for the specific commodity One N/A No eVA 5 days
exception list)® and dollar value
Exceptions
Sole Source Procurements: Made when there is
only one source practicably available for the
goods or services required; therefore When in possession of a written letter
>$5,000 competition is not available. In some instances, No of delegation for the specific commodity One N/A No eVA 30 days
it may be necessary to conduct a market and dollar value
analysis to determine if there exists a similar
product or service.
Emergency Procurements : In the case of an
emergency, a contract may be awarded by the
Purchasing Department without competitive When in possession of a written letter Yes, When life or
>$5,000 bidding or competitive negotiation; however, When practicable | of delegation for the specific commodity One N/A property damage is at eVA Same Day

such procurement shall be made with as much
competition as is practicable under the
circumstances.

and dollar value

stake.

1
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Micro, where practical

2
SSmaII, Woman and Minority-Owned Enterprise Please reference https://fiscal.gmu.edu/mandatory-and-specialized-purchases/ for commodities that require further competition
Exceptions apply (See Exception List) Exceptions to Competitive Requirements Guide *Where practical
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https://fiscal.gmu.edu/wp-content/uploads/2019/05/Exceptions-to-Competitive-Requirements.pdf

