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Step-by-Step 
Please refer to the Create a Requisition Guide for step-by-step instruction on how to create a Purchase Requisition in eVA and 

the corresponding Quick Guides thereafter. 

After all items have been added to your order and you have completed your Org/Fund and Account information. 
1. On the Purchase Requisition Summary Page, Scroll down to 

“Shipping,” click the calendar icon next to “Need by Date” and 
select a date 

2. Enter comments for Purchasing Office and add attachments as 
needed. Select “Mark attachment(s) as Proprietary and 
Confidential” in all cases  

3. Select “Submit”; order is sent to fund/org Approver 

Purchase Office Actions 
Once approved by the fund/org Approver, a Buyer in the Purchasing Office will be assigned the requisition. The Buyer will 
complete the order and communicate with the vendor on behalf of the purchase initiator. Only the Purchasing Office will 
be able to make changes and edits to orders as appropriate. Initiator may view, but not change orders. 

Receiving an Order 
When an invoice is received* in Accounts Payable for an EP purchase order that is $5,000 or greater, Accounts Payable 
staff will email the eVA order initiator to confirm that the goods or services have been received or provided. This email 
certification of receipt is required since the eVA electronic receiving process is not available for orders over $5,000. 

*If the department receives an invoice from the vendor, the invoice should immediately be sent to Accounts 
Payable, MSN 3C1 or acctpay@gmu.edu. The department must note the EP # on the invoice. 

Purchasing Lead Times 
For purchases of goods and services in excess of $5,000, the number of quotes required and amount of time required to 
complete the transaction varies by dollar amount. 

• Individual Departments – $5,000 or less: Purchases may be made by individuals with organizational financial 
responsibility and their designees through eVA, Purchasing Charge Card (P-Card), or Payment Request (for specific 
items listed on the Payment Request form only). For one time-purchases that are not already under contract, 
departments are to attempt to use Micro SWaM, or if not practicle  SWaM (small, women, and minority-owned 
businesses) vendors (https://www.sbsd.virginia.gov/directory/)  

• Over $5,000 up to $200,000: For purchases where the one time or cumulative estimated cost of the materials, supplies 
or services is greater than $5,000, at least three written quotations should be obtained. At least two quotes must be 
from Micro/SWaM vendors. In cases where two certified Micro/SWaM vendors are solicited and the price is 
determined to be fair and reasonable the third competitive quote is not required. Administrative lead-time is 
approximately 5 to 10 days. 

• Over $200,000, Invitation for Bids (IFB): For purchases where the one time or cumulative estimated cost is expected 
to be $200,000 or greater, competitive sealed bidding is required. Bids should be solicited from at least six sources. 
Solicitations are to include a minimum of four Micro/SWaM vendors. IFB’s are advertised in eVA and on the Purchasing 
Web Page. Sealed bids are opened and read aloud at a public bid opening. When appropriate, a Notice of Award or 
Notice of Intent to Award is publicly posted for 10 days after the applicable decision has been made. Administrative 
lead-time is approximately 21 days, but may be as long as 60 days depending on the complexity of the order. 

• Over $200,000, Request for Proposals (RFP): For purchases expected to exceed $200,000, competitive sealed 
proposals, resulting in competitive negotiations is required. Proposals should be solicited from at least six sources. 
Solicitations are to include a minimum of four Micro/SWaM vendors. RFP’s are advertised in, eVA and the Purchasing 
Web Page. Sealed proposals are not opened in public. When appropriate, a Notice of Award or Notice of Intent to 
Award is publicly posted for 10 days after the applicable decision has been made. Administrative lead-time is typically 
60-180 days depending on complexity. There is no mechanism for an expedited RFP. 
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