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1. OVERVIEW 
 

The Procurement Services Procurement Manual identifies policies which govern the procurement of goods, 
services and construction for the University. The purpose of this manual is to provide guidelines for the 
University in carrying out the procurement of goods, services and construction for the University. 

 
Old Dominion University is governed by Subchapter 2 of the Restructured Higher Education Financial and 
Administrative Operations Act, § 23-38.88 et seq. of the Code of Virginia and Chapters 824 and 829, Acts of 
Assembly, 2008, specifically the Rules Governing Procurement of Goods, Services, Procurement and 
Construction by a Public Institution of Higher Education (“Rules”), the Memoranda of Understanding between 
the University and the Commonwealth. 

 
The Executive Director for Strategic Sourcing & Payment Solutions shall have such procurement authority as 
delegated by the President to the Vice President of Administration and Finance in accordance with University 
Policy 1500 – Authority for Signing Contracts. 

 

Delegated Authority: 
 

i. General Purchases 
The 

http://www.odu.edu/ao/polnproc/pdfs/1500-revised.pdf
http://www.odu.edu/ao/polnproc/pdfs/1500-revised.pdf
http://www.odu.edu/ao/polnproc/pdfs/1500-revised.pdf
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Exceptions to Delegation of Purchasing 
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I. BACKGROUND 
 

The legislative provisions and requirements for the “Rules”, and the “VPPA” (Chapters 43 and 43.1) governing 
the University’s procurements and processes require that the University shall: 
 
A. Seek competition to the maximum practical degree while also considering the complexity and type of 

procurement method chosen for procurement transaction, the term of the resulting contract(s) and the 
likely extent of competition;  

 
B. Conduct all procurements in an open, fair, and impartial manner and avoiding any impropriety or the 

appearance of any impropriety; 
 

C. Make procurement rules clear in advance of any competition; 
 

D. Provide access to the University’s business to all qualified vendors, firms, and contractors, with no 
potential bidder or offeror excluded arbitrarily or capriciously, while allowing the flexibility to engage in 
cooperative procurements and to meet special needs of the University; 

 
E. Ensure that specifications for purchases are fairly drawn so as not to favor unduly a particular vendor; and 

 
F. 
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The University develops and submits a University Small, Woman-Owned and Minority-Owned (SWaM) Plan on an 
annual basis. 
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�x eVA Acceptable Use Acknowledgement Form is received in Procurement Services 
�x Online SWaM Training has been completed by the person requesting an eVA account 
�x eVA Training has been completed by the person requesting an eVA account 

 

II. PROCUREMENT RECORDS 
All eVA generated procurement records are stored in the eVA system and can be accessed by Procurement 
Services at any time. Completed eVA transactions are imported into Banner and are accessible to Accounts 
Payable to support payments to vendors. Electronic receivers are required to be completed via Banner to 
authorize payments to vendors. Currently, Procurement Services maintains all documents related to formal 
solicitations, while PCard records are centrally maintained in the end user department. 

 
 

eVA PO Category Guidelines 
 

All eVA Purchase Orders require the entry of a purchase order (PO) category. Purchase order categories are 
entered on the “Add Title” screen of the eVA purchase requisition in the PO Category field. PO Categories are 
based on vendor registration type and/or the eVA exempt category listing. A guide to the appropriate use of PO 
Categories is listed below. 

 
�x R01 - Routine: Should be used for all routine purchases with the exception of  
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7. Public utilities (electric, natural gas, water, sewer) 
8. Local funds owned by trust-agent organizations (e.g., student organizations). These funds are non-state 

and are not owned and controlled by the university. The university’s sole responsibility is writing checks 
out of a local account maintained on behalf of the 
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A requisition is an internal document by which a department provides detailed description (specification) of 
the requested goods and/or services to Procurement Services. Requisitions must be properly authorized and 
approved by the budget unit director or designee with signature authority for the budget being charged prior 
to submitting to Procurement Services or they are returned to the originating department. When a 
department submits a requisition, they are certifying that the item is budgeted and necessary, and that they 
will appropriately administer the contract resulting from the requisition. 

 
eVA users:  
Prepare and submit purchase requisition (PR) in eVA, regardless of dollar value. Requisitions are processed 
electronically in eVA through the established approval work flow and can be sent directly to the vendor for 
purchases under departmental delegated authority. Requisitions submitted over departmental delegated 
authority roll electronically to Procurement Services for review and final approval. 

 
Non-eVA users:  
P r o v i d e d  o n  a n  e x c e p t i o n  b a s i s  o n l y ,  D e p a r t m e n t s  s h o u l d  h a v e  a n  e V A  
r e q u e s t e r .   Prepare online requisitions (found on the Forms page of the Procurement Services website) 
for requests that exceed delegated authority and submit to Procurement Services for processing. Non-eVA 
users may also utilize the ‘Small Purchase Procedure’ included in Chapter Nine of this Manual for the purchase 
of all goods and services $500 or less when the University’s PCard for the required goods/services cannot be 
used. 

 
CHAPTER SIX: REQUISITIONS 
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B. DESIGN SPECIFICATIONS: Design specifications employ dimensional and other physical requirements 
and concentrate on how a product is fabricated, rather than on what it should do. Design specifications 
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�x Use the words, "should" or "may," to describe an advisory or optional requirement; 

�x Be specific and detailed in 
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This chapter discusses the sources of supply available to Old Dominion University purchasers. While, as noted 
below, the University’s preferred source of supply is vendors holding current term contracts, other sources are 
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For related products above $5,000, written releases are required. Written concurrences or “waivers” may 
be granted by VCE if they do not offer the desired products, do not offer a compatible product, or are 
unable to meet a reasonable required delivery date. Written waivers may be provided by email 
transmission, facsimile transmission or formal letter/memo. When written waivers are granted and if it 
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This chapter shall provide guidance for procurement transactions with nongovernmental contractors, including 
legislative requirements and the various type methods of procurement. 

 
Procurement Services shall determine the most appropriate methods of procurement based on the requested 
good and/or services. The individual components for each method of procurement shall be at the discretion of 
the Procurement Officer and may vary based on the specifications/scope of work and the needs of the 
department. 

 
1. LEGISLATIVE REQUIREMENTS: 

 
A. All public contracts with nongovernmental contractors for the purchase or lease of goods, or for the 

purchase of services, insurance or construction, shall be awarded after competitive sealed biding, or 
competitive negotiation as provided in this chapter, unless otherwise authorized by law. 

 
B. Professional Services shall be procured by competitive negotiation. Qualification-based selection shall be 

used for design services. 
 

C. Goods, services, or insurance 
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designee, to include, but not be limited to: 
 

iii. The funding/owner department/school has



Page 
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iv. The Executive Director for Strategic Sourcing & Payment Solutions or designee 
shall have the authority to execute all CO-8 Contracts up to $500,000. 

v. The Executive Director for Strategic Sourcing & Payment Solutions or 
designee shall have the authority to execute all associated Change Orders 
that (i) don’t increase cumulative total of contract >$500,000, and (ii) don’t 
exceed 25% of initial contract amount.  

vi. 
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date on which the contract was or will be awarded. 
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I.  Procurement Officers shall review available statewide contracts (including but not limited to: VASCUPP, 
DP&S Contracts, VDOT, VITA, DEB, GSA, E&I, etc.) in advance of any solicitation to determine if such 
contracts meet the business goals and objectives of the University. This requirement shall apply to Old 
Dominion University Contracts, including but not limited to contracts intended for cooperative use. The 
solicitation and/or award of a contract or purchase order by an authorized procurement officer shall 
constitute compliance of this requirement. No further documentation in the contract file is required. 
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Contract administration is the management of  of 
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This chapter will provide an overview of the various type contracts and/or delivery methods used for the 
acquisition of goods, services, insurance and construction. Typically, the customer’s specific needs and 
requirements are the primary elements considered when selecting the applicable contract type and/or 
delivery method. Procurement Services will provide necessary guidance to its customer’s for selection of the 
appropriate contract type and/or delivery method for each associated procurement transaction. 
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purchased capital equipment at termination, and additions to real property during the term of the 
agreement should also be addressed in the contract. Any attempts to establish such contracts may 
include input from the University’s legal advisor to assure compliance with Code of Virginia, § 2.2- 
1802 and Virginia Constitution, Article X, Sect. 7. 

 
E. Multi-Departmental Contracts. Contracts that include terms and conditions and pricing schedules 

to be utilized by all University departments. Multi-departmental contracts do not encumber funds 
and may not have a designated contract administrator. Departments who use these contracts will 
generally be responsible for contract administration. Each contract should be reviewed to determine 
the specifics of the contract. For questions regarding multi-departmental contracts, please contact 
the Department of Procurement Services. 
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I. The University follows the “Rules” §54 for any and all appeals, disputes, protests and remedies 
(bidder, offeror, contractor) for (i) protests of a decision to award or an award, (ii) appeals 
from refusals to allow withdrawal of bids, (iii) appeals from disqualifications and 
determinations of non-responsibility, and (iv) appeals from decisions on disputes arising 
during the performance of a contract, or (v) any of these. The following paragraphs provide 
guidance on procedures related to the various types of appeals, disputes, protests and 
remedies governed by “Rules” §54. 

 
II. INELIGIBILITY (“Rules” §47) 

 
A. Any bidder, offeror or contractor refused permission to participate, or disqualified from 

participation, in public contracts to be issued by the Institution shall be notified in 
writing. Prior to the issuance of a written determination of disqualification or 
ineligibility, the Institution shall: 

 
(i) Notify the bidder in writing of the results of the evaluation, 
(ii) Disclose the factual support for the determination, and
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If no bid bond was posted, a bidder refused withdrawal of a bid prior to appealing, shall deliver 
to the institution a certified check 
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Invitation to Bid, and the award of the contract in question has not been made, the sole relief 
shall be a finding that the bidder is a responsible bidder for the contract in question or 
directed award or both. If it is determined that the decision of the public body was not an 
honest exercise of discretion, but rather was arbitrary or capricious or not in accordance with 
the Constitution of Virginia, applicable state law or regulation, or the terms of the Invitation 
to Bid, and an award of the contract has been made, the relief shall be as set forth in the 
“Rules” §50.B. 

 
A bidder contesting a determination that he is not a responsible bidder for a particular 
contract shall proceed under this section, and may not protest the awardor
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arbitrary or capricious, then the sole relief shall be as hereinafter provided. Where the award has 
been made but performance has not begun, the performance of the contract may be enjoined. 
Where the award has been made and performance has begun, the Institution may declare the 
contract void upon a finding that this action 

 shall
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E. A contractor may bring an action involving a contract dispute with the Institution in 
the appropriate circuit court. Notwithstanding any other provision of law, the 
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1. DISPOSALS & SURPLUS PROPERTY 
 

Surplus is equipment purchased with University funds which has reached the end of its useful life and/or is 
considered obsolete. The purpose for surplus property is to maximize the benefit of surplus property by either 
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vi. Hazardous Materials: The University disposes of surplus items that may have environmental issues 
or impact through the University’s recycling program, Environmental Health or the Department of 
General Services, Division of Purchases and Supply in Richmond. 

vii. Sales to Employees: To avoid any appearances of impropriety in the disposition program, 
employees of Procurement Services that have a direct responsibility for surplus property sales, may 
not purchase surplus items. Employees without connection to the item being disposed of may 
purchase surplus property through public auction, set-price sales, sealed bids or e-auction. 

viii. Security of Property: Departments are responsible for the reasonable care and security of items 
declared surplus during the entire disposal process. 

ix. Disposal of Computer Data: OCCS Data Center - Disposal of Data Compliance Procedure 
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1. ETHICS IN 
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B. No bidder, offeror, contractor or subcontractor shall confer upon any public employee having 
official responsibility for a procurement transaction any payment, loan, subscription, advance, deposit 
of money, services or anything of more than nominal value, present or promised, unless consideration 
of substantially equal or greater value is exchanged. 

 
§ 2.2-4372. Kickbacks. 

 
A. No contractor or subcontractor shall demand or receive from any of his suppliers or his 
subcontractors, as an inducement for the award of a subcontract or order, any payment, loan, 
subscription, advance, deposit of money, services or anything, present or promised, unless 
consideration of substantially equal or greater value is exchanged. 

 
B. No subcontractor or supplier shall make, or offer to make, kickbacks as described in this 
section. 

 
C. No person shall demand or receive any payment, loan, subscription, advance, deposit of money, 
services or anything of value in return for an agreement not to compete on a public contract. 

 
D. If a subcontractor or supplier makes a kickback or other prohibited payment as described in this 
section, the amount thereof shall be conclusively presumed to have been included in the price of the 
subcontract or order and ultimately borne by the public body and shall be recoverable from both the 
maker and recipient. Recovery from one offending party shall not preclude recovery from other 
offending parties. 

 
Since the Virginia Public Procurement Act makes willful violation of the provisions of Article Six a Class 1 
misdemeanor, which is a criminal offense, persons engaged in public procurement are well advised to be 
knowledgeable of and comply with the requirements contained therein. 
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Old Dominion University adheres to the Virginia Freedom of Information Act, Code of Virginia §2.2-3700 et seq. 
 

Public inspection of certain records. 
Except as provided in this section, all proceedings, records, contracts and other public records 
relating to procurement transactions shall be open to the inspection of any citizen, or any 
interested p  
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Note: for procurement 
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Drug-Free Workplace 
A drug-free workplace is a site for the performance of work done in connection with a specific contract awarded 
to a contractor in accordance with the Virginia Public Procurement Act, the employees of who are prohibited from 
engaging in the unlawful manufacture, sale, distribution, dispensation, possession, or use of any controlled 
substance or marijuana during the performance of the contract. 

 
Emergency 
An occurrence of a serious and urgent nature that demands immediate action. 

 
Ethics 
Pertaining to or relative to moral action, conduct, motive or character; as ethical emotion; professionally right or 
befitting; conforming to professional standards of conduct. The Virginia Public Procurement Act covers "Ethics in 
Public Contracting" (“Rules” §57). 

 
Evaluation of Bids 
The process of examining a bid after opening to determine the bidder's responsiveness to requirements, 
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Performance Bond 
A contract of guarantee executed in the full sum of the contract amount subsequent to award by a successful bidder 
to protect the government from loss due to his/her inability to complete the contract in accordance with its terms 
and conditions. 

 
Performance Specification 
A specification setting forth performance requirements that have been determined necessary for the item involved 
to perform and last as required. 

 
Potential Bidder or Offeror 
A person who, at the time the Institution negotiates and awards or proposes to award a contract, is engaged .663 01 0 Td
( )Tj
-0.00 Td
( )Tj
-0.014a f 
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Protest 
A written complaint about an administrative action or decision brought by a bidder or offeror to the appropriate 
administrative section with the intention of receiving a remedial result. 

 
Public Bid Opening 
The process of opening and reading bids at the time and place specified in the Invitation for Bids and in the presence 
of anyone who wishes to attend. 

 
Public Posting 
The display of procurement notices in an area or on a board designated and regularly used for that purpose that is 
available to the public during normal business hours. 

 
Purchase Order 
A document the institutions use to execute a purchase transaction with a vendor. It serves as notice to a vendor 
that an award has been made and that performance can be initiated under the terms and conditions of the contract. 

 
Regular Dealer 
A person or vendor that owns, operates, or maintains a store, warehouse, or other establishment in which the 
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A technique by which a source of supply is established for a specific period of time. Term contracts are established 
based on indefinite quantities to be ordered "as needed", although such contracts can specify definite quantities 
with deliveries extended over the contract period. Also see Contract, Requirements Type. 

 
Termination For Convenience 
The termination by a Commonwealth purchasing office, at its discretion, of the performance of work in whole or 
in part and makes settlement of the vendor's claims in accordance with appropriate policy and procedures. 

 
Termination For Default 
Action taken by the purchasing office to order a vendor to cease work under the contract, in whole or in part, 
because of the vendor's failure to perform in accordance with the contract's terms and conditions. 

 
Unsealed Bid 
An unsealed written offer conveyed by letter, telegraph or other means. The bids are normally opened and 
recorded when received. 

 
Unsolicited Proposal 
Proposal received that is not in response to any institutionally initiated solicitation or program. 

 
Used Equipment 
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Clicking on active links in this section will open a document in a web browser. 

State Policies and Procedures 
Commonwealth of VA Purchasing Manual for Institutions of Higher Education and Their Vendors 
Commonwealth Accounting Policies and Procedures (CAPP) Manual 
Level II “Rules” Document 
Higher Education Restructuring Act 
Level II MOU Requirements 

Board of Visitor Policies 
1621 - Asset and Surplus Property Disposition 
1622 - Authority to Contract With Local Building Official for Design Review and Inspections of Capital Projects 
1623 - Administration of Capital Outlay Construction Under the Nongeneral Fund Decentralization Program 
1625 - Certification of Small, Women, and Minority-Owned Business Enterprises 
1627 - Procurement Reporting Exemption 

 

University Policies 
1002 – Code of Ethics 
1500 - Authority for Signing Contracts 

 

Department of Procurement Services Policies 
Emergency Procurement Policy 
Ethics in Public Contracting 
SWaM Procurement Plan 
Service Standards 

 

Department of Procurement Services Procedures 
Asset and Surplus Property Disposition Procedure 
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