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THE UNIVERSITY OF ARKANSAS SYSTEM 

The University of Arkansas was established in Fayetteville by the Arkansas General Assembly in 1871 

as the Arkansas Industrial University, and under the Morrill Act of 1862 became the state land-grant 

institution and first state-assisted college in Arkansas. In 1873 the university established its second 

campus in Pine Bluff, which in 1890 was designated as a land-grant campus. In 1879 the university 

accepted responsibility for the academic management and operation of a new privately-established, 

not-for-profit medical campus located in Little Rock. This campus was merged into the university by the 

General Assembly in 1911, and is now the University of Arkansas for Medical Sciences. Little Rock 

University, a private institution founded in 1927 as Little Rock Junior College, was merged into the 

University System in 1969 as the University of Arkansas at Little Rock. In 1971 Arkansas A & M College 

was merged into the University System as the University of Arkansas at Monticello. The Pine Bluff 

campus, which had been separated in 1927 and called Arkansas A M & N College, was reunited with 

the University in 1972 as the University of Arkansas at Pine Bluff. In 1996, two community colleges were 

adopted into the University of Arkansas system and became Phillips Community College of the 

University of Arkansas, located at Helena, and the University of Arkansas Community College at Hope. 

In 1998, Gateway Technical College became part of the University of Arkansas system and was renamed 

the University of Arkansas Community College at Batesville. In 2001, Petit Jean Technical College 

became the University of Arkansas Community College at Morrilton, and the system also acquired 

Cossatot Community College of the University of Arkansas, with a main campus in DeQueen and sites 

in Nashville and Ashdown. In 2002, Westark Community College joined the system as the University of 

Arkansas at Fort Smith. In 2003, Forest Echoes Technical Institute and Great Rivers Technical Institute 

merged with the University of Arkansas at Monticello to become the UAM College of Technology, 

Crossett, and the UAM College of Technology, McGehee. The Arkansas School for Mathematics and 

Sciences merged with the University of Arkansas System on January 1, 2004.  The University of Arkansas 

Clinton School of Public Service was founded, in conjunction with the Clinton Presidential Library, on 

January 29, 2004. 

The University of Arkansas System administration is located on the Cammack Campus in Little Rock. 

The Cooperative Extension Service has headquarters in Little Rock and offices in all 75 Arkansas 

counties. The Agricultural Experiment Station operates research facilities on three University of 

Arkansas campuses, at Arkansas State University, at regional centers and in branch stations and other 

locations throughout Arkansas. The Criminal Justice Institute is headquartered in Little Rock. The 

Arkansas Archeological Survey's Coordinating Office is located in Fayetteville, and survey archaeologists 

are based at seven public universities. Research stations are located at Toltec Mounds State Park and 

Parkin Archeological State Park. 

Through the major campuses, the community colleges, and through the state-wide operating divisions 

of the Arkansas Archeological Survey and the Division of Agriculture, the university carries out its 

mission, which may be broadly stated as follows: 

“The University of Arkansas is a comprehensive, multi-campus, publicly-aided institution dedicated to 

the improvement of the mind and spirit through the development and dissemination of knowledge.” 

“The university embraces and expands the historic trust inherent in the land-grant philosophy by 

providing access to academic and professional education, by developing intellectual growth and 

cultural awareness in its students, and by applying knowledge and research skills to an ever-changing 

human condition.” 



 

THE UNIVERSITY OF ARKANSAS, FAYETTEVILLE 

The University of Arkansas was established in Fayetteville in 1871. It opened its doors to students on 

January 22, 1872. 

There were few facilities and practically no money for the beginning of that first academic year over a 

century ago, but the new institution had one advantage which has been of increasing importance 

throughout the years. It was established under provisions of the Morrill Act as both the state university 

and the land-grant college of Arkansas. This fact gave it an academic heritage from the universities of 

the past and the educational responsibilities in "agriculture and the mechanic arts" envisioned by 

Senator Justin Smith Morrill of Vermont, sponsor of the legislation setting aside federal land-grant 

funds to assist the various states in their efforts to establish programs of higher education. 

The location of Fayetteville for the university was determined as a result of an election held in counties, 

cities, and incorporated towns for the purpose of voting bonds or subscriptions to support the 

establishment of the university. The largest bid came from the county of Washington and the city of 

Fayetteville for a combined total of $130,000. To this amount and the congressional land grant of 

150,000 acres, the state added an appropriation of $50,000. 

The 160-acre homestead of William McIlroy was selected as the site at a purchase price of $12,000. 

The McIlroy home was converted into classrooms, and a new two-story frame building was constructed 

with one classroom on each floor. 

From a small beginning of eight students and three faculty members on the opening day of classes, the 

university has developed into a mature institution and has become the major center in Arkansas for 

graduate-level instruction and basic and applied research. Its public service activities reach every 

county in Arkansas. 

The academic units in Fayetteville include nine colleges and schools: the Dale Bumpers College of 

Agricultural, Food and Life Sciences, the School of Architecture, the J. William Fulbright College of Arts 

and Sciences, the Sam M. Walton College of Business, the College of Education and Health Professions, 

the College of Engineering, the Honors College, the School of Law and the Graduate School. 

The university maintains more than 60 special research and outreach programs, which are often 

interdisciplinary, and are conducted at centers and research units on campus, throughout the state, 

and in association with other universities. Information about these centers and research facilities can 

be found in the University of Arkansas Profile published annually and also available on the University's 

web site, http://www.uark.edu. 

In 1997, the North Central Association of Colleges and Schools continued the university's accreditation 

through the doctoral level, with the next review scheduled in 2006-2007. Full information concerning 

the current scope of the university's academic program, including course offerings, undergraduate 

degree programs, graduate degree programs and requirements for degrees can be found in the Catalog 

of Studies, the Graduate School Catalog, or the School of Law Catalog, all of which are available online. 

The University of Arkansas, Fayetteville, serves as the major center of liberal and professional education 

and as the primary land-grant campus in the state. In addition, it is Arkansas's major source of 

theoretical and applied research and the provider of a wide range of public services to people 

throughout the state and the nation. It is the vision of the University of Arkansas to be a nationally-

competitive student-centered research university serving Arkansas and the world. Students, faculty, 

staff, alumni and friends of the university are working to realize that vision through five major 



 

institutional goals: strengthening the university's academic quality and reputation by enhancing and 

developing programs of excellence in teaching, research and outreach; increasing the size and quality 

of the student body; enhancing diversity among our faculty, students and staff; increasing public 

financial support; and increasing private gift support. The mission of the University of Arkansas is to 

provide an internationally competitive education for undergraduate and graduate students in a wide 

spectrum of disciplines; contribute new knowledge, economic development, basic and applied 

research, and creative activity; and to provide service to academic/professional disciplines and society, 

all aimed at fulfilling its public land-grant mission to serve Arkansas and beyond as a partner, resource 

and catalyst. 

The university offers a broad spectrum of academic programs leading to baccalaureate, master's, 

doctoral, and professional degrees, not only in the traditional disciplines within arts, humanities, social 

sciences and natural sciences, but also in the core professional areas of agriculture, architecture, 

business, education, engineering, home economics and law. Through its faculty and its student body, 

the campus seeks to have all of its programs regionally competitive and, in addition, to offer nationally 

competitive programs in selected areas. 

The campus has statewide responsibility to provide research leadership in advancing the frontiers of 

knowledge. The research programs serve three primary purposes. First, as part of graduate instruction, 

research promotes students' abilities to appreciate and implement, to discover, and to teach. Second, 

research programs serve as vital sources of information on the economic and social needs of Arkansas. 

Third, in selected areas, research on the Fayetteville campus serves a national and international 

scholarly community. The campus is committed to a future which includes sustained growth in its 

research and scholarship. 

The university provides extensive technical and professional services to varied groups and individuals 

throughout the state, helping to further Arkansas's economic growth. In addition, the Fayetteville 

campus serves as a significant academic resource to the state. It operates nationally respected high 

school and college level correspondence programs; it assists other institutions in developing 

educational programs; it offers graduate programs, both cooperatively and singly, throughout the 

state; and it makes specialized campus resources such as computing services and library resources 

available to other institutions in the state. The campus will continue to serve this unique role and may 

expand these services to continue providing distance education through an uplink/downlink network, 

through the World Wide Web and other distance-learning connections, and through additional 

cooperative graduate education programs. 
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UNIVERSITY OF ARKANSAS MISSION STATEMENT 

“The mission of the University of Arkansas is to provide an internationally competitive education for 

undergraduate and graduate students in a wide spectrum of disciplines; contribute new knowledge, 

economic development, basic and applied research and creative activity; and provide service to 

academic/professional disciplines and society, all aimed at fulfilling its public land-grant mission to 

serve Arkansas and beyond as a partner, resource, and catalyst.” 

 



 

UNIVERSITY OF ARKANSAS EMPLOYEE HANDBOOK 

The University of Arkansas employee handbook is available in electronic format online at 

http://hr.uark.edu/working/handbook/index.php . 

UNIVERSITY OF ARKANSAS PROCUREMENT MISSION STATEMENT 

The Procurement Department at the University of Arkansas Fayetteville is dedicated to providing “best 

practice” expertise, guidance, and leadership to the Fayetteville campus community as well as the 

entire University of Arkansas system when desired and requested. Located within Business Services, 

the Procurement Department supports the academic and research goals of the university with the 

strategic and ethical acquisition of goods and services for our institution while maintaining the highest 

level of compliance with applicable laws and regulations involving the expenditure of public funds.  

The Procurement Department works to create an environment that enhances productivity while 

ensuring integrity and fairness by applying sound business practices and auditable processes and 

procedures. It is the commitment and responsibility of Procurement to maintain oversight and ensure 

compliance with regulatory guidelines and internal control procedures, conduct business with the 

highest level of customer service, maintain ethical standards of fairness and transparency, and 

encourage business with qualified responsible, sustainable, diverse vendors. 

The Procurement Department takes a lead role on procurement initiatives and services for institutions 

and agencies throughout the state. We are the eBusiness leader in the state, having implemented the 

first online eProcurement solution, RazorBuy: http://razorbuy.uark.edu and we function as a 

resource to all constituents by providing professional expertise to further strengthen responsibilities 

and initiatives within their own institutions and agencies. We believe a balance between internal and 

external customer focus is ideal, and strive to meet and exceed customer expectation. 

Whether establishing procurement processes and procedures at Fayetteville, or complying with the 

laws and regulations of the state of Arkansas, we assist all with the purchase of goods and services in 

accordance with State of Arkansas Procurement Law and Procedures (Arkansas Code of 1987 

Annotated, Title 19, Chapter 11). Important procurement information is always available online at our 

Procurement main page: http://procurement.uark.edu/ and our competitive bid solicitations are 

available 24/7 on our “HogBid” web page: http://hogbid.uark.edu/  Additionally, as a state agency, 

we follow the procurement laws of the state of Arkansas and a link is included for your information 

here: http://www.dfa.arkansas.gov/offices/procurement/Pages/default.aspx  

The role of Procurement at the University of Arkansas is to provide efficient and responsive support to 

our institution while ensuring the procurement laws of the state are followed. Whether assisting 

requestors with general purchasing requests, administering programs, assisting with vendor selections, 

methods of solicitation for obtaining best price, competitive bidding, formal sealed bidding, or 

providing support for our scientific and research community, we strive to maintain our reputation for 

purchasing excellence in the state of Arkansas and at the national level. 

 
 
 
 
 
 

http://hr.uark.edu/working/handbook/index.php
http://razorbuy.uark.edu/
http://procurement.uark.edu/
http://hogbid.uark.edu/
http://www.dfa.arkansas.gov/offices/procurement/Pages/default.aspx


 

DEFINITION OF PROCUREMENT 

“The act of obtaining or buying goods and services. The process includes preparation and processing of 

a demand as well as the end receipt and approval of payment. It often involves:  

(1) Purchase planning, 
(2) Standards determination,  
(3) Specifications development,  
(4) Supplier research and selection,  
(5) Value analysis,  
(6) Financing,  
(7) Price negotiation,  
(8) Making the purchase,  
(9) Supply contract administration,  
(10) Inventory control and stores, and  
(11) Disposals and other related functions.  

The process of procurement is often part of a company's strategy because the ability to purchase 

certain materials will determine if operations will continue.” (www.businessdictionary.com)  

 

OFFICE OF STATE PROCUREMENT MISSION STATEMENT 

“The mission of the Office of State Procurement is to serve the citizens of Arkansas by ethically, 

efficiently and transparently procuring quality commodities and services for the State of Arkansas. 

The Office of State Procurement (OSP) has primary responsibility and oversight for the statewide 

procurement of commodities, technical and professional services for all state agencies, boards and 

commissions and colleges and universities. OSP provides training in the Procurement Law, regulations 

and policies. Marketing and Redistribution, part of OSP, is responsible for the disposal of state surplus 

property and equipment.” 

STATE OF ARKANSAS PROCUREMENT LAWS AND RULES 
 

For more information regarding General Provisions, Arkansas Procurement Law, Bidding, Ethics, 

Procurement of Professional Services, Professional and Consulting Services Contracts and more, please 

visit http://www.dfa.arkansas.gov/offices/procurement/Documents/lawsRegs.pdf.   
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PROCUREMENT STAFF 
 

Linda K. Fast, Manager of Procurement Services 

lfast@uark.edu 

575-6513  

 

Andy Fletcher, Procurement Manager (Science and Research)  

andyf@uark.edu  

575-6761 

 

Adonis Bwashi, Procurement Coordinator (Science and Research)  

abwashi@uark.edu   

575-6788 

 

Ellen Ferguson, Procurement Coordinator (PCS and TGS Contracts)  

ellenf@uark.edu  

575-5314  

 

Karen Walls, Procurement Coordinator (Copiers and Student Affairs)  

kwalls@uark.edu  

575-6400  

 

Whitney Smith, Procurement Coordinator (IT)  

wesmith@uark.edu  

575-5158  

 

Kallie Tanner, Management Data Analyst/Contract Administrator/Fleet Manager 

kmtanner@uark.edu  

575-8481  

 

Wenoah Goodson, Warehouse Manager 

goodson@uark.edu  

575-2325  

 

Linda Hickman, Bid Clerk  

lindah@uark.edu  

575-6290 
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BUSINESS SERVICES PHONE LIST 

  

 



 

EMERGENCY CONTACT INFORMATION 
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FORMS 
 
All forms are available online at http://procurement.uark.edu/forms.php.  
 
Frequently Used Procurement Forms 

• Addendum (Master Standard for all contracts) 
• Appearance Agreement 
• Appearance Agreement - No Compensation 
• Bidder Registration Portal 
• Bid Quote Request Form (formerly Fax Quotation) 
• Bid Quote Tab Sheet (formerly Telephone Quotation Sheet) 
• Business Justification Form - Meals & Entertainment 
• Cellular Communication Justification and Approval Form 
• Cellular Communication Justification and Approval Form - AGRI 
• Certification of Sufficient Appropriation and Fund Balances  
• Confidentiality Form for Committee Members 
• Conflict of Interest (PDF) 
• Contract and Grant Disclosure and Certification  
• Equal Opportunity Policy Disclaimer 
• Fayetteville Town Center Contract Addendum 
• Fayetteville Town Center Incidentals  
• Fayetteville Town Center Standard Contract U of A 
• Gifts, Gift Cards & Promotional Items 
• Illegal Immigrant Certification Form 
• Import Purchases and Procedures 
• Legal Review Form 
• License/Certification Authorization Form 
• Membership Justification Form 
• Mt. Sequoyah STANDARD Terms & Conditions 
• Procurement Review Form  
• Student Prize Winner Form 
• Technical & General Services Contract 
• Technical & General Services Contract - Amendment 
• Vendor Performance Report 

 
BASIS   

• Personal Reimbursement (Non-Employee for BASIS requisitions) 
• Requisition Cover Sheet (for BASIS requisitions) 
• Wire Transfer Form (for BASIS requisitions) 

 
P-Card  

• Agreement Form 
• Business Justification Form-Meals & Entertainment 
• Delegation Form 
• Disputed Charge Form 
• License/Certification Authorization Form 
• Lost/Unobtainable Receipt Form 
• Membership Justification Form 

 
 
 
 

http://procurement.uark.edu/forms.php
http://procurement.uark.edu/_resources/documents/ADDENDUM_Master_Standard.pdf
http://procurement.uark.edu/_resources/documents/appear.pdf
http://procurement.uark.edu/_resources/documents/appear_nc.pdf
http://supplier.uark.edu/
http://procurement.uark.edu/_resources/documents/phonequote.pdf
http://procurement.uark.edu/_resources/documents/bidqttab.xls
http://procurement.uark.edu/_resources/documents/MealsEntertainmentForm.pdf
http://procurement.uark.edu/_resources/documents/Cell_Just.pdf
http://procurement.uark.edu/_resources/documents/Cell_Justification_08-17-2014_AGRI.docx
http://procurement.uark.edu/_resources/documents/certification.pdf
http://procurement.uark.edu/_resources/documents/confcom.pdf
http://vcfa.uark.edu/policies/fayetteville/vprs/4040-appendix-d.pdf
http://procurement.uark.edu/_resources/documents/cgcf.pdf
http://procurement.uark.edu/_resources/documents/eopd.pdf
http://procurement.uark.edu/_resources/documents/ftccontracta.doc
http://procurement.uark.edu/_resources/documents/ftcip.doc
http://procurement.uark.edu/_resources/documents/ftcstcua.doc
http://procurement.uark.edu/_resources/documents/PROMO_GIFTS.pdf
http://procurement.uark.edu/_resources/documents/immigrant.pdf
http://procurement.uark.edu/_resources/documents/Import_Purchases_and_Procedures.pdf
http://procurement.uark.edu/_resources/documents/legal_review.pdf
http://procurement.uark.edu/_resources/documents/emplicform.pdf
http://procurement.uark.edu/e-procurement/pcard/resources/documents/MembershipFormPCard.pdf
http://procurement.uark.edu/_resources/documents/Mt._Sequoyah_STANDARD_Terms_and_Conditions_REVISED_10_09_13.doc
http://procurement.uark.edu/_resources/documents/ProcurementReviewForm.pdf
http://businessservices.uark.edu/_resources/documents/Student_Prize_Winner.pdf
http://www.dfa.arkansas.gov/offices/procurement/Documents/tgs1.pdf
http://procurement.uark.edu/_resources/documents/TGSF1AForm.pdf
http://procurement.uark.edu/_resources/documents/VPRFormWSignature.pdf
http://procurement.uark.edu/_resources/documents/Reimbursement_ClaimForm2017.pdf
http://procurement.uark.edu/_resources/documents/reqcover.pdf
http://procurement.uark.edu/_resources/documents/X3_Wire_Transfer_Details_BASIS.pdf
http://procurement.uark.edu/_resources/documents/AgreementFormPCard.pdf
http://procurement.uark.edu/_resources/documents/MealsEntertainmentForm.pdf
http://procurement.uark.edu/e-procurement/pcard/resources/documents/DelegationForm.pdf
http://procurement.uark.edu/e-procurement/pcard/resources/documents/DisputedChargeForm.pdf
http://procurement.uark.edu/_resources/documents/License-CertificationForm.pdf
http://procurement.uark.edu/e-procurement/pcard/resources/documents/LostUnobtainableForm.pdf
http://procurement.uark.edu/_resources/documents/MembershipFormPCard.pdf


 

Professional Contract Services (PCS) 
• PCS Contract Form - State 
• PCS State Amendment Form 

 
RazorBuy  

• Business Justification Form - Meals & Entertainment 
• Membership Justification Form 
• Request a Change for Existing Supplier (used to propose an address or change a PO 

distribution for RazorBuy) 
• Sole Source Form (used as an attachment to a Trade-In Form when there's a sole 

source indicator) 
• Trade In Allowance Form 
• Vendor Identification Form (used to propose a Supplier for RazorBuy) 
• Wire Transfer Form (for RazorBuy) 

 
Student Activities 

• Appearance Agreement 
• Stage Setup Requirements 
• TCard Forms 
• Travel Forms 

 
Technology 

• Technology Procurement Review Form (user is directed to UARK Central Login to 
complete form) 

• VPAT Blank Form 
• Wireless Remote Data Access 

Vehicles 
• Vehicle Disposal Form 
• Vehicle On Site Sale Request Form 
• Vehicle Request (Annual) MV-5 
• Vehicle Request (Campus) MV-6 
• Vehicle Request (Agri) MV-6 
• Vehicle Report MV-2 (landscape) 

Vendors 
• Vendor Identification Information 
• W-8 Form 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://procurement.uark.edu/_resources/documents/PCSForm.pdf
http://procurement.uark.edu/_resources/documents/PCS1AForm.pdf
http://procurement.uark.edu/_resources/documents/MealsEntertainmentForm.pdf
http://procurement.uark.edu/e-procurement/pcard/resources/documents/MembershipFormPCard.pdf
http://razorbuy.uark.edu/supplier-information/index.php
http://procurement.uark.edu/_resources/documents/Sole_Source_Form.pdf
http://procurement.uark.edu/_resources/documents/Trade_In_Allowance_Form_RB.pdf
http://businessservices.uark.edu/_resources/documents/VII.pdf
http://procurement.uark.edu/_resources/documents/X2_Wire_Transfer_Details_RB.pdf
http://procurement.uark.edu/_resources/documents/appear.pdf
http://procurement.uark.edu/_resources/documents/stage.doc
http://travel.uark.edu/forms.php
http://travel.uark.edu/forms.php
https://itsforms.uark.edu/itreview/
http://procurement.uark.edu/_resources/documents/VPAT_Blank.pdf
http://procurement.uark.edu/_resources/documents/wireless.pdf
http://procurement.uark.edu/_resources/documents/vehicle_inspection_form.pdf
http://procurement.uark.edu/_resources/documents/bidonsite.pdf
http://procurement.uark.edu/_resources/documents/mv5.pdf
http://procurement.uark.edu/_resources/documents/mv6.pdf
http://procurement.uark.edu/_resources/documents/mvagri.pdf
http://procurement.uark.edu/_resources/documents/vreport.pdf
http://businessservices.uark.edu/_resources/documents/VII.pdf
http://procurement.uark.edu/_resources/documents/w8.pdf
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PROCUREMENT POLICY AND RELATED FAQs 
 

Advance Purchase Order Numbers (only in the event of true emergencies)  
When an urgent purchasing need exists and there is not sufficient time for the requisitioner to obtain 
a written copy of the purchase order before making the purchase, an advance purchase order number 
may be issued by the Purchasing Division. 

You should contact the buyer assigned to your department or the main number to the Purchasing 

Division 5-2551. Be prepared to give the following information: 

• Vendor name 

• Cost center number 

• Estimated purchase total 

• Brief description of items 

• This purchase order number should be given to the vendor, written on the invoice and sent to 

Accounts Payable. 

The University is not legally obligated until the Purchasing Division has authorized the purchase, and 

any individual making a purchase without proper authority first being given is assuming a personal 

obligation to the vendor for which they may be held liable. All requisitions for unauthorized purchases 

(i.e., purchases that have already been completed prior to approval by the Purchasing Division) in 

excess of $1,000 will be returned to the requisitioner unapproved. 

Exception: Prior approval is not required for advertising placed directly with a publication, professional 

memberships, subscriptions, or page charges for articles published in journals, and extra copies of such 

articles. Appeals must be made in writing to the Associate Vice Chancellor for Business Affairs with an 

explanation of why the normal methods of purchase could not be followed. 

Amendment 54 (Arkansas Law for Printing) 
Items listed in Amendment 54 to the Constitution of the State of Arkansas are subject to special bidding 
requirements. The items listed are printing, stationery, paper and soy inks used to produce stationary, 
and other printed items (wet ink on paper versus dry ink which is toner used by digital copiers). See 
Office Supply Section for further information. All commodities subject to Amendment 54 that are not 
available from Printing Services, the Departmental Supplies section of the Bookstore, or State Contract 
must be bid by Procurement or the Office of State Purchasing. Departments are not permitted to take 
their own bids on constitutional items regardless of dollar amount. For the convenience of ordering 
departments, the Departmental Supplies section of the Bookstore stocks many State Contract items 
and can special order others from the state contract holder for office supplies. 

 
Bids 
Purchases Less than $10,000 (Small Order Purchases)  
The State of Arkansas considers purchases totaling $10,000 or less, including freight but excluding sales 
tax, to be Small Order Purchases.  

These purchases may be made without bidding but competition should be used to the maximum extent 

practicable. This limit does not apply to state and institution contract items and printing. 

Departments are advised to exercise prudent judgment in specifying items and entering a source for 

purchase on the requisition. The Procurement Office will provide information as needed on product 

specifications and vendor experience for any particular class of commodity for which they have 

information. 



 

Caution: Repeated small quantity purchases of similar items to circumvent the $10,000 bid limit are 

prohibited. Allow two (2) working days for Purchasing to process after the requisition has been 

approved by your department. 

If your requisition is under $1,000 and meets certain parameters, it will qualify for the Auto Purchase 

Order function in BASIS. 

This type of purchase will automatically issue a Purchase Order, by-passing buyer review. Auto PO’s are 

reviewed during post-audit. 

Purchases $10,000.01 to $50,000.00 (Competitive Quote Bids) 
Fax Quotation Sheet Telephone Quotation Tab Sheet Written/Fax Competitive Quote Bids may be 
obtained by departments for bidding purchases which total more than $10,000 but do not exceed 
$50,000 including freight but excluding sales tax. 

A minimum of three (3) bids (with actual dollar amounts) must be received, one of which should be a 

minority vendor, if available for that commodity. If you receive a "no bid" or "no response" from a 

minority include that on your tab sheet as well as three (3) other quote bids. 

Departments should use the Faxed Quotation Sheet and Telephone Quotation Tab Sheet listed above 

when requesting bids. 

Allow four (4) working days for purchasing to process after your department has approved the 

requisition in BASIS. Send copies of the vendor’s quote response and completed tab sheet to your 

buyer’s attention by email or fax. Attachments will be reviewed prior to issuance of a Purchase Order. 

Departments are given the delegation to solicit bids in this price range but Purchasing is available to 

assist in processing these bids if departments do not have the time or qualified staff. 

Purchases Exceeding $50,000.00 (Formal Bids) 
Commodity purchases or services not covered by a state or institutional contracts which total more 
than $50,000, leases which exceed $50,000 within the duration of the contract, and leases with option 
to purchase when the value of said commodity is more than $50,000 require formal competitive sealed 
bidding by the Procurement Office. 

The average processing time is six (6) to eight (8) weeks as the bid must be developed, advertised, the 

responses evaluated and the bid awarded. Individuals requisitioning items should allow time for the 

above procedures when anticipating their purchasing needs. 

It is never too early to work with your buyer on minimum specifications and delivery requirements. 

What is the procedure for sending out formal bids? 
The U of A faxes out a notice by letter to the vendors who are currently on the bidder’s list for a specific 
product. The letter includes the bid number, name of bid, and the bid opening date and time, as well 
as the website address where the vendor can download the bid. It also includes the name, number and 
email address of the person to contact for any problems the vendor may have while downloading the 
bid. 

The U of A faxes out a notice by letter to the vendors who are currently on the bidder’s list for a specific 

product. The letter includes the bid number, name of bid, and the bid opening date and time, as well 

as the website address where the vendor can download the bid. It also includes the name, number and 

email address of the person to contact for any problems the vendor may have while downloading the 

bid. 



 

What is the dollar amount before I have to send something out for bid?  
$10,000.00 
 

What is the website address where formal bids are listed? 
Formal Bids can be seen at the HogBid website. On this website if the tab sheet column says yes then 
the tab sheet has been posted. When you see a date under the Date Awarded column this means the 
bid has been awarded. If you want to know to whom the bid was awarded, contact Linda Hickman, Bid 
Clerk at 479.575.6290. If you are not able to download a bid you can contact either Linda Hickman or 
the buyer to get a copy mailed or faxed to you. 
 
How does a vendor get on the UAF bidder’s list?  
Complete the bidder’s application.  If you have any questions regarding this procedure please contact 
Linda Hickman at 479.575.6290. 
 

Who do I contact when I have a question about the specifications of a bid? 
The bid will have a departmental contact person and/or buyer name to contact. 
 

When the bid clerk is not available whom do I contact if I have a question regarding a 
bid? 
Ask for the buyer as listed on the bid.  
 

What is the time frame and procedure for protesting a bid? 
A formal letter is sent to Kim Williams, Business Manager, to ADMN 321. She can be reached at 
479.575.4900. 

 
Blanket Orders 
Blanket orders are to be issued for small purchases, rental and lease arrangements. Blanket orders are 
not to be used to purchase commodities or equipment, which should be procured by competitive 
bidding. Blanket orders for small purchases are normally limited to $10,000 per month. 

There are numerous items under state contracts, which are mandatory on the University and, 

therefore, may not be purchased from blanket orders. Items are added occasionally as the Office of 

State Procurement may determine a need for additional contracts. 

This office enters the following statement on all blanket orders to vendors where there is a possibility 

that contract items could be purchased: Important! Purchase of the following items are not permitted 

against this order: 

• bulk paper towels 
• bulk toilet tissue 
• light bulbs or ballasts 
• tires and tubes 
• paper 
• printing 
• office machines 
• telephones or accessories, 
• furniture, 
• video tape 
• capital equipment 
 

If an individual purchases a contract item against a blanket order, it will be his or her personal 
obligation, as the University is unable to make payment to a vendor who does not hold the contract for 



 

that item. Purchases of food and related items must be identified with a detailed purchase order line 
description and commodity code number. Each food purchase must be justified by listing University 
function. Receiving/Receipt information for food purchases is located in Accounts Payable Procedures. 

 
Are blanket orders to the Bookstore allowed? 
As of December 31, 2016, all internal blanket orders with the Bookstore will be cancelled.  Therefore, 
we recommend that you begin using a P-Card for your orders with the Bookstore and cancel your 
"internal blanket" orders as soon as possible. 
 

Blanket Order Audit Procedures 
At the end of every month, after accounting closes, the Financial Analyst runs a statistical sample report 
from the data warehouse of blanket purchases. The selection process includes: 

• All invoices paid during a period (excluding utilities such as SWEPCO, Arkansas Western Gas, 

ARKLA, City of Fayetteville, Entergy) 

• Select, on average, 10% of total purchases and assign the purchase to the APO, Buyers and 

Financial Analyst. The selection process always includes items over $2,500 but after that is a 

totally random sample (not based on dollar value or BU). 

• The selections are distributed to the various individuals with a date to be returned to the 

Financial Analyst. The Purchasing staff will review each item and note those that require 

additional documentation or justification. 

The Financial Analyst will maintain a spreadsheet detailing which items require additional information 

and will contact the department requesting such information by a certain date. 

As replies are received from departments, the spreadsheet is updated accordingly. If the response is 

not satisfactory, the information will be forwarded to the Business Manager for managerial review. The 

Business Manager will respond on an individual incident basis for any inappropriate transaction(s). 

If no reply is received from the department, a second notice will be sent within one week of the 

deadline. If no response is received from this second notification, the department head will be notified 

(this notification will be initiated by the Financial Analyst but will bear the signature of the AVCB). If a 

response is still not received, all correspondence will be submitted to the Financial Management and 

Analyst (FMAN) for further action. The Business Office will take the appropriate action as directed by 

FMAN. 

If, at any time, a suspected fraudulent purchase is discovered, all supporting documentation will be 

turned over to FMAN. 

If, at any time, an inappropriate purchase is discovered, a request for restitution will be made from 

other sources and the department must provide accompanying documentation. 

At the end of the fiscal year (after the Legislative Audit) is completed; all documentation is imaged 

against the corresponding AP ID number. 

Please note that these procedures relate to all blanket purchases except for Wal-Mart and/or Sam’s 

Club. The same process is followed for these vendors except that a separate query is run. 

Computers, Copiers, and Printers 
For technical questions regarding hardware/software information and guidance, please navigate the IT 
Services Website, or contact the IT Help Desk at 575-2905. 

http://its.uark.edu/
http://its.uark.edu/


 

COMPUTER STORE: The University Bookstore operates a Computer Store to serve departments, faculty, 

staff, and students of the University of Arkansas. This store, located at 616 N Garland Avenue, offers a 

variety of personal computers, peripherals, and software at discount prices. The Computer Store does 

not preclude any of the state procedural requirements for departmental purchases. Items that require 

bidding, justification, etc., must go through the normal purchasing procedures. 

The Computer Store is now an eligible bidder for University bids. For your convenience and to avoid 

long delays in delivery of microcomputers and equipment, many items stocked at the Computer Store 

meet state bid requirements. Selection of brand and model available for departmental use may be 

regulated by state purchasing agreements. Visit the Computer Store for additional 

information:  http://uofastore.com/computer/  

• Computer 

• Computer Parts / Accessories 

• Copiers 

• Printers 

Can I purchase Microsoft software from a vendor of my choice? 
No. A mandatory state contract for Microsoft Software products exists for purchase of Microsoft 
Products. See the Procurement Contract Item web page for additional information. Check 
with Whitney Smith at 479.575.5158 in the Procurement Office regarding further information. 
 
Can I purchase Adobe software from a vendor of my choice? 
Yes. However, an optional contract for Adobe Software products exists with educational discount 
pricing. See the Procurement Contract Item web page for more information (Keep in mind the bid limit 
of $10,000 if purchasing Adobe products outside of this contract). Check with Whitney Smith at 
479.575.5158 in the Procurement Office regarding further information. 
 
Can I purchase a computer and/or printer of my choice from a vendor of my choice?  
No. Check with Whitney Smith at 479.575.5158 in the Procurement Office regarding mandatory and 
optional contracts in place for purchase of computers. See the Procurement Contract Item web 
page for more information. 
 
Who do I contact if I want to purchase or have service performed on a copy machine?  
Departments on the U of A – Fayetteville campus and the Northwest Arkansas region should 
contact Penny Bellard, PMC Solutions, at 479.575.5970 when they need a copier placement 
or need service on their copier. 
 
If I am at an off-campus location, who do I contact for copier information? 
Departments in other parts of the state of Arkansas and across the country should contact Karen 
Walls at 479.575.6400 when they need a copier placement. Contracts for leasing and purchasing 
copiers are available for departments when ordering their copier. If a department chooses not to use 
one of the existing contracts, a formal bid will have to be processed by the Procurement office. 
 

Conflict of Interest 
No firm shall be eligible to sell to any State Agency in any instance in which either the executive head, 
the State Procurement Administrator or Agency Procurement Official of such agency making the 
purchase shall have financial interest. It shall be unlawful for any board or commission member or 
office or employee of the State or any firm with which any such person is connected, to sell to the State 
Agency with which he is connected, any commodities except in instances in which the price of such 

http://uofastore.com/computer/
http://procurement.uark.edu/_resources/documents/purch_contracts_computers_printers.pdf
http://procurement.uark.edu/_resources/documents/purch_contracts_computers_printers.pdf
http://procurement.uark.edu/_resources/documents/purch_contracts_computers_printers.pdf
http://procurement.uark.edu/_resources/documents/purch_contracts_computers_printers.pdf
https://procurement.uark.edu/contracts.php
mailto:%20wesmith@uark.edu
mailto:%20wesmith@uark.edu
https://procurement.uark.edu/contracts.php
https://procurement.uark.edu/contracts.php
mailto:%20bellard@uark.edu
mailto:%20kwalls@uark.edu
mailto:%20kwalls@uark.edu


 

commodities is fixed by law or any agency of government with which he is not connected, or in which 
the price of such commodities is fixed by a contract let by another State Agency. 

The executive head or Agency Procurement Official or other officer or employee of any State Agency, 

or the State Procurement Administrator, who shall knowingly violate any of the provisions of this 

section shall forthwith be dismissed from employment; and any such officer or employee or board or 

commission member who shall knowingly make any sale, in contravention of this section shall be guilty 

of a misdemeanor and upon conviction thereof shall be fined in any sum not to exceed five thousand 

dollars ($5,000), or by imprisonment in the county jail for not more than nine (9) months, or by both 

such fine and imprisonment. 

Constitutional Items 
Items listed in Amendment 54 to the Constitution of the State of Arkansas are subject to special bidding 
requirements. The items listed are printing, stationery, paper and soy inks used to produce stationary, 
and other printed items (wet ink on paper versus dry ink which is toner used by digital copiers). See 
Office Supply Section for further information. All commodities subject to Amendment 54 that are not 
available from Printing Services, the Departmental Supplies section of the Bookstore, or State Contract 
must be bid by Procurement or the Office of State Purchasing. Departments are not permitted to take 
their own bids on constitutional items regardless of dollar amount. For the convenience of ordering 
departments, the Departmental Supplies section of the Bookstore stocks many State Contract items 
and can special order others from the state contract holder for office supplies. 

 
Construction 
James Ezell (479.575.2554) and Ellen Ferguson (479.575.5314) handle all construction bids. 

 
Contract Items 
If information is needed prior to requisitioning any contract item, contact your Departmental 
Buyer/Procurement Coordinator. To locate the Departmental Buyer/Procurement Coordinator 
assigned to you, see the BU Assignments list. 

See our website for statewide and University term contracts.  Additional commodities may be 

added to this list at any time. For further information visit the Business Affairs Procurement 

Division web site. 

Contract Signature Authority 
Authority to bind the University of Arkansas to original purchase order obligations rests with the 
Executive Vice President or his designee. All contracts are to be forwarded first to the Procurement 
Division for review and consideration. Purchasing reviews all contracts which may contain provisions, 
which are not in the best interest of the University, and clauses to which the University cannot be legally 
bound. Individuals not specifically authorized to do so are not to sign maintenance agreements, leases, 
licensing agreements, or other contracts for the University. 

 
Copiers and Multifunction Equipment 
The procurement of all copiers, duplicators, and related equipment requires prior approval of Printing 
Services and the Office of Business Affairs. Requests for such equipment should be directed to Penny 
Bellard at 5.5970 for evaluation. In evaluating any request, consideration will be given to whether or 
not the departments' needs can be met by existing equipment. Departments located within the same 
building, and possibly adjacent buildings, are expected to SHARE such equipment if at all possible. If a 
request for new equipment is approved, Printing Services will submit a requisition to Purchasing and 
Printing Services will write the bid specifications and analyze the bids received. 
 

 

mailto:%20jezell@uark.edu
mailto:%20ellenf@uark.edu
http://businessservices.uark.edu/budgetary-unit-assignments.php
http://procurement.uark.edu/contracts.php
http://procurement.uark.edu/index.php
http://procurement.uark.edu/index.php
http://procurement.uark.edu/index.php
http://procurement.uark.edu/index.php
http://www.uark.edu/depts/prntsrv/
http://www.uark.edu/depts/prntsrv/
mailto:%20bellard@uark.edu
mailto:%20bellard@uark.edu


 

Emergency Purchase 
The acquisition of commodities or services which, if not immediately initiated, will endanger human 
life, health, University property, or functional capability of the University. All emergency purchases shall 
be approved in advance wherever possible by the Procurement Division. 
 
Where time or circumstances do not permit prior approval, approval must be obtained at the earliest 
practical date. Request for approval shall be made in writing and shall include: 

• Requisition 

• Quotation Abstract 

• Written explanation of how emergency was determined (give specific reasons why the 

procurement is an emergency) 

A minimum of three (3) competitive bids, wherever possible, must be obtained on authorized Bid 

Quotation Sheet unless the emergency is critical. If three (3) competitive bids are not obtained, the 

forms must show the names of at least three (3) firms contacted in attempting to obtain competition. 

Ethics 
Any attempt to realize personal gain through public employment by conduct inconsistent with the 
proper discharge of the employee's duties is a breach of public trust. It is a breach of ethical standards 
for any employee to: participate directly or indirectly in any matter pertaining to any contract, 
subcontract, or purchase order in which the employee or any member of his/her immediate family has 
a financial interest. Direct or indirect participation includes involvement through decision, approval, 
disapproval, recommendation, preparation of any part of a procurement request (requisition or 
request for bid), influencing the content of any specification, rendering of advice, investigation, 
auditing, or in any other advisory capacity. 

Immediate family is defined as spouse, children, parents, brothers, sisters, and grandparents; and 

accept a gratuity or offer of employment in connection with any decision, approval, recommendation, 

preparation of a purchase request, or other particular matter, pertaining to any contract, solicitation, 

or proposal. Gratuity is defined as a payment, loan, subscription, advance, deposit of money, services, 

or anything of more than nominal value. Any employee who obtains any benefit from any State contract 

with a business in which the employee has a financial interest shall report such benefit to the Director 

of the Department of Finance and Administration. 

It is a breach of ethical standards for any former employee to engage in selling or attempting to sell 

commodities or services to the University or any other state agency for one year following the date 

employment ceased. Any employee or non-employee who shall knowingly violate any of the ethical 

standards described shall be guilty of a felony and upon conviction thereof shall be fined in a sum not 

to exceed ten thousand dollars ($10,000), or shall be imprisoned in the penitentiary not less than one 

(1) or more than five (5) years, or shall be punished by both. 

 
 
 
 
 
 
 
 
 
 

http://procurement.uark.edu/index.php
http://www.state.ar.us/dfa/


 

Event Sponsorships 

 
 



 

 
 
 
 
 
 



 

 
 
 
 
 
 



 

 
 
 
 
 
 
 
 



 

Federal Transit Administration  
Except as the Federal Transit Administration (FTA or We) determines otherwise in writing, before FTA 
may award Federal transit assistance (funding or funds) to support a public transportation Project, an 
Authorized Representative (You) of the Project sponsor (Applicant) must select certain Certifications 
and Assurances required by Federal law or regulation. The Authorized Representative must be duly 
authorized by the Applicant to, among other things, sign these Certifications and Assurances and bind 
the Applicant’s compliance. 

You, as the Authorized Representative, must select all Certifications and Assurances required of your 

Applicant (or it) to support its applications for FTA funding during Federal fiscal year (FY) 2016. 

We request that you read the Certifications and Assurances, as well as the Federally Required and Other 

Model Clauses, and select those that will apply to all Projects for which your Applicant might seek FTA 

funding. As required by Federal law and regulation, only if you select adequate Certifications and 

Assurances or Federally Required and Other Model Clauses on your Applicant’s behalf, may FTA award 

Federal funding for its Project. 

• FTA Certifications and Assurances 

• Federally Required and Other Model Clauses 

• FTA Circular 4220.1F (Applicability of Third Party Contracting Guidance - Appendix D, Sec. B) 

• Terms and Conditions 

Fuel Card (Voyager) 
Voyager Fleet Services is the fuel card provider used by the University of Arkansas. Voyager cards 
should be used for University fleet vehicle and University equipment fuel purchases. The Voyager card 
can be used to fuel rental vehicles during University business trips. The Voyager card should also be 
used for maintenance on University fleet vehicles. 

Electronic charges for Voyager will be handled similar to the P-Card and T-Card charges. Voyager 

charges require the department to retain the original receipt and approve charges in BASIS. The 

Voyager Fleet Card is accepted at over 230,000 national fuel and maintenance locations across the 

nation, as well as in Puerto Rico. 

The University of Arkansas Facilities Management fueling station accepts Voyager cards only. 

Lost/Stolen Procurement Cards and Fraudulent Charges 
Cardholders are required to immediately contact US Bank Customer Service at 1-800-344-5696 or US 
Bank Fraud Dept. at 1-800-523-9078 (any day, any time) if you suspect fraudulent charges on your 
account. If the fraudulent charges are in BASIS, contact the P-Card Administrator for direction on the 
approval process and necessary documentation. 
 

Gifts, Gift Cards, Retirement, & Promotional Items Policy & Procedures   
Expenditures of this type fall under Board Policy 260.1 for “Official Functions” designations and 
associated expenditures. The Procurement policy is to allow such expenditures under the above Board 
of Trustee policy with the following procedures: 

1) Requesting departments have two options: 

Enter an Internal Requisition in BASIS (i.e. Printing Services, Bookstore, Computer Store), or 

Enter a "Payment With Order" requisition in RazorBuy. After completing the departmental 

review steps, the requisition will be subject to final approval by the Procurement Department. 

 

https://www.transit.dot.gov/sites/fta.dot.gov/files/docs/2016_Certs_and_Assurances_FINAL.pdf
http://procurement.uark.edu/_resources/documents/Federally_Required_and_Other_Model_Clauses_PERMENENT_FILE.pdf
http://procurement.uark.edu/_resources/documents/MatrixFormatRev09_27_2016.pdf
http://procurement.uark.edu/_resources/documents/terms.pdf
http://www.uasys.edu/policies/260.1.PDF


 

2) The Procurement Coordinator, within the Procurement Department, will review the requisition 

for appropriateness of the request in support of the University/Departmental mission.  The 

Procurement Coordinator will review these types of requests on a case-by-case basis and shall 

contact the department for further information if necessary prior to approval. 

3) Blanket orders, personal reimbursements and P-Cards are NOT allowed to be used for these 

types of purchases. 

4) Documentation of gift card/award/prize recipients or participation in official university 

programs must include recipients name, date and title of event and must be retained at the 

departmental level and provided to the departmental buyer. 

5) Gift cards, shopping cards and gift certificates are all considered the same as cash and the 

recipient MUST complete a gift/prize/award receipt form regardless of dollar amount and if it 

was for payment of services, gift or prize. Form must be submitted to your Procurement 

Coordinator. 

However, expenditures for official functions (gift cards and certificates) are not the same as gifts. Gifts 

to individuals are not allowed by the Procurement Department, with the exception of “Promotional 

Items” as stated in State Procurement memorandum of April 9, 2002,  and gifts in lieu of payment 

for speaking engagements. Gifts for employees are not allowed. 

As per the State Procurement memorandum, the following are items that are not prohibited from 

procurement with appropriated funds: 

1. Plaques for student achievements. 

2. Plaques for board or commission members upon termination of service on a board or 

commission. 

3. Promotional items specifically authorized by language in a state or federal grant. 

4. Items purchased, the cost of which is reimbursed by students. 

What is permissible with public funds? 
Food, supplies and decorations for an official retirement reception (onsite and open to guests, i.e. 
public officials, donors, students, etc.) is acceptable, but not acceptable for an internal department 
event.  A plaque or similar item of approximately $50.00 is an acceptable gift.  P-Card is acceptable 
(with clear documentation) for all of these items.  Anything more should be funded through foundation 
funds or your personal contributions. 
 
What documentation is required for prizes? 
For non-employees, a completed W9 from the prize recipient with a form (or memo) attached to the 
W9 that states what the give-away was for, who was eligible to participate, and the value of the prize. 

For employees, some sort of form which includes the recipient’s signature, employee ID, what the give-

away was for and the value of the prize. 

Insurance 
Who do I contact with a question about insurance? 
Contact the Risk Management Office at 479.575.5314 or 479.575.2554. You can also e-mail Ellen 
Ferguson or James Ezell. 
 
 
 

http://procurement.uark.edu/policy/PROMO_GIFTS.pdf
http://procurement.uark.edu/_resources/documents/promoitems.pdf


 

What types of insurance are available? 
The Risk Management Office handles the following types of insurance: Building/Property, Automobile, 
Student Travel Accident, Camp Accident, Special Event Liability, Professional Liability, and Student 
Professional Liability. 

 
Internal Orders 
Examples of interdepartmental services are: Departmental Supplies section of the Bookstore, Gas 
Cylinders, Mailing Services, Printing Services, Physical Plant, and Telephone Services. Most 
interdepartmental transactions are processed by a transfer of funds between departments and no 
purchase order is required. Departments must maintain budgetary control measures to relate these 
purchases to total available funds. Purchase Orders will still be required when purchasing equipment 
(non-consumable items with unit costs $500 and greater). 
  

Licenses/Certification for Employees   
The University is under no obligation to pay for licenses and certifications required to hold a position 
of employment. However, the University may elect to pay certain licensing and/or certification fees 
when there is a justified need that provides a benefit to the University. An example of such a need that 
benefits the University is in the case of the need to fill a position for which no qualified applicants are 
available who already possess the required licenser, or when labor market conditions are such that it 
is difficult to recruit and retain employees with the required certification. Human Resources may be 
asked to assist in verifying the necessity of such payments for specific positions based on past 
experiences in recruiting and/or turnover rates. 

To initiate payment of licenses or certifications that meet the test of: 

1. Being required to perform the duties needed by the University, or 

2. Necessary to recruit and/or retain employee(s) in a position required by the University, 

The department should submit an electronic Requisition and this justification form clearly describing 

the need and the circumstances of the request to the Procurement office. 

Life Cycle Costing 
When bidding air conditioners, heat pumps, and refrigerator/freezers, life cycle cost formulas provided 
by the Office of State Purchasing must be used in evaluating bids. Additional commodities may be 
added to this list at any time. 
 

Marketing & Redistribution  
Equipment for Inventory purposes is defined by the state as “tangible property with a unit cost of 
$2,500.00 or more and a normal usage life of two (2) years or more, except land or buildings.” 

Regardless of dollar value, property may not be traded, sold, salvaged, destroyed, transferred to other 

state agencies or cannibalized until the Surplus Manager and Marketing and Redistribution have given 

prior approval. A written request must be submitted to the Surplus Manager for each item to be traded, 

sold, salvaged, destroyed, transferred to other state agencies or cannibalized. Include the 

manufacturer, model, description, serial number, and University of Arkansas Tag Number (if one exists). 

In instances where items have become surplus to a department: the departmental contact must enter 

each inventory or non-inventory item into the BASIS - AIMS via the Surplus process. Once the surplus 

batch has been approved, a “Request for Disposal of Surplus Property” report and surplus-inventory 

bar code labels will be sent via campus mail to the departmental contact. The surplus-inventory bar 

code labels should be affixed to the front of the appropriate item. 

http://procurement.uark.edu/_resources/documents/emplicform.pdf


 

The Surplus Manager, in coordination with the departmental contact, will schedule a time for pick up 

of the items. When items are picked up, the departmental contact must sign a copy of the report 

verifying what items were picked up. The items are transported back to the surplus warehouse. After 

items have been received and moved to the Surplus Warehouse, the budgetary unit for all capital items 

will be changed from the department's BU to the surplus warehouse's BU. 

These items will no longer be the responsibility of the surplusing department. Items received at 

the Surplus Warehouse are either held for recycling back on campus, sold by sealed bid, scrapped, or 

sold through public auctions. 

Motor Vehicles eligible to be registered for highway use, whether registered or not, may be 

cannibalized after obtaining authorization. These vehicles will not be removed from your inventory 

listing until the carcass of the vehicle has been disposed of by M&R. In no event shall more than ninety 

days elapse between authorization of cannibalization and processing the carcass for disposal by 

Marketing and Redistribution. 

Office Supplies  
Nearly all office supplies, regardless of intended use, must be purchased from the Departmental 
Supplies section of the Bookstore in the Arkansas Union or purchased from our contract holder (contact 
Purchasing Division for current contract holder). As a convenience to departments, most office supply 
items under contract are stocked by the Departmental Supplies section of the Bookstore. If the 
Departmental Supplies section does not have the item needed in stock, you may request them to order 
it for you. 

Departments are advised that many items under contract are not available by choice of brand and 

model number as contracts are awarded on goods meeting minimum specifications or on an "as equal 

basis.” 

Paper Products 
All paper products not on a state contract and not considered an Amendment 54 item greater that 
$10,000 will be bid. Paper products that are considered to be “Constitutional Items” are subject to even 
stricter bidding requirements. The University is required by law to give preference to recycled paper 
whenever purchasing paper products of any kind and to report paper purchases to the Office of State 
Procurement on a monthly basis. 
 

P-Card  
The University of Arkansas Procurement Card (P-Card) Program has been established to provide an 
expeditious way to make small dollar commodity purchases while reducing the costs associated with 
requisitioning and payment. 

The procurement card should reduce the need for blanket purchase orders, personal reimbursements 

and invoice attached requisitions. 

University employees are entrusted and empowered with the ability to make small dollar purchases on 

behalf of their department. Along with this empowerment comes responsibility. Cardholders are 

expected to make sound business decisions in the best interest of the University and always comply 

with University and State policies and procedures. 

The University Procurement Department is responsible for managing the program, and each Academic 

or Administrative department is responsible for managing its cardholder accounts. Personal charges 

are strictly forbidden. The adherence to policies allows continued process savings and accountability. 

http://surplus.uark.edu/index.php


 

Obtaining a Procurement Card 
Any employee for whom a Procurement Card is going to be requested must first complete an online 
Procurement Authorization (PA) within the BASIS system. Once this Procurement Authorization has 
been submitted and approved by the Cost Center managers for the default cost center, the PA request 
will route to the P-Card Administrator to set up a cardholder account in US Banks system. 

For instructions on how to enter a Procurement Authorization please see the P-Card webpage, P-

Card.uark.edu, Training & Reference Material section. 

After an Authorization has been approved, the individual will be assigned a unique account number 

and will be sent an email notification with details for required training and credit limits. It is important 

to note that regardless of whether or not a department approves the charges the employee(s) have 

made, the invoice will be paid. Those charges that have not been approved will be flagged and subject 

to audit review and possible suspension of privileges. 

Prospective Cardholders MUST attend a training session and sign a Cardholder Agreement Form before 

receiving their Procurement Card. 

Procurement Cards are not transferable outside the University of Arkansas. If someone's P-Card use is 

discontinued, the PA Status for the Procurement Authorization in BASIS should be updated to 'X' for 

cancelled. Once the PA Status is changed to 'X', the Procurement Card can be destroyed. 

If the cardholder is moving to a different department within the University and the new department 

wants the individual to retain their P-Card, both the 'Tracking BU' field and the default cost 

center/category on the Procurement Authorization in BASIS must be updated by the new department. 

How does the Procurement Card work? 
The Procurement Card is a special VISA or MasterCard credit card. It works similarly to your personal 
credit cards, except the charges are billed directly to the University and payment made by the 
University Business Office. Procurement Cards are for business use only! 

The Procurement Card will display the cardholder's name along with the words: UNIV OF ARKANSAS. 

A statement of activity can be printed from the BASIS-UPS system at your convenience within the JOB 

function using job UPJPCSTM. This statement will assist in keeping track of all purchases made using 

the P-Card and to ensure all receipts are sent to Business Affairs. Should it be necessary to return any 

supplies or resolve billing disputes, this information is also needed to document University 

expenditures and also available for review by internal and external auditors. 

More information related to retention of receipts may be found under the 'Receipts/Documentation' 

accordion below. Improper use of the Procurement Card will result in consequences ranging from 

suspension of card to termination of employment and criminal prosecution. 

Cardholder Responsibilities 

1. Attending training and signing the Cardholder Agreement PRIOR to issuance of a Procurement 

Card 

2. Keeping their Procurement Card and Card Account Number confidential. 

3. Using the Delegation Form when it is necessary for someone other than the cardholder to use 

the card. 

4. ONLY USING THE PROCUREMENT CARD FOR UNIVERSITY BUSINESS 

5. Understanding that intentional misuse or abuse of the Procurement Card will result in the 

immediate revocation of charging privileges and possible disciplinary and criminal prosecution. 



 

6. Not splitting transactions to avoid maximum per transaction dollar limits. 

7. Obtaining receipts for each transaction and turning those receipts in to the departmental 

person responsible for approving the charges in the BASIS system. 

8. Reporting a lost or stolen Procurement Card immediately to US Bank at 1-800-344-5696. 

9. Reporting fraudulent Procurement Card charges immediately to US Bank at 1-800-344-5696. 

10. Not accepting cash in lieu of a credit to the Procurement Card account when returns are made. 

11. Accountable for all charges made with their Procurement Cards and responsible for checking 

all transactions against the corresponding support documentation to verify their accuracy and 

propriety. This check should be done regularly using the University's on-line transaction review 

system. 

 
P-Card Purchase Process 
The Procurement Card may be used to purchase goods in person at the supplier site, over the phone, 
over secure Internet sites, or by mail. When placing your order in person you will simply give the 
supplier your Procurement Card as you would any credit card. 

If you are ordering over the phone you should provide: 

• Account Number 

• Card Expiration Date 

• Provide complete delivery address 

• Confirm that the total order, including tax and freight does not exceed $2500, or the maximum 

amount allowable per transaction on your card. 

NEVER give your P-Card number to someone where the call was not initiated by you!! Beware of scams! 

Non-Allowable Items 
https://procurement.uark.edu/e-procurement/P-Card/resources/documents/NonAllowableList.pdf   
 

https://procurement.uark.edu/e-procurement/pcard/resources/documents/NonAllowableList.pdf


 

 
 
 

 
 



 

Making personal purchases or Non-Allowable purchases on the P-Card 

• Cardholder will reimburse the University for the purchase and provide documentation proving 

reimbursement within 1 month 

• Written warning from Business Office/P-Card Administrator 

• Additional training will be offered 

• If habitual misuse, suspension of P-Card privileges 

Unauthorized and/or Inappropriate Card Use 
The Procurement Card MUST never be used to purchase items for personal use or for non-University 
purposes even if the cardholder intends to reimburse the University. 

Charges for an item CANNOT BE SPLIT into separate payments to exceed a card's single transaction 

dollar limit. Nor can part of the cost of an item be placed on the P-Card and the cardholder seek 

reimbursement for the remaining balance. 

A cardholder who makes an unauthorized purchase with a Procurement Card, or uses the Procurement 

Card in an inappropriate manner, will be subject to loss of any authority to retain or use the 

Procurement Card. This can also result in disciplinary action up to and including termination and 

possible criminal prosecution and restitution. 

Lost/Stolen Procurement Cards and Fraudulent Charges 
Cardholders are required to immediately report any lost or stolen Procurement Card to US Bank 
Customer Service at 1-800-344-5696 (24 hours a day, 365 days a year). 
 

Personal Convenience Items, Gifts, Etc.   
University funds may not normally be used to procure items which are primarily for the personal 
convenience, use, benefit, or remembrance of employees. Example of items falling in this category 
include, but are not limited to, the following: 

• Aspirin, etc. for general day-to-day use 

• Candy 

• Coffee makers and supplies 

• Coffee service 

• Cooking appliances 

• Microwaves 

• Flowers (except for official University functions) 

• Refrigerator Units 

• Supplies and food for office parties 

Personal Reimbursements 
Reimbursement for out of pocket purchases of items not incurred as part of authorized travel must be 
requested by submitting a Requisition, completing a Reimbursement Claim Form with an 
explanation of circumstances requiring out of pocket expenditures, and submitting itemized paid 
receipts. Employees are strongly cautioned that only emergency situations warrant the use of personal 
funds. 

Reimbursement is limited to $5,000 in total and payments are typically processed for University 

employee claims only. Under certain circumstances reimbursements may be made to students and 

official guests when conducting official University business, however due to the administrative cost of 

processing these payments, please hold receipts until a minimum of $25.00 has been accumulated 

before submitting for reimbursement. 

http://procurement.uark.edu/_resources/documents/reimburse.pdf


 

 
What information is necessary for a reimbursement on the REQL description line? 
“Personal Reimbursement for John Doe” is not sufficient. Departments should always list a description 
of what is being purchased and how it was used on the REQL description line. 
 
Who signs the reimbursement claim form when the Department Chair  is asking for a 
reimbursement? 
The Dean of the College. 
 
What is the maximum amount of tips allowed on meals? 
20% (If the bill has a pre-determined service charge added in by the restaurant, we can pay all of that.) 
 
What is the policy regarding reimbursement through the Procurement Office  on tips for 
meals during an official function? 
An itemized meal receipt is always required. In those instances where there is a mandatory tip printed 
on the bill and it exceeds 20%, as long as it is a required amount to pay as policy of the restaurant with 
regard to a large group, this will be allowable as you have no control over the amount of the tip. 
However, if you manually include an additional amount above what was printed on the receipt, this 
amount will not be reimbursed. Other tips area allowed for reimbursement up to 20%. 
 
What is the proper procedure if I have lost my receipt for my reimbursement claim? 
Departments can provide an affidavit of lost receipt, including the name of the person claiming 
reimbursement, date of purchase, item purchased, cost, and explanation of circumstances. This form 
should be signed by the person claiming reimbursement. 
 
What items cannot be paid on a personal reimbursement? 
Any item that would be considered taxable income to an individual cannot be paid on a 
personal reimbursement. Examples of taxable income include, but are not limited to the 
following: Bands, vocal groups or artists, medical services, royalty payments, etc.  
 
A general rule to follow is this. If the payment is to be for a service, then a requisition m ust 
be processed because the payment will be taxable. If the payment is to be for a commodity, 
(tangible item) the payment will probably not be taxable.  

For questions regarding this issue, Tax Compliance, at 479.575.4717. 

Printing 
Items listed in Amendment 54 to the Constitution of the State of Arkansas are subject to special bidding 
requirements. The items listed are printing, stationery, paper and soy inks used to produce stationary, 
and other printed items (wet ink on paper versus dry ink which is toner used by digital copiers). See 
Office Supply Section for further information. All commodities subject to Amendment 54 that are not 
available from Printing Services, the Departmental Supplies section of the Bookstore, or State Contract 
must be bid by Procurement or the Office of State Purchasing. Departments are not permitted to take 
their own bids on constitutional items regardless of dollar amount. For the convenience of ordering 
departments, the Departmental Supplies section of the Bookstore stocks many State Contract items 
and can special order others from the state contract holder for office supplies. 
 
What is the State’s definition of printing?  
Printing means “the process of transferring images, by use of standard industrial type printer ink, upon 
paper documents such as letterhead, envelopes, pamphlets, booklets and forms. 
 
Who do I contact to receive help or inquire about a printing job?  
Contact Melissa Couch at 479.575.2404. 



 

 

Professional Contract Services (PCS) 
The following are current requirements for contract review and approval: 

PCS $0-$10,000.00 (excluding reimbursable expenses):  

Processed on a Purchase Order via submission of a purchase requisition and registering at Vendor 

Registration prior to performance of the services. If more than one contract in the same Fiscal Year 

exceeds $10,000 with one individual or firm, details of original and all subsequent contracts must be 

reported to the Office of State Procurement (OSP). Average process time is 24-48 hours. 

PCS $10,000.01- $50,000.00 (excluding reimbursable expenses):  

Complete entire PCS contract, (pages 1-7). Submit the contract, registering at Vendor 

Registration , and Contract and Grant Disclosure and Certification form, and a purchase 

requisition to the Office of Business Affairs for review and processing after securing signature of the 

Contractor. Contracts in this category require approval by the Office of State Procurement. Average 

process time is approximately four weeks. 

PCS $50,000.01 + (total compensation, excluding reimbursable expenses):  

Complete entire PCS contract, registering at Vendor Registration, Contract and Grant 

Disclosure and Certification form, and a purchase requisition to the Office of Business Affairs for 

review and processing after securing signature of the Contractor. 

Method of contractor selection should be by one of the following: 

• Competitive bids (minimum of 3 with award to lowest or justified best) 

• Request for proposals with award based on the most effective solution for the price 

• sole source when the first two methods are not applicable (Must provide adequate justification 

on PCS contract seven question memorandum). 

When hiring out-of-state contractors, if the contract is subject to Legislative Council or Joint Budget 

Committee review, written justification stating why an Arkansas resident cannot provide the services 

must accompany the contract. This justification must include the following information: 

• What attempts were made to locate Arkansas residents to perform the required services? 

• If Arkansas residents were located, what competitive bidding process was followed? 

• If Arkansas residents were not selected, why couldn't they provide the required services? 

Contracts in this category require further approval by the University Vice President for Finance, Office 

of State Procurement, and Legislative Council. Note: 

• All reviews and approvals must occur prior to contract executive date. 

• Amendments extending contract duration beyond contract ending date requires submission of 

original and amendments to Legislative Council for review. 

• Legislative Council may review or exempt from review any contract or group of contracts. 

• Legislative Council may require an agency representative to be present at time of review. 

This process can take from six to eight weeks depending on Legislative Council's schedule, so contact 

the Procurement Division early in the process. 

http://razorbuy.uark.edu/_resources/documents/VII.pdf
http://razorbuy.uark.edu/_resources/documents/VII.pdf
https://procurement.uark.edu/_resources/documents/PCS_NEW_FORM_JAN_2013.doc
http://razorbuy.uark.edu/_resources/documents/VII.pdf
http://razorbuy.uark.edu/_resources/documents/VII.pdf
https://procurement.uark.edu/_resources/documents/cgcf.pdf
https://procurement.uark.edu/_resources/documents/PCS_NEW_FORM_JAN_2013.doc
http://razorbuy.uark.edu/_resources/documents/VII.pdf
https://procurement.uark.edu/_resources/documents/cgcf.pdf
https://procurement.uark.edu/_resources/documents/cgcf.pdf


 

Architectural, interior design, engineering, data processing and telecommunication service contracts 

require additional justification and review processes. Contact Procurement Division for additional 

information. 

What are the dollar limits of PCS contracts? 

• Under $10,000.00 – No contract required. 

• $10,000.00-$49,999.99 – State of Arkansas PCS Contract Required. 

o If the projected total over the life of the contract is less than $50,000 then it will be 

signed by the Director of Procurement Services. 

o If the projected total is $50,000 or greater, pre-approval by Legislative Council is 

required.  

• $50,000.00 and over – State of Arkansas PCS contract required.  Pre-approval by Legislative 

Council is required. 

 
Who is the contact person for PCS contracts? 
Contact Ellen Ferguson at 479.575.5314. 
 

Purchase Orders  
Who do I contact to get a PO re-faxed to a vendor or to the department? 
Contact Linda Hickman at 479.575.6290.  
 
How do I change cost center distribution on a PO line? 
Review the BASIS webpage specifically for the step-by-step process on “Creating Requisitions” in the 
UPS application.: 
 
Purchase Order Cancellation 
Purchase Orders create a binding contractual obligation on the University. Cancellation is therefore 
often limited to cases of default by the vendor or by mutual agreement of the contracting parties. 
Cancellation of a purchase order can be made only after the ordering department submits an 
explanation with specific reasons for the cancellation and it is approved by the Purchasing Division. 
Some reasons that may allow cancellation of a purchase order are: 

• Requested by ordering department and vendor concurs. 

• Requested by vendor and ordering department concurs. 

• Duplicate of a previous order. 

• Vendor unable to supply. 

• Non-delivery by vendor. 

• Vendor failure to meet specifications or conditions. 

• Order issued in error. 

• Funds unavailable - blanket orders only. 

• No longer needed - blanket orders only. 

• If a cancellation is not approved, the ordering department will be notified.  

 
How do I cancel and/or close a PO? 
POs with no encumbrance can be canceled by the following command: POIT (Purchase Order Item 
change TARGET) – enter the PO # in the banner field. Delete the quantity if the unit measure is quantity 
receiving (i.e. “EA”), OR delete the unit price if the unit measure is dollar receiving (i.e. “$”). Use same 
steps for multiple lines on a PO. Be sure to include a comment on F11 regarding each transaction and 
then press F10 to save. 

https://procurement.uark.edu/index.php


 

POs with encumbrance can be closed by the following command: POIT (Purchase Order Item change 

TARGET) – unit price should be changed to match the received, invoiced and expensed amounts shown 

in the bottom right hand corner of the screen (these 3 amounts should match in order to make the 

change to the unit price). Be sure to include a comment on F11 regarding each transaction and then 

press F10 to save. 

Internal POs can be closed by the following command:  IPO (Internal Purchase Orders).  Tab to the 

action field and type 'U'; Tab to the PO field and input the purchase order number. Press Enter. The 

cursor will be in the status field. 

1. Change the status to a 'C' Press Enter to validate. 

2. You will receive a message which says, 'All entries are valid, press PF10 to save.' 

3. Press PF10. 

Also, an internal purchase order may be 'canceled' as long as no 'expensing' has occurred against the 

purchase order.  The IPO function is the avenue to use for this process. 

1. Input IPO in the Command field; Tab to the Action field and type 'U'; Tab to the PO field and 

input the purchase order number. Press 'Enter'. 

2. The cursor will be in the Status field. 

3. Change the Status to an 'X' and press 'Enter' to validate. 

4. You will receive a message which says: 'All entries are valid, press PF10 to save.’ 

5. Press PF10. The transaction will route to the service desk of the internal vendor for approval. 

Upon final approval of the transaction, the Status will be an 'X'. Any encumbrance will be 

removed from DART. 

How do I find out why a PO was canceled? 
Go to command LTPO (List Transactions for a Purchase Order) - enter the PO # and select the entry to 
see the comment provided at time of transaction. 
 

Purchasing Authority 
All types of purchases from University Company Cost Centers, regardless of source of funds, are subject 
to regulations and procedures as stipulated in Arkansas statutes. The Procurement Division is the sole 
purchasing authority for the University. Only purchases authorized by this authority are legal 
obligations of the University. 
 

Purchasing Delegations 
The Procurement Division has delegated limited purchasing authority to the University Libraries for 
purchasing library books, periodicals, on-line subscription services and similar materials for lending and 
reference purposes. For these purchases, orders may be issued directly from the Library to the vendor. 
All other purchases are to be processed through the Procurement Division. 
 
 
 
 
 
 
 
 
 
 



 

Purchasing Thresholds 
 

 
 

 
 
 
 
 
 
 
 
 
 

Type of Contract

Total Projected Cost  

(=Cost * number of years) Requirement

Commodities                                         <$20,000.00 Small Order

$20,000.01 - $75,000.00 Quote Bid

$75,000.01 + Sealed Bid (RFP or RFB)

 *****  (A quantity of goods; articles for trade or commerce, NOT A SERVICE)

Professional/Consulting Services (PCS) <$10,000.00 Small Order

$10,000.01 - $50,000.00 *Quote Bid & Monthly Reporting

$50,000.01 + *Sealed Bid (RFP or RFB) & Legislative Review

 *(May also be justified as Special Procurement or Sole Source)

*****(Expert/certified persons performing a job OUTCOME-DRIVEN, A SERVICE)

Technical/General Services (TGS) <$20,000.00 Small Order

$20,000.01 - $75,000.00 *Quote Bid

 $75,000.01 - $99,999.99 *Sealed Bid (RFP or RFB)

$100,000.01 + *Sealed Bid (RFP or RFB) 

 *(May also be justified as Special Procurement or Sole Source)

$25,000 - $99,999.99 Monthly Reporting

$100,000.01 + Requires Legislative Review

*****(Skilled or unskilled labor performing a job DUTY-DRIVEN,  A SERVICE)

Sole Source for Commodities $20,000.01 + Approved at Institutional Level

Construction Contracts <$35,000.00 Quote Bid

$35,000.01+ Follow Process

Minority vendors (19-11-204) <$40,000.00 Small Order

Goal increased to 15% $40,000.01 + Quote Bid

ALL CONTRACT TYPES $25,000.00 + Vendor Performance Reporting

Commodities within 15 days of final delivery

Services every 3 months

State & Cooperative (Contract Spend) Any dollar amount Reporting at least quarterly

Local Food Purchases Report on spend for local farm and food products.

Goal 10%

Purchasing Thresholds

Effective August 1, 2017

On-Call contracts should be rebid every 4 years

Construction projects over $100,000 do not qualify as on-call

Women-Owned Businesses have been added under the Minority Act.  



 

Rental, Leases, Lease/Purchase 
All rentals, leases and lease/purchase contracts or renewal of any such contract for commodities 
require prior approval of the Purchasing Division. Originals of the entire proposed written agreements 
should be submitted for execution along with a completed electronic requisition in BASIS. Faxed copies 
of agreements are not acceptable. In those instances where policy has not been established and 
reasons for rental are not obvious, a memorandum of justification should accompany the request. 
Meeting temporary needs is one of the prime reasons for renting without including an option to 
purchase. 
 

All contracts for rental or lease of a commodity which exceed a cost of ten thousand dollars ($10,000) 

during the initial period of the contract, and all contracts for the lease of a commodity which do not 

exceed ten thousand dollars ($10,000) during the initial period of the contract but contain an option to 

purchase a commodity costing more than ten thousand dollars ($10,000) must be awarded on the basis 

of competitive sealed bids with the following exceptions: Postage meter leases. 

Motor vehicle leases for thirty (30) days or less may be procured by use of competitive bid procedures. 

However, all motor vehicle leases must be approved by the State Purchasing Director. (This policy does 

not apply to car rental covered under Travel Regulations). Agricultural equipment leases for one 

hundred twenty (120) days or less may be procured by use of competitive bid procedures. No lease or 

rental duration including renewals can extend beyond a five (5) year period. No contract greater than 

ninety (90) days for the rental or lease of commodities on State contract shall be approved unless the 

State Purchasing Director determines in writing that it is in the best interest of the State. Contracts for 

lease or rental of certain commodities where: 

1. The cost does not exceed one thousand dollars ($1,000) during the initial period of the contract. 

2. No option to purchase exists. 

However, such rentals/leases may not be renewed beyond accumulated expenditures of one thousand 

dollars ($1,000). Most lease/rental of real estate (land, building, warehouses, parking lots, towers, etc.) 

requires the coordination and approval by Arkansas State Building Services. University needs should be 

identified and requested through the Associate Vice Chancellor for Business Affairs. 

The Office of Business Affairs will submit requests for new leases to State Building Services (SBS). Such 

requests should be submitted ninety (90) days prior to the date the property is needed. SBS will review 

the request, locate or confirm appropriate property, and act as leasing agent for the University in 

negotiating the lease/rental of such property. Renewals on Lease/Rental Agreements are also 

coordinated by SBS through the Office of Business Affairs. 

Requisitions 
Does entertainment for official functions need to be entered into UPS as a requisition? 
Yes. Entertainment for official functions (i.e. Bands, Vocal groups, etc.) must always be entered into 
UPS as a requisition prior to the event, to the vendor providing the entertainment. Entertainment 
should never be paid for by members of our faculty/staff and then request a reimbursement. This is a 
tax issue that requires the entertainment vendor to report to the IRS. Any contract or appearance 
agreement should be supplied, reviewed and signed by the Procurement Office. 
 
Do departments need to print the requisition screen to send over with supporting 
documentation? 
No. However, departments should be sure to include the requisition number on all supporting 
documentation. 
 



 

What is the difference between Invoice Attached and Check & Form w/Order? 
Invoice Attached (Req Type “IA”) is used when paying for something that has already been received, 
and for which you have the invoice in hand. Check & Form w/Order (Req type “RE”) is used to PREPAY 
for something being ordered, such as a subscription or membership. Note that many membership & 
subscription forms have the word “Invoice” on them; despite this, they are still to be processed as 
Check & Form w/Order. For Check & Form w/Order requisitions, be sure to include the “C” handling 
code on the REQH screen. Send supporting documentation, including the requisition number to the 
Procurement Office located at ADMN321. 
 
I lost my requisition number in BASIS, where can I find it? 
Requisition numbers can be found in BASIS by the following command: LORC (List Open Requisition 
lines by CCC) – enter your cost center number. The command LRQS (List Requisitions for Status) can 
also be used to find a requisition number. 
 

Scientific Supplies 
https://procurement.uark.edu/e-procurement/scientific-supplies.php 
 
VWR is the primary scientific provider for the campus, with a customer service representative located 
on campus at Chemistry Building 37. VWR supplies chemicals, supplies, laboratory instruments & lab 
furniture. Stop by to see them. 
 
I don't have a VWR account number. Can I still place an order over the internet? 
No. You first need to establish a VWR account number by calling 1-800-932-5000. Once your account 
is established, you can then order over the internet. 
 
I already have a VWR account number. When can I start ordering over the internet? 
If you have a VWR account number & Purchase Order (PO), you can use the system immediately. Simply 
search the product catalog or browse the product listings and build your shopping basket of items. If 
it's your first time through when you "Place Order", you'll need to create an on-line profile. Otherwise, 
if your profile is already created, you'll be able to check out using your profile information. 
 
Do I have to go through the catalog each time to "build" an order? 
The first time you create an order through VWR on the internet, you have an order history. Our system 
retains your previously submitted orders for up to a year. Simply go to "On-Line Catalog" and select 
"View Your Order History". You'll be able to recall past orders that were placed over the internet. From 
there, you can either modify a previously submitted order and re-submit it, or use that order as a "base" 
for building other orders. 
 
My department has many VWR requisitioners that will place orders. Can I order from the site 
for another individual? Does the "Ship-To" name have to be the same as the person who is 
logged in? 
We purposely designed this system so that a person could order for someone else. You can either set 
up separate user profiles for each individual or simply change the "Ship to #" and/or "Attention" boxes 
(see graphic on right) on the checkout page for each order. 
 
When I place my order, how is it tracked? 
Once we verify the order a reference number is assigned to your internet order. The generated 
reference number passed to our order processing system. 
 
 
 
 

https://procurement.uark.edu/e-procurement/scientific-supplies.php


 

Is there a way to receive a printed record of my order? 
Yes. When the order number is generated, you can use your web browser "Print" function to print the 
screen as a record. It will include your name and purchasing information as well as the list of items 
ordered. 
 
Does the delivery screen include information on when the product is needed? 
No. Not at this point. If delivery information is critical to your order, please contact a VWR Customer 
Service Representative by calling 5-4650 or 1-800-932-5000. 
 
Can I order any item over the internet? 
No. Some items are restricted including most chemicals, needles, and syringes. You can still purchase 
these items by calling VWR Customer Service Representative at 5-4650 or 1-800-932-5000. 
When I place an internet order, how does my order get shipped to the correct loc ation? 
An order will arrive at your location based on your VWR account number. The address is "hard coded" 
in our order processing system based on the information given when you established your account with 
VWR. The order, however, can be directed to the appropriate person or delivery dock by using the 
"Ship-to Attention" name. 
 
Can I override my "Ship-To" location and direct my order to arrive at a different address? 
No. You will not be able to override any "Ship-To" information other than the name of the person 
receiving the shipment. Contact your VWR Customer Representative at 5-4650 to arrive at a solution. 
 
Is there anything in this process to stop an end user from logging in at home to place an 
order? 
No. However, the order will ship to your authorized receiving location that you designated when you 
set-up your VWR account. 
 
Are there packing slips and MSDS sheets that accompany products when delivered? 
Yes. When your order arrives, it will be just the same as if you ordered your product from one of our 
call centers. 
 
I have contract pricing with VWR. When will this be calculated on a transaction? 
The prices in the on-line catalog are UA prices and are for reference information only. 
 
Is there a phone number that I  can call for more information? 
For sales and product information, please call 5-4650 or 1-800-932-5000. For technical questions or 
problems, please call 5-4650 or 1-888-320-4357. 
 
I really like this system, but I have some suggestions and feedback that I would improve the 
"ordering experience". Who do I contact? 
For usability, suggestions, and feedback, as always, it's solution@wvrsp.com. 
 

Signatures 
Can any department representative sign a contract/agreement with a vendor on behalf of 
the U of A? 
No. All contracts/agreements that require signature on behalf of the U of A must be reviewed by the 
Procurement Office and the General Counsel Office before authorized signature takes place. 
 
 
 
 
 



 

Software  
For technical questions regarding hardware/software information and guidance, please navigate the IT 
Services Website, or contact the IT Help Desk at 575-2905. 

• Adobe Software 

• Microsoft Software  

• Microsoft Campus Agreement 

Sole Source (Exceeding $10,000.00) 
Sole Source purchases can be made only after the ordering department submits a requisition with a 
completed on line RazorBuy sole source justification form.  A signed statement from the vendor 
verifying their unique sole source stance MUST be provided and attached to the requisition.  The 
Business Services Procurement office will review for approval of such purchase. 
 

Sole source purchases can be justified in one of three ways: 

1. Purchase of repairs involving hidden damage. 

2. Purchase requiring performance compatibility with existing commodities and/or services. 

3. Purchase based on performance specifications. 

Where would I find information on a sole source request? 
Visit the Procurement Policy and Procedures for sole sources. Please contact 4-help or your 
Procurement Coordinator for additional information. 
 
On sole source requests, are departments required to contact other vendors? 
Yes. You are still required to contact other vendors to try to get competition. You must list these 
vendors and how they did not specifically meet the department’s needs. 
 

Special Handling Purchases 
Only those individuals who are knowledgeable about procedures for handling shortage and damage 
claims should have authority to receive freight shipments. It is very important that the individual 
receiving freight attempt to determine if damage has occurred prior to signing for receipt of the 
shipment. Undetected or concealed damage may result in the department having to assume partial 
responsibility for replacement cost. For this reason, it is important to note any carton or crate damage 
on the receipt/bill. When receiving freight the following items should be verified: 1) Ship To Address, 
2) Purchase Order Number, 3) Condition of Shipment 

Noting and Reporting Freight Damage: If damage is apparent, the freight receipt/bill should be so noted 

by the receiving party prior to signing the receipt/bill. Any dents, scratches, punctures, or damage of 

any nature to carton or crating should be noted on the receipt copy and consignee copies of the freight 

bill. Any shortages should be noted on the freight bill prior to signing for receipt. Concealed damage 

claims must be filed within fifteen (15) days of receipt of shipment. 

NOTE: DO NOT DESTROY CARTONS OR OTHER MATERIALS USED IN PACKING. As soon as damage is 

discovered, a Department should immediately call the delivering carrier and request inspection. When 

the agent of the carrier comes, he must see the packing and merchandise. The agent must complete a 

concealed damage report and provide a copy to the department. 

 

 

http://its.uark.edu/
http://its.uark.edu/
https://procurement.uark.edu/_resources/documents/Purch_Contracts_Policies_Adobe.pdf
https://procurement.uark.edu/_resources/documents/Purch_Contracts_Policies_MS.pdf
https://procurement.uark.edu/policy/MCAGeneral_Information_2016_17.pdf


 

Sponsorships 
Units shall submit requests for event sponsorships of any amount to the University 
Advancement/Development Office by sending email to spev@uark.edu, in a timely fashion (and ideally 
not less than 14 days before the sponsorship event) prior to making any commitments.  Special 
circumstances will be considered. 
 

State Purchasing Contract Items 
If information is needed prior to requisitioning any contract item, contact your Departmental 
Buyer/Procurement Coordinator. To locate the Departmental Buyer/Procurement Coordinator 
assigned to you, see the BU Assignments list.  

See our website for statewide and University term contracts. Additional commodities may be 

added to this list at any time. These items must (if mandated) be purchased from the contract source 

or through a University source such as University IT Services. For further information visit the Business 

Affairs Procurement Division web site. 

Surplus Property 
Equipment for Inventory purposes is defined by the state as “tangible property with a unit cost of 
$5,000.00 or more and a normal usage life of two (2) years or more, except land or buildings.” 

Regardless of dollar value, property may not be traded, sold, salvaged, destroyed, transferred to other 

state agencies or cannibalized until the Surplus Manager and Marketing and Redistribution have given 

prior approval. A written request must be submitted to the Surplus Manager for each item to be traded, 

sold, salvaged, destroyed, transferred to other state agencies or cannibalized. Include the 

manufacturer, model, description, serial number, and University of Arkansas Tag Number (if one exists). 

In instances where items have become surplus to a department: the departmental contact must enter 

each inventory or non-inventory item into the BASIS - AIMS via the Surplus process. Once the surplus 

batch has been approved, a “Request for Disposal of Surplus Property” report and surplus-inventory 

bar code labels will be sent via campus mail to the departmental contact. The surplus-inventory bar 

code labels should be affixed to the front of the appropriate item. 

The Surplus Manager, in coordination with the departmental contact, will schedule a time for pick up 

of the items. When items are picked up, the departmental contact must sign a copy of the report 

verifying what items were picked up. The items are transported back to the surplus warehouse. After 

items have been received and moved to the Surplus Warehouse, the budgetary unit for all capital items 

will be changed from the department's BU to the surplus warehouse's BU. 

These items will no longer be the responsibility of the surplusing department. Items received at 

the Surplus Warehouse are either held for recycling back on campus, sold by sealed bid, scrapped, or 

sold through public auctions. 

Motor Vehicles eligible to be registered for highway use, whether registered or not, may be 

cannibalized after obtaining authorization. These vehicles will not be removed from your inventory 

listing until the carcass of the vehicle has been disposed of by M&R. In no event shall more than ninety 

(90) days elapse between authorization of cannibalization and processing the carcass for disposal by 

Marketing and Redistribution. 

Who do I contact about surplus property? 
Contact Wenoah Goodson at 479.575.2325. If she is unavailable, contact Andy Fletcher at 
479.575.6761. 
 

http://businessservices.uark.edu/budgetary-unit-assignments.php
https://procurement.uark.edu/contracts.php
https://procurement.uark.edu/index.php
https://procurement.uark.edu/index.php
http://surplus.uark.edu/index.php


 

Tax Rules 

 

 
 

Technology Access Clause 
The Vendor expressly acknowledges that state funds may not be expended in connection with the 
purchase of information technology unless that system meets certain statutory requirements, in 
accordance with State of Arkansas technology policy standards relating to accessibility by persons with 
visual impairments. 



 

Accordingly, the Vendor represents and warrants to University of Arkansas, Fayetteville that the 

technology provided to University of Arkansas for purchase is capable, either by virtue of features 

included within the technology or because it is readily adaptable by use with other technology, of: 

1. providing equivalent access for effective use by both visual and non-visual means; 

2. presenting information, including prompts used for interactive communications, in formats 

intended for non-visual use; and 

3. being integrated into networks for obtaining, retrieving, and disseminating information used 

by individuals who are not blind or visually impaired. 

For purpose of this paragraph, the phrase “equivalent access” means a substantially similar ability to 

communicate with or make use of the technology, either directly by features incorporated within the 

technology or by other reasonable means such as assisting devices or services which would constitute 

reasonable accommodations under the American with Disabilities Act or similar state or federal laws. 

Examples of methods by which equivalent access may be provided include, but are not limited to, 

keyboard alternatives to mouse commands and other means of navigating graphical displays, and 

customizable display appearance. 

If requested, the Vendor must provide a detailed plan for making this purchase accessible and/or a 

validation of concept demonstration. 

Trade-In Procedures 
Items not needed or being replaced can be li sted as a trade-in on the bid request or 
requisition submitted for purchase of new equipment. The manufacturer, model, serial 
number, University of Arkansas property number, date of purchase, price paid, statement of 
present condition and location must be provided for the trade-in unit. 
 
Since all equipment trade-ins must be approved by Marketing and Redistribution (M&R) in 
Little Rock, bids will be issued with the stipulation that the trade -in offered may or may not 
be accepted. Departments should contact the Purchasing Division for special training and 
assistance when needed. 
 
Federal Surplus Property 
Departments may procure needed commodities available at the State Agency for Federal Surplus 
Property located at 8700 Remount Road, North Little Rock, Arkansas. Authority to procure items at the 
agency is now administered through identification cards issued to the University. Departments sending 
individuals to shop at the surplus property agency must obtain temporary use of an identification card 
at the Office of Business Affairs. 

The card is to be returned immediately upon return to campus. If any items are obtained, a 

"Confirmation "Requisition should be entered from the receipt copy furnished at the time of pick up. 

The receipt copy of the invoice should be retained as a file copy. The invoice copy mailed to the 

University should be processed by the regular invoice procedure. Do not use the receipt copy as the 

invoice. 

Used Equipment 
State procurement law does not exempt purchases of used equipment from biddi ng 
requirements. Used equipment must normally be bid in the same manner as new. Contact 
the Procurement Division regarding instructions for used equipment transactions.  
 
 



 

Wireless Remote Data Access 
The University may pay installation, initial data network equipment, and monthly service costs for 
remote data access off-campus for employees under the following conditions: 

• The employee requires remote data access to meet work related responsibilities at the 

University as determined by the employee's supervisor. 

• The employee is responsible for all installation and maintenance of any permanent network 

infrastructure (e.g., cabling, hubs, switches) installed in the home that is not considered to be 

part of the ISPs normal installation. 

• The employee certifies that the services will not be used for either “for profit” business 

activities or for “political” purposes. 

• Eligibility for such payment is approved by the cognizant department head, Dean, Vice 

Chancellor/Provost, or the Chancellor. 

• Payment is approved by the budget unit head to be charged. Such approval is signified by 

approval of the requisition authorizing payment. 

• The ISP providing the service is a reasonable cost provider of comparable remote data service 

in the service area at the time that service is initiated. 

• The University of Arkansas assumes no support responsibility for the commercial remote access 

services. Support should be obtained through the normal channels provided by the ISP. 

• The employee certifies that any personal use of the access service is either incidental in nature 

or the non-university use is monitored, logged, and paid for by the individual. Such shared-

payment scenarios should be disclosed and justified as part of the eligibility approval process, 

or at the time any such shared use is begun. 

• Eligibility ceases with separation from the University and is approved annually. 

• To initiate payment for off-campus data access under this policy a department should submit 

an electronic Requisition in BASIS along with a justification that clearly describes the need and 

circumstances of the request to the Procurement Office. A justification form for this purpose 

is available on-line at www.uark.edu/purchasing, click on forms. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://procurement.uark.edu/_resources/documents/wireless.pdf


 

BUDGETARY UNIT ASSIGNMENTS 
 

 

 
 



 

 



 

 

 



 

 

 



 

 

 



 

 
 
 
 
 
 
 
 
 
 



 

BASIS BASICS 

 
Function Keys in BASIS 
 

 
 
 
 
 

 
 
 
 
 
 



 

How to Create and Submit a Requisition in BASIS 
 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 

 
 
 
 
 
 
 
 
 
 
 
 



 

How to Enter an IREQ Requisition to Computer Store  
 

 
 
How to Cancel/Close Purchase Orders in BASIS 
 

 

 



 

 
 
 
 
 
 
 
 
 

 



MANAGER OF PROCUREMENT SERVICES 
RESPONSIBILITIES 

The Manager of Procurement Services at the University of Arkansas directs all University procurement 
efforts to efficiently and effectively maximize the value received from suppliers to meet University 
objectives and obligations. The position is responsible for all university procurement efforts for the 
institution and is accountable for managing and/or approving all University procurements, regardless 
of the nature of the operating or influence model being used (i.e., who performs the strategy vs. 
execution of sourcing, buying, paying and managing of suppliers). 

The Manager of Procurement Services works with each college, department and business unit, to lead 
centralized direct and indirect sourcing and procurement efforts. This includes working with the 
internal stakeholder from initial need identification to final goods or service delivery to meet 
stakeholder needs. The process starts with demand management (via stakeholder management) that 
then drives supply analysis/strategy, supplier identification, sourcing execution (i.e., “tendering”), 
contract negotiation, delivery planning and monitoring, purchase execution, and then ongoing 
performance management and improvement.  

The Manager of Procurement Services accomplishes tasks through a team of senior Procurement 
Coordinators professionals, both local and remote, who work for the University and the suppliers 
selected to meet their needs.  The Manager of Procurement Services establishes relationships with 
senior administration to ensure procurement is aligned with their particular objectives, and to enlist 
their support (and some level of their resources) in participating in supply base improvement efforts. 

Finally, the Manager of Procurement Services is part of a team responsible for overall procurement 
strategy, for increasing spend under management, identifying and evolving best practices, and 
transforming the organization to one that is led by a center of excellence. In rural locations, where local 
requirements need to dominate for practical reasons, the Manager of Procurement Services applies 
knowledge and expertise to assist local business units in strategy development, tender execution, 
supplier evaluation and final procurement of goods and services. 

PROFESSIONAL CERTIFICATION 
 

In addition to a college degree, it is desirable the Manager of Procurement Services possess 

Purchasing Certification. The preferred certification(s) are from the National Institute of 

Governmental Procurement (NIGP) of a Certified Public Procurement Officer (CPPO) and/or a 

Certified Professional Public Buyer (CPPB) or a near equivalent from firms such as the American 

Purchasing Society, Chartered Institute of Purchasing and Supply, International Purchasing and 

Supply Chain Management Institute, The International Federation of Purchasing and Supply 

Management and others. 

EXPERIENCE 

At least 10 years of senior procurement management experience (or 15 years depending on the job 
requirements and the skills/education of the candidate). In addition, experience in operational 
management, or experience in a position of primary service delivery in an organization is essential. The 
most important requirement is a proven track record of delivering large savings and other value to a 
strong team of employees that the Manager of Procurement Services manages and develops. The more 
spend and employees you manage (and savings you generate), the better your chances to be a Manager 
of Procurement Services, but these are just the “table stakes.” 



KNOWLEDGE 
 

The Manager of Procurement Services possess extensive procurement knowledge at the state and 

national level and is able to explain and demonstrate essential functions of the job requirements 

listed below: 

 

• Purchasing methods, processes, and applicable federal, state and institution laws, policies and 
procedures. 

• Warehouse operations and surplus disposition. 

• Complex bid processes. 

• Contract negotiation and pricing agreements. 

• Budget development and implementation. 

• Supervisory principles, practices, and methods. 

 

DUTIES AND TASKS 
 

• Directs and oversees the management of university procurement activities, warehouse operations, 
and campus feet management. 

• Is designated as the Agency Procurement Official (APO) and represents the institution in this 
capacity at university functions, state meetings and events, and national conferences.  

• As the designated Agency Procurement Official (APO), reviews, approves and signs contracts, 
agreements, quotes and other obligations and legal documents on behalf of the institution.   

• Directs the automation of core functions university-wide with particular emphasis on 

eProcurement in the purchasing of supplies, equipment and services at the institution. 

• Oversees staff development and training including updated required certifications. 

• Plans, coordinates, and manages the operational, financial, administrative, and technical 

responsibilities of the purchasing function. 

• Develops, implements, and interprets appropriate college-wide procedures and policies in relation 

to the purchase of all goods and services; ensures compliance with state laws relative to the 

purchasing function. 

• Designs, develops, and coordinates with Procurement Coordinators training presentations on 

purchasing procedures for purchasing staff, university departments and other relevant parties. 

• Manages complex bid processes including vendors to be solicited, requests for proposals, 

evaluation of returned proposals, selection of vendors, and award of contracts; ensures fair and 

open competition. 

• Writes and analyzes complex requests for proposals and prepares recommendations that are legal, 

ethical, and demonstrate best value to the institution. 

• Negotiates contracts, pricing discounts, and pricing agreements with vendors with an emphasis on 

maximizing value for all institutional funds expended; oversees the processing of purchase orders 

and other procurement instruments. 

• Prepares informational and operational reports 

• Coordinates institutional minority purchases with emphasis on meeting the 15% goal of minority 

spend and other diversity/outreach programs. 

• Hires, supervises, trains and evaluates the Purchasing Manager, Procurement Coordinators, 
Procurement staff, Warehouse Supervisor and other staff as necessary and required. 

 

 

 

 



SKILLS 
 

The Manager of Procurement Services possess extensive management and social skills to explain and 

demonstrate, with or without reasonable accommodations, the many essential functions of the job 

requirements listed below: 

• Solid leadership, operational management and general business skills. 
• The ability to collaborate with university business units and functional partners like IT, finance, 

HR, legal, etc.  
• Working knowledge of finance and/or accounting in terms of budgeting, cost management, 

financial accounting, treasury, risk management, etc. 
• Industry knowledge in terms of broad industry dynamics on the buy-side (and the sell-side), but 

also the internal knowledge and “language of the business” 
• Excellent communication skills and even better listening skills that allows the Manager of 

Procurement Services to hear the “voice of the internal customer” and understand company 
culture and how to best communicate the value of the Procurement Department to it. 

• Ability to “sell” procurement’s value and to run procurement as a services business like any other 
well-run professional services business. 

• In-depth knowledge of sourcing and procurement principles and best practices. 
• Strong negotiation skills. 
• Experience with modern sourcing and procurement systems. 
• Familiarity with relevant legislative and regulatory requirements, as well as understanding of 

standard contractual terms and conditions to mitigate legal risk. 
• Strategic mindset and problem-solving skills. 
• Change management skills and self-awareness to take varying approaches with a dynamic set of 

stakeholders (e.g., expert model vs. facilitative model). 
• Knowledge of enterprise risk management and business continuity planning. 
• Analytical mindset, but also creativity to seek, encourage and find non-traditional solutions to 

issues. 

• Effectively use interpersonal and communications skills including tact and diplomacy. 

• Effectively use organizational and planning skills with attention to detail. 

• Write and analyze complex requests for proposals. 

• Manage bid processes and negotiating contracts. 

• Develop and implement purchasing policies and procedures. 

• Effectively supervise, lead, and delegate tasks and authority. 

• Maintain confidentiality of work related information and materials. 

• Establish and maintain effective working relationships. 

• Maintain an established work schedule as needed by the institution. 

 

SAFETY 
 

Supervise safe operation of department and functions. Facilitate safety inspections when necessary. 

Take reasonable and prudent actions to eliminate identified hazards. Ensure employees receive 

appropriate safety training and foster a workplace safety culture. 



PROCUREMENT MANAGER & 

PROJECT SPECIALIST FOR SCIENCE AND RESEARCH  

 OVERVIEW OF DUTIES 

Managerial and supervisory skills to facilitate positive feedback from subordinates to allow staff growth and 

development. 

Extensive experience serving university Deans, Directors, Faculty, Staff and Students. 

Comprehensive knowledge and interface with State agencies, including; the Office of State Procurement, the 

Department of Marketing & Redistribution, the Office of Administrative Services, the Office of Accounting, the 

Arkansas Highway and Transportation Department, the Arkansas Department of Health, the Arkansas Department 

of Environmental Quality and the Department of Higher Education.  

Science and Research Instrumentation Procured: Electron & Scanning Microscopes, Yttrium-Argon Lasers, 

Molecular Beam Epitaxy Systems, High Pressure & Liquid Chromatography Instruments, Mass Spectrometers, 

Spectrographs, High Pressure Deposition Systems, Centrifuges, Autoclaves, Carbon-Oxygen Analyzers, Diastolic 

and Peristaltic Pumps, Deionized & Reverse Osmosis Water Treatment Systems, Incubators, Environment 

Chambers, etc.       

1. Alternate Agency Purchasing Official (APO). Contract Signature Authority as alternate APO. Supervise 

subordinate procurement staff as needed. Interaction with Procurement staff/prospective staff includes; 

interviewing, hiring, training, making work assignments and evaluating job performance. Provides 

consultation regarding acquisition of equipment, assists departments in coordinating and preparing 

specifications for major projects, advises departments on purchasing procedures and solves complex 

purchasing problems. Meet with vendors concerning new products, evaluate vendor performance and 

notifies vendors of complaints to resolve or terminate contractual obligations.  Procurement contracts, 

Cooperative-Purchasing Agreements and Research & Sponsored Programs Grant Sub-award 

management. Responsible for following areas:  College of Engineering, Dale Bumpers College of 

Agriculture, Food and Life Sciences,  J. William Fulbright College of Arts and Sciences, Vice Provost for 

Research and Economic Development, Research and Sponsored Programs and Facilities Management.  

Requires full understanding and knowledge of federal, state and university laws, regulations and policies 

that relate to university operations. Requires in depth knowledge of the State of Arkansas Procurement 

Laws and Rules (Section 2).  

2. Science and Research Project Specialist.  Develop and oversee university procurement strategies for 

Principal Investigators (PI)/Faculty members to support their research needs. Manage “New-Hire 

Initiative”; work with the Office of the Vice Provost for Research to target new research faculty with start-

up funds to expedite PI’s procurement needs. Coordinate acquisition and vendor contract negotiations of 

multi-million dollar scientific instrumentation through “Invitation for Bid” and “Request for Proposal.”  

Serve on campus committees that shall develop and manage campus-wide strategies and policies as they 

relate to: 1.) federal, state and university compliance with Export Control and Transfer of Technology, 2.) 

Provost’s Toxic Substance Control Sub-committee for the improved health and safety of students, faculty, 

staff and the general public.   



3. Procurement Team Leader – Southwest Experimental Fast Oxide Reactor (SEFOR) Decommissioning and 

Green Fielding of Nuclear Reactor.  Thorough understanding of state and federal radiological laws and 

regulations as it pertains to the deconstruction of the university SEFOR nuclear reactor. Manage existing 

contract and bid documents that include: Historical Site Assessment and Characterization of facility and 

grounds. SEFOR is located on 620 acres near Strickler, Arkansas, 18 miles southwest of Fayetteville, 

Arkansas.  The actual site to be decommissioned is approximately three (3) acres that are contained within 

the perimeter fence. Buildings on the three acres include the reactor core facility, the 

administration/workshop building, a small storage building, and the associated utilities that served the 

site. The characterization included the evaluation of possible hazards including; residual sodium coolant, 

radioactive materials, lead in paint, PCBs in light ballasts and transformers, and asbestos. Work with the 

university Facilities Management department and the United States Department of Energy to obtain grant 

awards for the decommissioning and deconstruction (D&D).  Estimated D&D total $26.5 million. 

4. Management of Surplus Warehouse Facility and Supervision of Surplus Warehouse Manager. Requires 

full knowledge of state and university law, regulations and policies that pertain to the disposal of State of 

Arkansas agencies property. The Surplus Warehouse is an 8000 square foot storage facility at 300 Eastern 

Ave on campus that also houses the office of the Surplus Manager. Work closely with the Arkansas 

Department of Finance and Administration: Office of State Procurement and Office of Marketing and 

Redistribution. Must have working knowledge of the BASIS/AIMS computer application, which is the 

university inventory management system.  

5. Revenue Generating Contract Administrator – Science and Research.  Manage the VWR Scientific 

International (VWR) contract.  The contract is a multi-million dollar scientific equipment and chemicals 

procurement agreement that supplies the university with most of its research needs. The agreement also 

includes a VWR store located on campus which supplies the immediate requirements of academic and 

research laboratories. The VWR store is located in the Chemistry Building, Room 38. Manage the Airgas-

USA LLC contract. This contract supplies cylinders of compress gases for the hundreds of laboratories 

throughout campus. These gases are the fuel or carrier gases for scientific instrumentation in our 

academic and research facilities. VWR and Airgas can also be found on the Razorbuy procurement mall. 

These two contracts generate approximately $85,000.00 annually for the university.  

6. Procurement Project Specialist for International Shipping – INCOTERMS 2010. Training and consultation 

with university students, faculty and staff on federal and state Import/Export regulations.  Import 

procedures often have hidden costs associated with them, which may not be known to the end-user at 

the time of acquiring quotes from vendors. The fees include U.S. Customs and Duty fees (this can be as 

much as 5% of the total cost of the merchandise).  If the university is procuring a $500,000.00 

spectrophotometric instrument from Germany, the import fees can make a substantial increase in the 

cost of the merchandise. There are also Customs Brokerage firms that add fees for clearance, storage and 

require the university to assign them Power of Attorney for the shipment. To advise and train the 

university requires in depth knowledge of the International Commerce shipping terms and conditions - 

INCOTERMS 2010.  

7. Required Reading & Training:  Reading:  Arkansas Procurement Law, U of A Policies and Procedures and 

INCOTERMS 2010. Training: UPS/BASIS, AIMS/BASIS, DBR/BASIS, DART/BASIS and Razorbuy Training. 

BASIS Training is utilized for Procurement/Formal Bids Only (UPS), Inventory Control (AIMS), 

Departmental Budgetary Report’s (DBR) and Accounting (DART). Razorbuy Training is utilized for all 



Procurements; Three quote bids, Payment With Orders, Sole Source Procurements, Trade-In 

Procurements, Personnel Reimbursements and General Procurement needs.  

8. Additional Duties:  General Procurement, Surplus Management, Supervision of Personnel, Contract 

Development & Administration, Grant Protocol/Sub-award contract review, Inter-governmental 

Cooperative Purchasing Agreements, Export Compliance/Technology Transfer Committee,  Zero Waste 

Committee and U of A Environmental, Health and Safety Committee. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



INTENT TO AWARD LETTER FOR A REQUEST FOR PROPOSAL 

 

 

 

 

 

 

October 12, 2009    

Energy Solutions, LLC 
Mr. Greg McGinnis 
Vice President 
1009 Commerce Park Drive 
Oak Ridge, TN  37830 
 
RE:  RFP071409 SEFOR PROJECT 
 
Mr. McGinnis: 
 
Congratulations!  The selection committee for the University of Arkansas RFP071409 SEFOR PROJECT has 
selected Energy Solutions, LLC to provide services specified within the RFP to the University of Arkansas. It is our 
intent to enter into final contract negotiations with your firm. 
 
A representative of your organization should contact me at 479-575-6761 at their earliest convenience to begin 
work on the necessary contract documents for this project.  It is our intent to award a contract for your services 
once a fourteen (14) day waiting period has passed.  
 
We appreciate the interest shown by your firm in providing these services to the U of A and look forward to 
working with you.  
 
 
Sincerely, 
 
 
Andy Fletcher, NAOSMM 
University of Arkansas 
321 Administration Bldg. 
Fayetteville, AR 72701 

 

 

 

 

 

 



CONTRACT AND GRANT DISCLOSURE CERTIFICATION FORM 

 

 



SERVICES & PRODUCT CONTRACT 

 
SERVICES & PRODUCT CONTRACT 

 
This contract is made and entered into on the  ___1st_______ day of  __July_____ 2011, by and between the Board of 
Trustees of the University of Arkansas acting for and on behalf of the University of Arkansas, Fayetteville (“University”), a 
public institution of higher education, with offices located at the Office of Business Affairs, Room 321 Administration Building, 
Fayetteville, AR 72701, and Airgas MidSouth (“Airgas”) with offices located at 31 North Peoria, Tulsa, Oklahoma, 74120. 

WITNESSETH 
WHEREAS, the University desires that Airgas provide and set 6000 gallon liquid nitrogen bulk tank at the University of 
Arkansas Nano-Building, Dickson Street,  according to U of A Facilities Management Specifications and architectural design.  
The tank install will not involve interior or exterior construction to the Nano-Building. Airgas shall also provide bulk nitrogen 
services to the University of Arkansas campus. 
WHEREAS, Airgas is aware of and familiar with the required scope of services, and desires to provide these services to the 
University, and 
 WHEREAS, the University and Airgas wish to document their agreement. 
NOW, THEREFORE, in consideration of the mutual promises contained herein, the adequacy and sufficiency of which are 
hereby stipulated, the parties agree to be bound according to the below described terms and conditions. 

I. ACCEPTANCE; ORDER OF PRECEDENCE 
This contract and its Exhibits constitute the complete and final expression of the Contract and understanding of 
Airgas and University concerning the subject matter hereof, and merge and supersede any and all prior or 
contemporaneous agreements, understandings, negotiations or other communications, whether written or verbal, 
between Airgas and University concerning the subject matter hereof.  No waiver of, nor amendment or addition to, 
any of these terms and conditions shall be binding against Airgas or University unless in writing and signed by an 
authorized representative of Airgas and University. 
Any conflict or inconsistency between the various documents shall be resolved by giving precedence in the following 
order: 

 This contract, including the attachments hereto; 
 Exhibit A: PSA E & I Agreement 
 Exhibit B: Bulk Gas Rider – Liquid Nitrogen Price 
 Exhibit C: 6000 Nitrogen Tank Quote 
                Exhibit D: Airgas Certificate of Insurance naming the University of Arkansas as a certificate holder. 
 

II. SCOPE OF SERVICES 
 

Subject to this contract, Airgas shall provide personnel, equipment, products and services, in accordance with 
Exhibits A, B and C and all valid and applicable Federal State or local laws, rules, regulations, ordinances and 
government actions. Additional services and products shall be added to this contract by addenda to this contract as 
deemed necessary by the University. 

 
III. SCHEDULE OF CHARGES; FEES/PRICES 

     
A. For the services to be performed for Exhibit C by Airgas under this contract, the University shall pay Airgas a 

Firm-Fixed Price not to exceed $121,920.79 (including local, county and state taxes). 
 

B. The fees/prices set forth in Exhibit B and C are due and payable to Airgas upon completion of all contracted 
services  and  products; including any additional services or products as listed on  addenda signed by both 
parties, after final acceptance of said services and products by the University.  All payments to Airgas will be 
made by credit card through the U.S. Bank “Payment Plus Program” for the University. 

 

C. Additional services and products shall be added to this contract by addenda as deemed necessary by the 
University, and upon signed agreement by both parties.  

 



 
IV. CHANGES 

 
University may request changes within the scope of the Contract and, if accepted by Airgas, the price, performance 
schedule and other pertinent provisions of the Contract will be adjusted by mutual agreement of the parties prior 
to implementation of the changes.  Any such changes must be approved in writing by authorized representatives of 
the parties. 
 

V. QUALITY ASSURANCE 
 
Airgas shall maintain a quality assurance program for Services in accordance with applicable industry standards. 
 

VI. INSURANCE 
 
Airgas shall maintain, at its sole expense throughout the term of this contract the following minimum levels of 
insurance: 
 
The contractor shall maintain liability insurance and shall file certificates of insurance with the University prior to 
commencement of work.  Airgas shall name University as an additional insured.  Insurance policies shall be written 
by a company or companies authorized to do business in the State of Arkansas.  The limits of liability of such 
insurance shall be written for not less than the following: 
 
A. Workers Compensation 

Workers Compensation as required by the state of Arkansas 
 

B. Comprehensive General Liability (Including Premises-Operations; Independent Contractors’ Protective;  
Products and Completed Operations; Broad Form Property Damage): 
 
1. Bodily Injury - $1,000,000.00 each occurrence, $1,000,000.00 aggregate.  
2. Property Damage - $1,000,000.00 each occurrence, $1,000,000.00 aggregate. 
 

a. Products and Completed Operations Insurance shall be maintained for a minimum of ONE (1) year  
after final payment of $1,000,000.00 aggregate. 

 
b. Property Damage Liability shall provide X, C and U coverage 
c. Board Form Property Damage coverage shall include Completed Operations. 

 
C. Contractual Liability – only as provided for in Gen. Liability form CG 00 01 12 07 

  
1. Bodily Injury - $1,000,000.00 each occurrence, $1,000,000.00 aggregate. 
2. Property Damage - $1,000,000.00 each occurrence, $1,000,000.00 aggregate. 

 
D. Personal Injury (coverage is included in General liability policy) 

 
1. Comprehensive Business Automobile Liability (including Owned, Non-Owned and Hired Vehicles) Bodily 

Injury and Property Damage – combined single limit of $500,000.00 per occurrence. 
 

VII. EXCUSABLE DELAY 
 
In the event that the performance of any terms or provisions of this Agreement shall be delayed or prevented 
because of compliance with any law, decree, or order of any governmental agency or authority, either local, state, 
or federal, or because of riots, war, acts of terrorism, public disturbances, unavailability of materials meeting the 
required standards, strikes, lockouts, differences with workmen, fire, floods, Acts of God, or any other reason 
whatsoever which is not within the control of the party whose performance is interfered with and which, by the 
exercise of due diligence, such party is unable to prevent (the foregoing collectively referred to as “excusable delay”), 
the party so interfered with may at its option suspend, without liability, the performance of its obligations during 



the period such cause continues, and extend any due date or deadline for performance by the period of such delay, 
but in no event shall such delay exceed six (6) months.  In the event of an excusable delay as defined in this Article, 
the party affected by such excusable delay shall provide written notice to the other party as soon as practicable after 
the delay is discovered, and shall exert all reasonable efforts to mitigate the effects of the delay. 

 
VIII. CONTRACTING AUTHORITY 

 
The relationship of the parties to this Agreement is that of independent contractors, and nothing in this Agreement 
shall be construed to create any agency, joint venture, or partnership relationship between the parties As such, 
Airgas shall have and maintain sole control over its employees, agents, operations, and/or the work to be performed 
under such order.  Neither Airgas nor any representative, employee or agent thereof, will be, represent, act, purport, 
or deemed to be a representative, employee, or agent of University. 

 
IX. ASSIGNMENT 

 
This Contract may not be assigned, conveyed, or transferred without the prior written consent of the other party, 
such consent not to be unreasonably withheld, conditioned or delayed; provided, however, that University shall 
have the absolute right to require any information it deems necessary in order to evaluate the qualifications of any 
proposed assignee, recipient, or transferee to carry out the requirements of the Contract in a safe and effective 
manner, and provided further, Airgas shall have the right to assign such Contract, in whole or in part, to ts parent 
corporation, any other controlled subsidiary thereof, or any purchaser of the capital stock or all or substantially all 
of the assets of Airgas.  Any attempted assignment, conveyance or transfer without the required consent shall be 
null and void.  In the event that the University agrees to an assignment, conveyance, or transfer, the respective rights 
and obligations of the parties under the Contract shall inure to the benefit of, and be binding upon, the parties’ 
permitted successors and assign, and the assignee, recipient or transferee shall assume and be deemed to have 
assumed all obligations and duties of the Contract. 

 
X. WAIVER 

 
The failure of either party to insist, in any one or more instances, upon the strict performance of any provision of 
this Contract shall not be construed as a waiver or other relinquishment of such party’s right to insist upon such 
strict performance of said provision or any other provision hereof or any other provision of this contract.  Any waiver 
by either party of any provision hereof or any other provision of this Contract shall be in writing signed by an 
authorized representative of the party to be bound and shall not be construed or deemed to be a waiver of any 
subsequent breach of the same provision or of any other provision unless such a waiver is expressed in writing as 
aforesaid. 

 
XI. WARRANTY 

 
A. GENERAL. Airgas warrants that it possesses, and will maintain, all permits, licenses, certificates and approvals 

necessary for the performance of the service hereunder. 
 
B. SERVICES. Airgas warrants to University that the services to be performed hereunder will: (a) be performed by 

qualified and competent personnel in accordance with industry practice appropriate to the nature of the 
services rendered at the time performed; (b) comply with all applicable laws, rules, regulations and ordinances; 
(c) be performed in a safe and workmanlike manner.  This warranty of the services to be performed shall expire 
with respect to a given service twelve (12) months after such service was performed.  For the avoidance of 
doubt, the twelve months shall be calculated from the University’s final acceptance of the plan to be developed 
and submitted by Airgas pursuant to the Contract.  In the event any portion of the services to be performed 
hereunder fails to comply with this warranty obligation and Airgas is promptly notified in writing of such failure, 
and in no event later than thirty (30) days after the expiration of the applicable warranty period, Airgas  shall 
promptly re-perform such portion of the services without additional compensation from University or, if re-
performance is impracticable in the mutual judgment of the parties, then Airgas shall refund the amount of the 
compensation paid to Airgas for such portion of the services. 

 



C. MATERIALS & EQUIPMENT. Airgas warrants to University that the materials and equipment to be furnished 
hereunder shall be free from defects in workmanship and material upon delivery or upon use by Airgas incident 
to performing the services, as applicable.  This warranty of materials and equipment shall expire one (1) year 
after the date of delivery or use by Airgas, as applicable.  In the event any of the materials or equipment fails to 
conform to this warranty and Airgas is promptly notified in writing of such failure, in no event later than thirty 
(30) days after delivery to University or thirty days after expiration of the warranty period, whichever is later, 
Airgas shall correct such nonconformity by, at its election and at no additional cost to University, either repairing 
any defective part(s) or installing replacement part(s). 

 

D. WARRANTY CONDITIONS. Without limiting the rights or obligations of Airgas under this Article, Airgas will 
reasonably consult University as to the election, timing and manner of any re-performance, repair, replacement 
or adjustment to be made by Airgas, giving consideration to such factors as University’s operating and 
maintenance requirements and costs, conditions of federal funds received by University, as well as the 
respective costs to Airgas of the various alternatives.  After Airgas has reached a tentative corrective action; 
provided such alternative corrective action does not enlarge the warranty obligations of Airgas under this 
Article, Airgas will take such alternative corrective action.  In the event that the proposed action entails an 
enlargement of Airgas’ warranty obligations, the parties shall agree on any necessary fee/price adjustments as 
a result. 

 

E. THE WARRANTIES AND REMEDIES SET FORTY IN THIS ARTICLE ARE EXCLUSIVE AND ARE IN LIEU OF ALL OTHER 
WARRANTIES WHETHER STATUTORY, EXPRESS, OR IMPLIED (INCLUDING ALL WARRANTIES OF 
MERCHANTABILITY AND FITNESS FOR A PARTICULAR PURPOSE, AND ALL WARRANTIES ARISING FROM COURSE 
OF DEALING OR USAGE OF TRADE). 

 

XII. INDEMNIFICATION 
 
Airgas covenants and agrees, at its sole cost and expense, to indemnify and hold harmless the University, and its 
current or former Board members, officers, agents, and employees from any claim, damage, judgment, liability, 
injury, expense, or loss, including, without limitation, any and all claims for injury or death to persons or damage to 
property, and further including, without limitation, defense costs and attorney’s fees, arising out of or pertaining to 
Airgas’ performance or lack of performance under this Contract.  In case any action or proceeding related to the 
foregoing is brought against the University, its current or former Board members, officers, agents or employees, by 
reason of any such claim, upon notice from University, Airgas shall, at its sole cost and expense, resist and defend 
such action or proceedings by qualified personnel.  The foregoing obligations shall survive the expiration or 
termination of this contract. 
 
With respect to loss, expense, damage, liability, claims or demands, either at law or inequity, for actual or alleged 
personal injuries or property damage arising from work performed under this Contract by Airgas and its employees, 
agents, or subcontractors, University agrees with Airgas that: (a) it will cooperate with Airgas in the defense of any 
action or claim brought against Airgas seeking the foregoing damage of relief; (b) it will in good faith cooperate with 
Airgas should Airgas present any claims of the foregoing nature against University to the Claims Commission of the 
State of Arkansas; (c) it will not take any action to frustrate or delay the prompt hearing on claims of the foregoing 
nature by the said Claims Commission and will make reasonable efforts to expedite said hearing,, provided, however, 
University reserves its right to assert in good faith all claims and defenses available to it in any proceeding in said 
Claims Commission or other appropriate forum.  The obligations of this paragraph shall survive the expiration or 
termination of this Contract. 

 
XIII. LIMITATION OF LIABILITY 

 
Subject to Airgas’ warranty obligations under Section XI of this Contract, under no circumstance shall either party be 
liable to the other party, whether in contract, tort (including negligence and strict liability) or otherwise, for any 
incidental, indirect, special or consequential damages of any kind, nature or amount whatsoever, including but not 
limited to loss of profits or revenue, even if advised of the possibility of such damages. 

 
XIV. TERM 



 
Unless Airgas and University expressly otherwise agree in writing, the term of this Contract shall commence on the 
date listed on Page 1 of this contract  and shall continue in full force for a period of twelve (12) months. The contract 
at that time shall be reviewed University and shall be extended on an annual basis, if mutually agreed by both parties, 
for an period not to exceed an aggregate of seventy-two (72) months. 
 

XV. PROPRIETARY INFORMATION 
 
A. Either party may have a proprietary interest (which may include a safety or security interest) in information that 

may be furnished pursuant to this Contract.  Both parties will keep in confidence and will not disclose any such 
information which is specifically designated as being proprietary to the other without the prior written 
permission of the disclosing party or use any such information for other than the purpose for which it is supplied.  
The provisions of this paragraph shall not apply to information, notwithstanding any confidential designation 
thereof, which is known to receiving party without any restrictions to disclosure or use at the time it is furnished, 
which is or becomes generally available to the public without breach of any agreement, or which is received 
from a third party without limitation or restriction on said third party or the receiving party at the time of 
disclosure.  The disclosure of Confidential Information required by law shall not be deemed a violation of this 
paragraph.  During the period of confidentiality, the receiving party shall provide the disclosing party prior notice 
of any disclosure of information received from the other which is required by law. 

 
B. Only the Proprietary Information disclosed in written form and identified by a marking thereon as proprietary, 

or Proprietary Information first disclosed in verbal, visual or other intangible form which is identified as 
proprietary by the Disclosing Party at the time of disclosure and confirmed in writing within fifteen (15) days 
after such disclosure, shall be considered Proprietary Information subject to Clause.  Each Party shall use not 
less than the degree of care used to prevent unauthorized use or disclosure of its proprietary information, but 
in no event less than reasonable care. 

 

C. All Proprietary Information received and identified in accordance with this Clause shall remain the absolute 
property of the Disclosing Party and shall be returned or destroyed upon request of the Disclosing Party.  
Nothing contained in this Clause, nor any disclosure hereunder, shall be construed as a right or license, express 
or implied, under any patent, copyright, or other intellectual property right, or application therefore, by one 
Party to the other Party. 

 

XVI. DISPUTES AND GOVERNING LAW 
 
A. Any and all claims, disputes or controversies arising under, out of, or in connection with the Agreement which 

the parties shall be unable to resolve through consultation within thirty (30) days shall be mediated in good 
faith.  The party raising such dispute shall promptly advise the other party of such claim, dispute or controversy 
in a writing which describes in reasonable detail the nature of such dispute.  By not later than fifteen (15) 
business days after recipient has received such notice of dispute, each party shall have selected for itself a 
representative who shall have the authority to bind such party, and shall additionally have advised the other 
party in writing of the name and title of such representative.  By no later than thirty (30) business days after 
such notice of dispute, the party against whom the dispute shall be raised shall select a mediation firm and such 
representatives shall schedule a date with such firm for a mediation hearing.  The parties shall enter into good 
faith mediation and shall share the costs equally.  All such mediation shall be confidential and shall be deemed 
as compromise and settlement negotiations for purposes of the federal Rules of Evidence and any applicable 
State rules of evidence.  If the representatives of the parties have not been able to resolve the dispute within 
thirty (30) business days after such mediation hearing, the parties shall have the right to pursue any other 
remedies legally available to resolve such dispute. 

 
B. The parties agree that the exclusive value for any legal action, suit or proceeding (collectively, “suit”) regarding 

any claim, controversy or dispute arising out of or relating to this Contract, or the breach thereof, shall be the 
State of Arkansas, and any such suit shall be instituted in Washington County, Arkansas. 

 



C. This Contract shall be governed by and construed in accordance with the laws of the State of Arkansas, except 
its rules regarding choice of laws. 

 

D. If any clause or portion of this Contract is declared illegal, void or otherwise unenforceable, by a court of 
competent jurisdiction the remaining portions of this Contract shall continue in full force and effect. 

 
XVII. TERMINATION/DEFAULT 

 
In the event that Airgas fails to carry out, comply, maintain or lkeep in force any of the terms and conditions of the 
Contract, the University shall notify the vendor in writing of such failure and demand that the same be remedied 
within fifteen (15) days.  Should Airgas fail to remedy the same within said period, the University shall then have the 
right to terminate the Contract by giving Airgas Thirty (30) days written notice.  In the event of termination and 
presentation of a proper invoice to University, all amounts then due for services conforming with the Contract 
provided to University and accepted by University shall be paid to Airgas. 

 
XVIII. RIGHT TO AUDIT 

 
At any time during the term of the contract and for a period of four (4) years thereafter, the University’s duly 
authorized audit representative, and at the University’s expense and at reasonable times, reserves the right to 
incrementally audit Respondents’ records relevant to pricing provided under any resulting contract.  In the event 
such an audit by the University reveals any error/overpayment, the Respondent shall refund the University the full 
amount of any such overpayments within Thirty (30) days of audit findings, or the University at its option, reserves 
the right to deduct such amount plus interest owing the University from any payments due to the Respondent.  The 
foregoing right to audit applies to direct costs only. 

 
XIX. NON-WAIVER OF DEFAULTS 

 
Any failure of the University at any time, to enforce or require the strict keeping and performance of any of the 
terms and conditions of the resulting contract from this RFP shall not constitute a waiver of such terms, conditions, 
or rights, and shall not affect or impair same, or the right of the University at any time to avail itself of the same. 

 
XX. PUBLICITY 

 
News releases by a vendor pertaining to this RFP or any portion of the project will not be made without prior written 
approval of the University Procurement Official.  Failure to comply with this requirement is deemed to be a valid 
reason for disqualification of the respondent’s RFP.  The University Procurement Official will not initiate any publicity 
relating to this procurement action before the contract award is completed. 

 
XXI. CAPTIONS AND HEADINGS 

 
Captions and headings used throughout this Contract are for the convenience and reference only and shall in no way 
be deemed to define, limit, describe or modify, or add to the interpretation, construction or meaning of, any 
provision of this Contract or the scope or intent hereof. 

 
XXII. SURVIVAL 
 

The following provisions shall survive the expiration or termination of this Contract: I – Acceptance; Order of 
Precedence; VIII – Contracting Authority; IX – Assignment; X – Waiver; XI – Warranty; XII – Indemnification; XIII – 
Limitation of Liability; XIV – Term; XV – Proprietary Information; XVI – Disputes and Governing Law;  
XVII – Termination/Default; XVIII – Right to Audit; XIX – Non-Waiver of Defaults; XX – Publicity; XXI – Captions and 
Headings; XXII – Survival; XXVI – Immunity; XXVII – Independent Judgment; XXVIII – Severability; XXIX – Mutual 
Drafting; XXX – Section Headings; XXXI – Counterparts; XXXII – Agreement Via Fax; XXXIII – Appropriations; 
 
 
  



XXIII. PERMITS/LICENSES & COMPLIANCE 
 
Airgas covenants and agrees that it shall, at its sole expense, procure and keep in effect all necessary permits and 
licenses required for its performance under this Contract, and shall post or display in a prominent place such permits 
and/or notices as required by law.  Airgas is responsible for compliance with all applicable laws and regulations, 
including but not limited to, OSHA requirements, environmental health and safety requirements (including but not 
limited to radiation safety) as well as any Fair Labor Standards Act requirements pertaining to compensation, of 
Airgas employees or subcontractors (if any) working on the project; further upon request, Airgas shall provide copies 
of all such permits or licenses to the University. 

 
XXIV. FEDERAL COMPLIANCE  

 
Airgas hereby certifies and assures that it will comply with all applicable federal regulations as they pertain to all 
aspects that govern the liquid/compressed gas industry. 

 
XXV. FURTHER ASSURANCE; TERMINATION FOR CAUSE 

 
If at any time Airgas fails any requirements of this contract, or the University reasonably determines that Airgas or 
it successors or assigns may be unable to fulfill any requirement of this Contract, with respect to (a) protections of 
public health or safety, (b) obtaining or providing copies of all pertinent permits, licenses, or proof of insurance as 
required under this Agreement, or (c) conducting Airgas work consistent with all applicable policies of the University 
and all applicable state and federal laws and regulations, at the sole discretion of the University, or if so directed by 
competent state or federal authority, the University shall have the right to immediately suspend performance of this 
Contract until Airgas either (1) fulfills the applicable requirements or (2) provides further assurances of its ability to 
fulfill the Contract, such that performance or assurances are acceptable in the University’s sole discretion.  Airgas 
shall be notified in writing immediately of the specific reasons for any such suspension.  If Airgas does not fulfill the 
identified requirement(s) within ten (10) business days (excluding federal holidays) of the written notice from the 
University, the University has the right to immediately terminate this agreement and incur no further obligations. 

 
XXVI. IMMUNITY 

 
Notwithstanding any terms or conditions within this contract or any Exhibits to the contrary, nothing in this Contract 
shall constitute a waiver of any immunities legally available to the University or any current or former Board member, 
officer, agent, or employees of the University, including, but not limited to the sovereign immunity of the State of 
Arkansas. 

 
XXVII. INDEPENDENT JUDGEMENT 

 
The parties represent and warrant to one another that this contract is entered into based on each party’s 
independent analysis and with advice of counsel of the facts and legal principles relevant to the terms and conditions 
of the Contract. 

 
XXVIII. SEVERABILITY 

 
In the event that any provision of the Contract or the application of this Contract to any circumstances should be 
held by any court of competent jurisdiction to be invalid, the application of such provision to order circumstance 
shall not be affected thereby, and the remainder of the Contract shall remain in full force and effect. 

 
XXIX. MUTUAL DRAFTING 

 
This Contract has been drafted mutually by the parties with the assistance of their respective counsel.  Accordingly, 
the rule of construction that ambiguity is construed against drafting party shall have no aaplication in any dispute 
over the interpretation of this Contract. 

 
 
XXX. SECTION HEADINGS 



 
In case of any conflict between a section heading set forth in this Agreement and the terms of this Agreement, the 
latter shall prevail, the former being for ease of reference only.  The Recitals set forth at the beginning of this 
Agreement, however, shall be given full weight and construed as substantive provisions of this Agreement. 

 
XXXI. COUNTERPARTS 

 
This Agreement may be executed and delivered in any number of counterparts, each of which when executed and 
delivered shall be deemed to be original, but all such counterparts shall together constitute one and the same 
Agreement. 

 
XXXII. AGREEMENT VIA FAX 

 
The parties may execute the Contract via facsimile, provided that executed original are exchanged within a 
reasonable time thereafter. 

 
XXXIII. APPROPRIATIONS 

 
The University may cancel this contract to the extent the funds are no longer legally available for expenditures under 
this Contract.  Upon cancellation by the University, Airgas shall be paid for all services rendered to date and accepted 
by the University and for documented, non-cancelable travel costs attributed to the Contract and incurred by Airgas. 

 
XXXIV. PRICE ESCALATION 

 
Quoted prices shall remain firm for the initial period of the contract. At the time of contract renewal, Airgas may 
request a price adjustment provided that Airgas submits proof o increase in cost prior to the contract renewal. 
Acceptable proof includes, but is not limited to, dated price lists or invoices from both before and after increase, and 
letters from manufacturer confirming increase in cost. Only increased percentage, up to a maximum of three percent 
(3%), shall be allowed and will become effective only after the approval of the University Office of Procurement.  In 
the event of a general price schedule decrease, the University shall be guaranteed full benefit of the price reduction 
at the time of the contract renewal. 

 
XXXV. DEBARMENT, SUSPENSION, AND OTHER RESPONSIBILITY MATTERS 

 
Airgas certifies by acceptance of this Contract that neither it nor its principals are presently debarred, suspended, 
proposed for debarment, declared ineligible or voluntarily excluded from participation in this transaction by any 
federal department agency or the State of Arkansas. 

 
 
IN WITNESS WHEREOF, and intending to be legally bound as of the date set forth above, Airgas and The University have 
caused this Contract to be signed by their duly authorized representatives on the date(s) shown below. 
 
  
               Airgas-Midsouth      Board of Trustees of the University of 
        Arkansas acting for and on behalf of the 
        University of Arkansas, Fayetteville 
 
 By: ________________________________  By: ________________________________ 
 
 Name: ________________________________  Name: ________________________________ 
 
 Title: ________________________________  Title: ________________________________ 
 
 Date: ________________________________  Date: ________________________________ 
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ASSIGNMENT ASSUMPTION AGREEMENT 
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ACCEPTABLE INDEMNIFICATION LANGUAGE 
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SALE AND TRANSFER OF PROPERTY 

 



 

 

 

 



AGREEMENT AND TRANSFER OF TITLE 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



IMPORT PURCHASES AND PROCEDURES (CUSTOMS AND DUTY FEES) 

 

 



 



 



 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 



INTENT TO AWARD 

 



PROCUREMENT COORDINATOR:  

PCS AND TGS CONTRACTS 
RESPONSIBILITIES 

 

The PCS/TGS Procurement Coordinator is responsible for the following purchases and tasks: 

• Construction (handled on the front-end by FAMA)  

• Insurance (Risk Management Assistant and Procurement) 

• Real Estate Contracts/Purchases/Leases (Risk Management Assistant and Procurement) 

• Job Order Contracts (JOC) and Indefinite Delivery/Indefinite Quantity (IDIQ) (Routed through 
Facilities Management Construction” 

• Website Updates 

• Procure Listserv & Subscriber Management 

• Formal Bids/RFPs & Contract Engagements 

• Technical and General Services (TGS) and Professional Consultant Services (PCS) Contracts 

 

TECHNICAL AND GENERAL SERVICES & PROFESSIONAL CONSULTANT SERVICES: 

DEFINED 

 

19-11-203 (34) Technical and General Services 

In 19-11-203 (34) technical and general services are defined as work accomplished by skilled 

individuals involving time, labor and a degree of expertise, where performance is evaluated based 

upon the quality of the work and the results produced. Or, it may be work performed to meet a 

demand, especially work of a recurring nature that does not necessarily require special skills or 

extensive training. 

Technical and general services may also be defined as: the furnishing of labor, time or effort by a 

contractor or vendor not involving the delivery of any specific end product other than reports that are 

incidental to the required performance. 

Examples of technical services include, but are not limited to, delivery of standard training programs, 

data entry, transport services, actuary services, collection services, certain repair services, translation 

(interpreter) services, temporary nursing services, therapy services, court reporting services, 

computer services, technology services, janitorial services, guard services, lawn care services and 

waste disposal services. 

Professional Services  

Professional services are the purchase of services that are professional in nature and generally require 

that the provider have some type of specialized training or license/certification. Examples include 

engineering services, land surveyor services, medical services, attorney or legal services, architectural 

services and advertising services. 

 

 

 



Consultant Services  

Consultant services are defined as: the giving of advice by the contractor on a particular problem or 

problems facing the agency. Examples include contract for an advertising consultant, a furniture 

consultant, technology consultants hired to oversee the development and implementation of 

software programs, and experts in the field of education who consult with teachers and 

administrators to create proficiency tests for the entire state education system. 

Professional & Consultant Services 

Professional and consultant services are defined as those services rendered by members of a 

recognized profession or those possessing a high degree of expertise. These services are generally 

acquired to obtain information, advice, counsel or direct assistance. Under such a contract, the 

agency would have no direct managerial control over the day-to-day activities of the contractor 

providing the service(s). Examples include, but are not limited to: attorneys, architects, accountants, 

engineers, physicians and technology experts. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



PCS-TGS PROCEDURES 

 

 
 

Requirements per Dollar Limit:

Under $10,000 Contract not required.

$10,000-$50,000 PCS Contract w/applicable attachments required.

Signature by UAF Agency Purchasing Official (Linda Fast)

$50,000 and Over PCS Contract w/applicable attachments required.

Legal review required.

Approval by UA System Office required.

Submittal to State Procurement and Legislative Council required.

Contract Types: Required Attachments:

Regular PCS Contract Form 

98-04 Contract & Grant Disclosure Form

Illegal Immigrant Certification Form

Equal Opportunity Statement 

Sole Source All documents listed for Regular

Sole Source Justification Form

Special Procurement All documents listed for Regular

Special Procurement Justification Form

Steps to Processing:

$10,000-$50,000 Submit to Linda Fast for signature.

Issue Purchase Order.

Distribute copies to vendor and department.

Report monthly in OSP portal.

Over $50,000 Submit for Legal review.

Submit to System Office for signature.

Submit to State Procurement & Legislative Council via OSP Portal

Issue Purchase Order.

Distribute copies to vendor and department.

Professional/Consultant Services (PCS)

PROCEDURES



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Requirements per Dollar Limit:

Under $25,000 Contract not required.

$25,000-100,000 TGS Contract w/applicable attachments required.

Signature by UAF Agency Purchasing Official (Linda Fast)

$100,000 & Over TGS Contract w/applicable attachments required.

Legal review required.

Approval by UA System Office required.

Submittal to State Procurement and Legislative Council required.

Contract Types: Required Attachments:

Regular TGS Contract Form 

98-04 Contract & Grant Disclosure Form

Illegal Immigrant Certification Form

Equal Opportunity Statement 

Sole Source All documents listed for Regular

Sole Source Justification Form

Special Procurement All documents listed for Regular

Special Procurement Justification Form

Steps to Processing:

$25,000-$100,000 Submit to Linda Fast for signature.

Issue Purchase Order.

Distribute copies to vendor and department.

Report monthly in OSP portal.

Over $100,000 Submit for Legal review.

Submit to System Office for signature.

Submit to State Procurement & Legislative Council via OSP Portal

Issue Purchase Order.

Distribute copies to vendor and department.

PROCEDURES

Technical/General Services Contracts (TGS)



VEHICLE LICENSE AND TITLE REQUISITIONS IN RAZORBUY 

 

Choose “Forms”, then “Payment with Order” 
Choose “Forms”, then “Payment with Order” 
 
Supplier: Search “Dept of Fin” and it will be the first address that comes up (Address 001) 
Supplier ID: 15067802.  
 
Commodity Code: 80161505 Fleet Management Services 
 
Hold For: Ellen Ferguson 
 
Type of Payment: Check “License/Certification” then check “New” or Renewal” as applicable. 
 
Attachments: 
IF A LICENSE RENEWAL: Add the renewal notice as an “External Attachment”. 
IF A LICENSE/TITLE FOR NEW VEHICLE: Add copies of the Certificate of Origin, Dealer Invoice, and 
Odometer Statement as an “Internal Attachment”. Mail the originals to me; I will attach to the check 
and send as I always have. 
 
At top of form, click “GO” then select “Proceed to Checkout”. 
 
Complete all tabs in the banner area, noting in particular the following: 
 
Under GENERAL tab: 
Check “Procurement Review Required”. 
VERY IMPORTANT—you have to remove the tax by using one of two methods: 
You may “override” it on the Taxes/S&H tab; or: 
On Final Review tab, click “Edit” on the Line Item(s) and uncheck “Taxable”; Tax Exemption Code is 
“O”. 
 
 



PROCUREMENT COORDINATOR: 

COPIERS, MOVING SERVICES,  

AND STUDENT AFFAIRS SPECIALIST 
 COPIER TRANSACTION MANAGEMENT 

 

Copier Transactions: 

UA Fayetteville Campus users in the Northwest Arkansas area should contact Penny Bellard in the UA 

Copy Center for their copier needs. 

Off Campus departments should utilize the following contracts for the copier placement: 

1. State Contracts 

2. Cooperative Contracts 

How do I process a copier lease transaction in Razorbuy? 

• Rarely do we purchase copiers and instead lease copiers  

• 36 and 60-month copier leases are available. 

Requisitions entered by PMC Solutions (The majority of the placements) 

1. PMC will enter a non-catalog form. 

 

2. External Attachments – (Attachment One and Two have to be attached) 

• The majority of the UA Copy Center Copier Placements are orders via the E&I 

Cooperative Copier contract with Xerox.  

• Attachment One - Xerox UA Standard Master Lease Terms and Conditions from 2008 

Modified 1-23-2013 

G:\Purchase\Contracts\XEROX/Xerox Master Lease Agreement 2015 Final Approved 3-

11-2015.pdf 

Total 10 pages 

• Copier order Xerox (spells out the details of the requested equipment which has 

resulted in a lease document not being required) As long as all details of the order that 

would be included on the lease are spelled out, the PO will be the only document for 

the copier placement that requires signature.  

Monthly lease amount 

Black and White Clicks 

Color Clicks 

Misc. Monthly Charges – Fiery, etc. 

Attachment A – Page 1-3 – Refer to screen shots 

 

 



 
 



 
 



 
3. Internal Attachments 

• VPAT – if we don’t have a VPAT on file for the model ordered; this should  

4. Requisition Line(s) – Lines are set up on a fiscal year basis for a lease 

 Example of a 60-month lease: 

It may end up being as many as 6 Fiscal Years and 18 Lines to cover the entire lease period.  

• FY 17 Lease – 12 EA – quantity receiving 

• FY 17 BW Clicks @ .0099/copy – dollar receiving 

• FY 17 Color Clicks @ .059/copy – dollar receiving 

• FY 17 Fiery – 12 EA – quantity receiving 

• The lines should be repeated for the remaining fiscal years until the entire timeframe 

of the lease is listed. However, no monies are encumbered until it is the current fiscal 

year. Future fiscal year lines are zero dollar. 

• Commodity code is 80161801 – Photocopier rental or leasing service 



 
 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

 



 

 

 

PO management (The majority of copier placements – are managed by PMC Copy Center) 

1. PO change orders – Submitted In UPS using POIT and POHT commands 

• As the copiers are placed on campus, PO change orders will be entered to provide the 

serial number of the copier. 

 

• The UA Copy Center will add the Serial number by POIT for each line of the PO Copier 

Lease.  

• Fiscal year change orders. The expiring fiscal year line(s) will be updated to close. 



 
The new fiscal year line(s) will be populated. 

Note: These changes will not be reflected in Razorbuy. Only in UPS module of Basis.  

 

 
 

2. PO Line Additions – Submitted in UPS using POLA command 

• If a copier lease is extended until a new copier is placed. Penny Bellard will submit a PO 

line addition for review and approval to Karen Walls. 

• She is the only department outside of Procurement that has been granted the ability 

to add PO lines.  



Any PO Change Order that occurs for any PO is submitted in UPS and can be located for the type of 

command, date and status by using LTPO. 

This PO has had a few PO Change Orders 

 

ENTERTAINMENT CONTRACT MANAGEMENT 

 

UA Appearance Agreement - 

http://procurement.uark.edu/_resources/documents/appear.pdf  

 

Departments that request one time speakers, entertainment or honorariums can utilize the 

UA appearance agreement for the requested services. It will not require UA Legal review if 

the Appearance Agreement is used.  

 

UA Appearance Agreement - 

http://procurement.uark.edu/_resources/documents/appear.pdf  

  

Departments will attach the signed UA Appearance Agreement to the transaction.  

 

Vendor Agreement 

For those vendors that present an agreement from their company, it should be attached to 

the transaction along with a completed UA Legal Review Form.  

 

UA Legal Review Form 

http://procurement.uark.edu/_resources/documents/legal_review.pdf  

  

http://procurement.uark.edu/_resources/documents/appear.pdf
http://procurement.uark.edu/_resources/documents/appear.pdf
http://procurement.uark.edu/_resources/documents/legal_review.pdf


MOVING SERVICES 

 

When a new employee is offered the UA position, it will state in the job offer letter if moving 

expenses will be paid for and how much is allowed. Maximum allowed amount is 10% of the 

salary. New employees can arrange moving services via the UA Moving Contract with 

Armstrong United which is an E&I cooperative contract (competively bid) but is not 

mandatory. 

 

When a new employee is offered the UA position, it will state in the job offer letter if moving 

expenses will be paid for and how much is allowed. Maximum allowed amount is 10% of the 

salary. New employees can arrange moving services via the UA Moving Contract with 

Armstrong United which is an E&I cooperative contract (competively bid) but is not 

mandatory. 

 

If the University’s contracted moving company is not used, but the estimate for moving services is 

under $10,000 without tax, you may proceed. 

 

If the moving expenses is under $10,000 and the new employee does not want to use 

Armstrong United, they can use another moving company. New employees may not have 

many items to move and may use U-Haul or other providers, pay for it themselves and then 

seek reimbursement after they arrive at the U of A. It would processed using the Employee 

Reimbursement Form and all moving expenses requested and the job offer letter to the 

transaction.  

 

However, if the initial estimate for moving services is over $10,000, three written moving estimates 

(including an estimate from our recommended and preferred provider) must be secured and 

justification provided if the firm with the lowest estimate is not selected. 

 

If the move is over #10,000, bids were taken and a PO issued for the new employee move, 

the vendor has accepted the PO and should provide the service and invoice after the move.  

 

NOTE: The department should enter a requisition directly to the contracted moving company, when 

possible instead of a personal reimbursement. Receipts are required for all reimbursements.  

 

Prior to the requisition being entered in Razorbuy to Armstrong United, the administrative 

staff for the department or the new employee may call or email asking for the contact 

information for Armstrong United. If the employee or the department contact Procurement 

prior to receiving a quote, the Procurement Coordinator can email Rob Hurt the request for 

a quotation and copy the new employee’s email address. Besides providing the new employee 

the moving services info, the off campus housing contact information can be provided to 

them as well.  

 

Note: Armstrong United will not arrange the move until they receive a UA Purchase Order.  

How to Arrange Move Instructions: 

http://businessservices.uark.edu/_resources/documents/movingcont.pdf 

 

Once the quotation is received, the new employee should email the quote to the administrative staff 

to enter the transaction in Razorbuy. Armstrong will not arrange the move until they receive the UA PO 

and quotation. 

http://businessservices.uark.edu/_resources/documents/movingcont.pdf


Steps to enter the Moving Services Requisition 

Enter a Non-Catalog Form in Razorbuy 

Attach the Moving Quote – External Attachment 

Attach the UA Job Offer Letter – Internal Attachment 

External Notes: - Enter the E&I Contract Number 

 

Recommendation: Provide the Cell Phone Number of the New Employee in the External Notes so 

Armstrong and UA Community (department, etc.) will be able to contact the new employee during the 

move to the University. 

 

New Employees moves not using the moving contract  

If the moving expenses is under $10,000 and the new employee does not want to use 

Armstrong United, they can use another moving company. New employees may n ot have 

many items to move and may use U-Haul, pay for it themselves and then seek reimbursement 

after they arrive at the U of A. It would processed using the Employee Reimbursement Form 

and would need to attach all moving expenses and job offer letter to the transaction.  

 

Fayetteville Policies and Procedures 411.1 - 

http://vcfa.uark.edu/policies/fayetteville/vcfa/4111.php 

 

Federal IRS Publication 521 - https://www.irs.gov/publications/p521/ar02.html  

 

OFF-CAMPUS HOUSING TERM CONTRACT 

 
Off Campus Connections and Housing awarded RFP Term Contract UAR483492 to Off Campus 
Partners.  

It is a free service to the UA Community, initiated as a solution for a need for students to finding off 
campus housing. However, new faculty and graduate students are welcome to utilize the service since 
it is free for use to the UA community. The vendor pays to advertise their property and it is a revenue-
generating contract for the U of A. 

The University of Arkansas has an official website to assist students search for off-campus housing 
and roommates. It can be accessed at offcampushousing.uark.edu. 

The contract is renewed annually.  

PAPER 

 

All paper products not on a state contract and not considered an Amendment 54 item greater 

that $10,000 will be bid. Paper products that are considered to be “Constitutional Items” are 

subject to even stricter bidding requirements. The University is required by law to give 

preference to recycled paper whenever purchasing paper products of any kind and to report 

paper purchases to the Office of State Procurement on a monthly basis. 

 

Note: UA Printing Services (PMC) was given an exemption to the State of Arkansas paper 

contracts when they were a commercial printing operation and allowed to bid and create 

their own term contract. They were not required to order from the state contract.  

 

UA Copy Center orders from the State Contract.  

 

http://vcfa.uark.edu/policies/fayetteville/vcfa/4111.php
https://www.irs.gov/publications/p521/ar02.html
https://offcampushousing.uark.edu/


Determining the Price Per Thousand (M) Sheets: 

 

Paper Mills may price the paper per C (100 weight) and invoice this way. Even though the 

paper is ordered per thousand sheets and quoted this way for the Paper.  

http://www.domtar.com/en/paper-tools/determine_the_price_per_thousand_sheets.asp  

 

DOCUMENTS NEEDING SIGNATURE AND UA LEGAL REVIEW 

 

Process for Documents needing signature or with terms and conditions.  

STEPS FOR OBTAINING LEGAL APPROVAL OF DOCUMENTS IN RAZORBUY 

1. Buyer receives requisition. 

2. Document is pulled out of RB and saved to Desktop or File Server with Req number. 

3. Legal Review Form pulled out of RB and saved to Desktop or File Server with Req number. 

4. Document(s) are attached to email to Legal and dept. copied with the Legal Review Form 

attached separately. 

5. Buyer enters in their “legal review” Excel spreadsheet. 

6. Buyer puts requisition on hold and enters comment in RazorBuy. 

7. Buyer fields the “back & forth” (see below).* 

8. Legal returns approved or revised document to Buyer via email. 

9. Buyer makes comments in RB of the status. 

10. If there are revisions, Buyer sends revised document to department or the vendor, either by 

email or by attaching it to and returning the requisition in RazorBuy. If revisions are sent to 

the vendor, dept. is copied on the email. Again, Buyer fields any “back & forth” which occurs 

here.** 

11. Buyer emails UA Legal and copies dept. for contracts pending UA Legal review after 1 week 

and continues checking weekly on the status.  

12. Buyer comments on RB the status of contract review.  

13.  Buyer updates Excel spreadsheet 

14. When document is ready for UA signature, it is again pulled to Desktop or File Server with 

previous transaction correspondence. 

15. Document attached to external comments requisition in RazorBuy. 

16. Requisition forwarded to L Fast or A Fletcher for UA signature. 

17. Signer returns requisition to Buyer. 

18. Signer puts the finalized contract in G:\Purchase\Contracts – by the vendor name to provide 

Contract Management.  

19. Buyer emails signed contract to vendor if they would not sign first and copies dept. 

20. Buyer makes comment in RB and holds transaction until the vendor returns the finalized 

agreement. 

21. Buyer attaches finalized contract to the transaction. 

22. Buyer searches for all emails by the Req number. 

23. Buyer makes a pdf of all email communication and attaches the pdf file in internal 

attachments. 

24. Buyer finally approves requisition. 

25. Buyer updates Excel spreadsheet. 

* Departments send review status inquiries to Buyer. Buyer then asks Legal. Legal answers Buyer. Buyer 

then answers department. 



** Buyer sends redlined document to department to get either vendor’s agreement or further changes. 

Department sends back to Buyer. Buyer sends back to Legal. This process can occur multiple times 

before the document is finally agreed upon and ready for signature. 

PURCHASING PLUS TRAINING 

Need Purchasing Plus Training? 

Seating is limited! Please click on the link below to register. After clicking the link 
below, a new window will open. Make sure you click the red 'Register' link. You will 
receive a confirmation email once you have successfully registered. If you have 
issues with the link, please email Karen Walls at kwalls@uark.edu. 

Thursday, May 18, 2017 - 09:00 AM to 12:00 PM in ADMN Pederson 428 

Thursday, April 20, 2017 - 09:00 AM to 12:00 PM in ADMN Pederson 428 

Thursday, March 16, 2017 - 09:00 AM to 12:00 PM in ADMN Pederson 428 

 
Maintains Purchasing Plus PowerPoint Training Slides 

 

Reserves Training Location using Outlook – Once Approved 

Maintains EDP Calendar – Posting the Date(s) and Location  

Reserves Training Location using Outlook 

Prints Out Sign Up Sheet of Attendees for Sign In 

Conducts Training  

Post-Training Attendees per Sign in Sheet in EDP 

Emails BSVC Trainers – Razorbuy, AP, eBusiness, Travel and the Dept. Procurement Coordinator the 
Attendees List. 

mailto:kwalls@uark.edu
https://edp.uark.edu/register_schedules.php?UID=20170208T145152-13386-30222-@edp.uark.edu
https://edp.uark.edu/register_schedules.php?UID=20170208T144910-13385-30222-@edp.uark.edu
https://edp.uark.edu/register_schedules.php?UID=20170208T144651-13384-30222-@edp.uark.edu


REQUEST FOR PROPOSALS 

All Procurement Coordinators process formal bids – Invitation for Bids and Request for Proposals. 

HOW THE BIDS ARE PROCESSED: 

• The Bid Clerk receives the Bid History Sheet with the specifications from the Procurement 

Coordinator.   

• Types up the bid document, and gives back to the Procurement Coordinator the bid package 

to approve.   

• The Bid Clerk will send the bid document to the Department for approval. 

• The bid will then be posted to the HOGBID PAGE.   

• After receiving the approval from the department the bid notice will be send out by fax to any 

suggested Vendors, and to the Vendors in Basis under the assign commodity.    

• The Bid Clerk will then make a file for the bid file drawer for any bids that are received.   

• When the bids are received through the mail, FEDEX, USP timed in and then filed in the bid 

file drawer.   The Bid Clerk will open the bid, tab the Vendors who responded.  

• Will either mail or email the tab sheet and bid responses to the department for evaluation.    

• Any printing jobs no matter the cost has to be processed through the Procurement 

Department.  Linda Hickman does all the Printing bids.  

• The department will send the specifications to her by email.    

• She will type up the bid document and send it to the department for their approval before 

sending it out to the requesting Vendors the department provides.   

• By state law, we have to have the bid out for 3 to 5 working days.   

• Bid Clerk will send out by fax or email the bid to the suggested vendors the department 

requested and any others.   

 

Master Templates have been created for use and are housed on the file server. 

G:\Purchase\Bid Templates (Master) 

1. Bid History Template 5-2-2017 

2. IFB – TsCS – 2017.doc 

3. RFP –TsCs – 2017.doc 

The Procurement Coordinator guides the committee chair and vendors thru the RFP process.  

The department determines who the committee chair will be.  

The Procurement Coordinator provides the following forms to the committee chair: 

1. Confidentiality of Information and Disclosure Form for RFP/RFQ Evaluation Team Members 

2. RFP Evaluation Guidelines 

 



 

 

RFP Committee Cover Sheet: 

 

 

 

 

 

 

 

 



BACK-UP FOR COMPUTER STORE TRANSACTIONS/REPRINTS 

 
Whitney Smith is the Technical Procurement Coordinator and reviews Computer Store requisitions 
(IREQS) in UPS for approval. Procurement is the first approval for IREQ’s in UPS for one-time Computer 
Store orders. All other IREQ’s that are for other UA departments do not stop at Procurement. The 
approval chain for Computer Store IREQs stop by Procurement and I am the backup for Whitney Smith, 
the IT Technical Procurement Coordinator. 

 

To review IREQ transactions for the Computer Store: 

First, I have Proxy. Changing my desk name Epsilon to Delta: 

 

Command: LATP (v) 

If there are Computer Store Orders, they will be listed by the REQT  

 



 

 

 

After the Computer Store orders are reviewed and approved, then end the proxy by going 
back to your desk: 

 

 

 



BACK-UP FOR PO BATCHES/ REPRINTS 

Linda Hickman reviews and processes the PO batches and manages the reprint of PO’s to 

manually send to the vendors. With the addition of Razorbuy, POs that do not fax or email to 

the vendor send an error to the buyers email address. buyers@uark.edu.  

 

I am the backup along with Ellen Ferguson for Linda Hickman for processing PO batches and 

reprints.  

 

To Run a PO Batch 

Command LRBS (v) – List Requisitions for a Buyer and Status  

Change the Buyer ID: No Buyer 

Check two types of status: A and G

 
 

mailto:buyers@uark.edu


 
 

If there are no POs listed under these two types of status, the job can be ran.  

Two types of PO batch jobs are run (in this order)  

Command Jobs Action S 

1. Jobs action S 

Job: UPJJCAPO – Create Auto POs 

JOBS  

UPJJCAPO (s) 

 
 

 

 



Press F10 

Change Action to (v) for view 

When all items have processed from Submitted to Triggered 

 

Run Second Job 

1. Jobs action S 

Job: UPJCIPO – Create Auto POs 

JOBS  

UPJJCAPO (s) – 

2. Jobs action S 

Job: UPJJCAPO – Create and Issue Purchase Orders batch  

Notes on task four items have ran: 

 
 -  

3. Go to Buyers to check which PO’s did not auto email or fax to the vendor  

4. Print Out PO 

5. Put Label on PO 

6. Maintain Spreadsheet – Log of Razorbuy POs mailed 2017 

G:\Purchase\Log of RazorBuy POs mailed 2017.xlsx  

Format of the information entered on the spreadsheet  

 



 
 

 

To reprint a PO from UPS: 

 

 
 

 

WEBSITE UPDATES/REPRINTS 

Using OU and EDP, website updates are made to the Procurement website and are 

reviewed/approved by Tina Lester before they are posted. 
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Section I 
Emergency Contacts 

 
2015-2016 University of Arkansas EMERGENCY NOTIFICATION INFORMATION 

Home and Cellular Telephone Numbers – Confident 
*Please call cell number first. 
 
On-Duty Numbers    
Dean of Students/Associate Deans of Students On-Duty                      DOS 479-575-8620  
Greek Life On-Duty                                                           Greek Life 479-445-8924 (c) 
Coordinator for Residence Education (CRE)                                             Housing 479-841-0088 (c) 
Housing Sr. Staff Duty Phone                                                           Housing 479-871-7399 (c) 
Counselor in Residence On-Duty                                                           Housing 479-601-5674 (c) 
After Hours CAPS                                                           CAPS 479-575-5276 (24hrs/7days) 
Crisis Response Conference Number 866-356-7389   
Northwest Arkansas Rape Crisis Center              479-927-1020/800-794-4175 
Northwest Arkansas Crisis Intervention Center             888-CRISIS2 (274-7472) 
Star Central On-Call Advocate   479-871-7991 (c) 
 
 
University of Arkansas Campus Advisory Team (Razor “Cat”) 
            
Bowser, Parice   Director, Greek Life            479-236-8746 (c)  
Dean of Students On-Call                  479-575-8620 
Cantu, Amanda   Graduate School and International Education 
Cline, Josette Director, Counseling and Psychological Services 444-7575(h)/251-7798 (c) 
Cooper, Michelle  Case Manager, CAPS  216-469-5275(c) 
Eikenberry, Rachel  Director, Student Standards and Conduct          805-452-0273 (c) 
Ferguson, Nicole  Case Manager/Interim Title IX Coordinator  479-530-1117 (c) 
Flanagin, Scott   Executive Director, DSA Communication & Outreach          870-508-6588/966-1434 (c) 
England, Tory    Assistant Director for Student Outreach          479-595-9392 (c) 
Foster, Greg   Captain, University of Arkansas Police Department             479-841-3304 (c) 
Harwood-Rom, Melissa  Dean of Students                     479-409-5241(c) 
Holland, Monica   Associate Dean of Students- Student Life                               479-422-1535 (c) 
Lander, Lori Associate Dean of Students- Campus Life 479-236-6403 (c) 
Serafini, Mary Alice  Assistant Vice Provost            479-575-4076 
Small, Charles Director, Student-Athlete Development 479-409-8508 (c) 
Statton-Brooks, Takama Director, Residence Education 479-236-4246 (c) 
Washington, Katy  Director, Center for Educational Access  404-852-5343 (c)  
 
Behavioral Intervention and Threat Assessment Team (BIT-TAT)  
Abercrombie, Barbara Assoc. Vice Chancellor for Human Resources  918-859-2676 (c)   
Cline, Josette Director, Counseling and Psychological Services 444-7575(h)/251-7798 (c) 
Harwood-Rom, Melissa  Dean of Students                     479-409-5241(c) 
Lewis, Tamla    Assoc General Counsel             479-595-1064 (c)  
Martin, Terry    Vice Provost for Academic Affairs            479-409-0933 (c) 
Mills, Matt   Captain, UAPD               479-879-5717 (c) 
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CONTACT NUMBERS (After normal business hours) 
Bowser, Parice Director, Greek Life 479-236-8746 (c) 
Davies, David Assistant Vice Provost for Student Affairs 501-215-7991 (c) 
Ezell, James Director – Risk Management 479-521-3720 (c) 
Ferguson, Nicole  Case Mgr/Interim Title IX Coordinator  479-530-1117 (c) 
Freeman, Michael Director - International Programs 521-6473/527-2011(p) 
Gahagans, Steve Director, UAPD 409-0800/799-1706(c) 
Holland, Monica   Associate Dean of Students- Student Life                               479-422-1535 (c) 
Harwood-Rom, Melissa Dean of Students 479-409-5241 (c)  
Jacobs, Laura  Assoc VC/Chief of Staff 479-283-7838 (c) 
Johnson, Florence Executive Director, University Housing                     479-263-7838 (c) 
Lander, Lori Associate Dean of Students- Campus Life 479-236-6403 (c) 
Kincaid, Bill Assoc. General Counsel 973-0087/841-2210 (c) 
Lewis, Tamla Assoc. General Counsel 445-6058/595-1064 (c) 
Lipson, Andrew Regional Director, Chartwells 704-516-3256 (c) 
Lonon, Miriam Envir. Health & Safety Mgr. 527-6982/263-2840 (c) 
McCoy, Matt Assoc. General Counsel 501-425-2360 (c) 
Olsen, A.J. Director, Medical Services, PWHC 479-871-1818 (c)  
Norvell, Marsha  Assistant to the VCSA/Dean of Students 443-0335/200-8387 (c) 
Robinson, Charles  VCSA 479-200-2894 (c) 
Rushing, Mark  Director, University Relations  479-387-8157 
Serafini, Mary Alice Assistant Vice Provost for Student Affairs 479-466-1624 (c) 
Scott, Sylvia  Off Campus Student Services  479-530-2832 (c) 
Skinner, Mary Director, Student Activities  479-601-1667 (c)  
Steinmetz, Joe Chancellor  479-582-8940/479-200-9018 (c) 
 
 
Arkansas State Police  479-751-6663 
Counseling and Psychological Services (after hours)  479-575-5276 
Fayetteville Police  479-587-3555/911 
Fire Department  479-575-8365/911 
Psychiatric Research Institute (Northwest Medical)  479- 750-2742 
Rape Crisis Center, Help-Line  479-927-1020 
Springwoods Behavioral Health   479-973-6000 
STAR Central  479-575-7252/871-7991 (c) 
University Police  479-575-2222 
Washington Co. Sheriff  479-444-1850/911 
Washington Regional Medical Center 479-713-1000 
Willow Creek Women’s Hospital  479-684-3000 
 
Advising Centers 
Agriculture, Food and Life Sciences             AFLS 108 575-2121 
Architecture              Vol Walker Hall 120 575-4945 
College of Business             WCOB 328 575-4622 
College of Education             GRAD 336 575-4203 
College of Engineering             BELL 3189 575-5601 
Fulbright Arts and Sciences             MAIN 518 575-3307 
School of Law             Waterman Hall 107 575-5601 
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Section II 
Student Affairs Philosophy and Guidelines 

 
The Student Affairs Model 
 
Over the course of an academic year, many critical incidents arise that are handled by numerous professionals within the 
Division of Student Affairs and beyond.  To manage the traditional, normally-associated-with campus conditions, The 
University of Arkansas Campus Advisory Team (RazorCAT) meets weekly to (1) review incidents, (2) coordinate institutional 
response, and (3) review and modify plans to assist in the prevention and mitigation of future critical incidents delineated 
institutional response. 
 
Often, the need for significant involvement beyond timely and appropriate notification and communication among multiple 
departments within Student Affairs (e.g., the handling of a roommate disagreement) is unnecessary.  However, critical 
incidents occur which require collaborative efforts by several departments within and beyond Student Affairs.  No single 
outline can cover the wide variety of critical incidents impacting the university community.  Ultimately, the articulation of 
these protocols should provide the necessary framework to enhance our ability as student-centered professionals to 
collaboratively meet the challenges presented by student critical incidents.    

 
In defining a student critical incident, a number of variables need consideration.  The provisions of the Student Affairs Critical 
Incident Response Manual are intended to support/comply with the University of Arkansas Emergency Operations Plan (EOP).  
The University’s EOP outlines various levels of emergencies as detailed below: 
 

130.01 – Normal Campus Operations (No- Emergency) – When normal campus conditions exist, no unusual 
response or planning activities are necessary. 

 
130.02 – Critical Incident (Minor or Major Emergency) – A critical incident can be a minor or major emergency.  It is 
any event in which the initial impact is limited to a specific segment or subgroup of the university (boiler explosion).  
It can also be a major emergency when a specific population or subgroup of the university is impacted (e.g. campus 
shooting).  A critical incident causes significant disruption to the subgroups, but it typically does not disrupt overall 
institutional operations for more than one operational period.  During a critical incident an Incident Command Post 
(ICP) may be established.    

 
130.03 – Crisis (Major Emergency) – A crisis or major emergency is any event that disrupts the orderly operations of 
the University or its institutional mission (a prolonged event such as an ice storm). A crisis impacts all facets of the 
institution and often raises questions or concerns over closing or shutting down the institution for any period of 
time. Outside emergency resources will probably be required, as well as a major effort from available campus 
resources. A crisis on campus will require establishment of an Incident Command Post (ICP) and may require an 
Emergency Operations Center (EOC). Major policy considerations and decisions will usually be considered by the 
university administration during a crisis. 

 
130.04 – Disaster (Severe Emergency) – A disaster is any event whose nature and impact extends beyond the 
University and disrupts not only operations and functions of the institution, but also those of surrounding 
communities (e.g. large scale natural disaster such as an earthquake or tornado). During a disaster, resources that 
the University might typically rely on may be delayed or unavailable because they are being employed within the 
broader community. In some instances, mass casualties or severe property damage may have been sustained. A 
coordinated effort of all campus-wide resources is required to effectively control the situation and outside 
emergency services and resources will be essential. In all cases of a disaster, an ICP and an EOC will be activated, and 
appropriate support and operational plans will be executed. 

 
The protocols presented in this manual provide an overview of how the Division of Student Affairs handles student critical 
incidents that may be institutionally categorized from normal campus operations to disaster status.  Working within these 
constructs, it is necessary to extrapolate the variances of response, especially within a critical incident, given the ICP will be 
executed in all crisis and disaster level scenarios, and the Emergency Operations Center (EOC) will be executed in all disaster 
and possibly crisis situations.  Student Affairs will rely on directives from the ICP and/or EOC on how members of the division 
can support efforts and responses as it relates to a crisis and disaster. 
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At the direction of the Vice Provost for Student Affairs (VPSA) and Dean of Students (DOS), the responsibility for primary 
coordination, in consultation with the ICP and/or EOC, in critical incidents has been delegated to the Associate Dean of 
Students for Student Life (ADOS/SL).  In compliance with provisions of the Critical Incident Response  (CIR) Manual, the ADOS-
SL will contact Vice Provost for Student Affairs, the Dean of Students, and other senior level staff members, as necessary.  In 
the absence of the ADOS-SL, the full responsibility and authority to manage a critical incident is delegated to the Associate 
Dean of Students for Campus Life (ADOS/CL), who also serves on the Student Affairs Critical Incident Support Team (CIST).  
The ADOS/CL has the authority to address the critical incident. 
 
Each department within the Division of Student Affairs is responsible for coordinating its own personnel, responsibilities, and 
procedures given the unique nature of each unit’s specialization.  Each department is responsible for identifying the 
appropriate individual(s) who will coordinate the unit’s communications, consultations, and participation on the CIST within 
the Division of Student Affairs.  The purpose of the CIST is to coordinate on-going efforts of support/response after the initial 
happenings of a critical incident have concluded.  The CIST will be composed of the following members:  
 
 Dean of Students, CIST Chair 
 Assistant Vice Provost for Student Affairs 
 Assistant Vice Provost and Executive Director of Pat Walker Health Center 
 Members of RazorCAT: 

Athletics- Assistant Director 
Campus Life-Associate Dean of Students (Vice Chair) 
Center for Educational Access – Director 
Communication and Campus Outreach – Executive Director 
Office of Student Standards and Conduct – Director 
Counseling and Psychological Services – Director 
Graduate School & International Education – Dean’s Designee 

 Greek Life – Director 
Residence Education (University Housing) – Director 
Student Life – Associate Dean of Students (Vice Chair) 
University of Arkansas Police Department – Captain  
 

** The Chair or Vice Chair(s) will request other members of the university (e.g. University Relations, General 
Counsel, Senior Level Administrators, Off Campus Connections, International Students & Scholars, Academic 
Departments, Human Resources, etc.) to attend CIST meetings, depending on the nature of the incident.  

 
The CIST will be comprised of a representative from identified departments involved in the student critical incident.  The CIST 
will develop an appropriate plan of response and monitoring in the aftercare of an incident.  Additional briefing and decision 
sessions may be initiated, particularly when a critical incident may have significant after-effects within the University of 
Arkansas community.  After the critical incident has been mitigated, the ADOS/SL will oversee a debriefing session during the 
next regularly scheduled RazorCAT meeting.  Any staff who participated in the CIST, and are not part of the RazorCat, will be 
invited to the debriefing. 
 
At the conclusion of each academic year, the ADOS/SL will submit to the VPSA and DOS a written evaluation of the division’s 
response to student critical incidents.  Recommendations for policy and procedure/protocol modification, as determined by 
RazorCAT and other campus members as appropriate, will be provided in the yearly review 

 
Behavioral Intervention and Threat Assessment Team (BIT-TAT)  

 
The BIT-TAT seeks to improve the safety and security of the campus through a multidisciplinary approach to identifying, 
managing, monitoring and evaluating persons and situations that may pose a threat to the members of the University 
community. The team is committed to early intervention to prevent violence and provide support and resources to persons 
referred to the team that may need help and intervention. The team also fosters a culture of reporting threats across the 
campus and provides meaningful training for faculty, staff and students at the university. In instances that meet the criteria 
for BIT-TAT (suicide attempt, suicide ideation, threats of violence, etc.), notification should be provided to the Chair of the 
team for evaluation and response, if necessary. For a listing of BIT-TAT members and/or to file a reports please visit the 
following website: bit-tat.uark.edu  
 



 

 Updated 6/2016 

7 

  
Section III 

General Communication Chain 
(See Section IV for definitions of types) 

 
 

 
 

Additional Communication for Greek Facilities Managed by Housing 
 

 STUDENT STATUS 

TYPES Housing  On-Campus (Non Greek 
Event, Non-Housing 

Student)  

Greek 

A Staff Member  Staff Member/UAPD Dispatch  

A Supervisor (during work day)  Dean of Students Office (during work day) 

A Coordinator for Residence Education On-Duty 
(staffed 24-Hours per Day) 

 On-Call Dean of 
Students (after 

hours/weekend) 

Greek Life On-Call 
(after hours/weekend) 

   

B University Housing AD On-Call   

B Dean of Students 

C Vice Provost for Student Affairs 

 Chancellor & Provost 

    

 Housing AD On-Duty Personnel  DOS On-Duty Personnel 

 Associate Director for Academic Engagement  (1)  Associate Dean of Students for Student Life  

   Associate Dean of Students for Campus Life  

 Residence Education Assistant Directors (4)  Dean of Students 

 Assistant Director for Greek Managed Housing (1)  Director, CEA 
Director, Assessment  

   Director, Student Activities  

   Director, New Student & Family Programs 

Facility Concern (i.e. gas leak, power outage, etc.) 

GA in House or GA on Duty contacts University Housing Assistant Director (AD) on Duty  

Any member of the house can call the Service Desk to report a problem. The Service Desk will make appropriate contact 

AD on Duty makes appropriate contacts  

If AD on Duty determines students may have to be relocated, etc. they will contact the Director of Greek Life 

 

Student Concern (suicidal student, student accident/injury, student death, etc.) 

If information comes from UAPD they will contact the Director of Greek Life 

Information comes to the Director of Greek Life she/he will contact University Housing Assistant Director (AD) on Duty  

Information comes to GA of House they will contact University Housing AD on Duty who will make contact with the Director 
of Greek Life  

University Housing AD on Duty will contact the Assistant Director for Greek Life in University Housing as appropriate 
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Section IV (continued) 
General Notification Protocol for Responding to a Critical Incident Involving a Student 

 
The following general procedures are suggested guidelines in the event of a critical incident involving a student: 
 

1. Assess the situation to determine the type and severity of the crisis.  In cases of imminent harm, call University Police by 
dialing 911.   
 

2. In cases occurring in a facility owned or managed by University Housing, the Coordinator for Residence Education On- Duty or 
the AD on Call (if they are on the scene) is the designated primary contact and provides direction for others at the scene.   
 

 The Coordinator for Residence Education On-Duty will act as primary contact until law enforcement and/or emergency 
personnel have departed from the building.   

 The Coordinator for Residence Education On-Duty will designate a secondary contact person for the residence hall front 
desk (e.g. Coordinator for Residence Education, or other full-time staff) to direct law enforcement, emergency personnel, 
and other necessary personnel to the primary emergency scene.   

 The secondary contact person will request assistance from other personnel, as directed by the Housing AD On-Duty if the 
Coordinator for Residence Education On-Duty has not notified other personnel by the time the AD On-Duty member 
arrives.  

 The appropriate front desk will remain the primary point for the flow of information to and from the incident scene 
during the crisis.   

 The primary and secondary contact persons will each utilize a cell phone, landline, and/or radio to ensure immediate 
communication with each other.    

 The Coordinator for Residence Education On-Duty or designee will respond to the hospital, when appropriate (serious 
injury or alcohol related hospitalization).   

 As requested, the AD On-Duty or their designee will provide student demographic information from the scene using on- 
line access to StarRez. 

 
4. In University Housing facilities, the Coordinator for Residence Education On-Duty is responsible for informing the appropriate 

AD member On-Duty.  In the event the AD On-Duty   is not available, the Coordinator for Residence Education On-Duty will 
attempt to contact the ADOS On-Duty.  Refer to the emergency contact list regarding staff and telephone contacts.   
 

5. The AD On-Duty or Greek Life On-Duty staff will notify the ADOS On-Duty or the DOS who will notify other university staff, as 
needed.  
 

6. The University Police will coordinate notification of the Chancellor, VPSA and other appropriate senior-level administrators.  
The VPSA will follow-up with senior-level administrators, if necessary. 
 

7. The DOS will coordinate the Critical Incident Response Team (CIST) in conjunction with the appropriate university 
departments to address major critical incidents within the community (e.g. suicide, murder, etc.). CRIT serves as a “step 
above” the RazorCat team and will consult/defer to the BIT-TAT for further steps that may include specific support for 
campus members affected by the incident, outline steps regarding moving forward from an incident, etc.  

 
8. It is recognized that many critical incidents occur on campus or in Greek facilities at times when most University 

administrators are not available.  In University Housing facilities, students from other residence halls and/or managed 
properties are sometimes aware that an incident has occurred in a different facility.  It is important that information 
regarding the critical incident be accurate and shared only with appropriate personnel. Utilization of the secondary contact at 
the University Housing Service Center is deemed the best way to channel information to those in need of it.  In such cases the 
communication protocol is as follows: 

a. The Executive Director for University Housing, will determine the level of information to be disseminated and 
with whom that information will be shared.   

b. Immediately after emergency and law enforcement personnel leave the scene, the primary contact (Coordinator 
for Residence Education On-Duty) will confer with the secondary contact and with the AD On-Duty to make sure 
information has been shared appropriately.  
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c. The residence hall staff in the affected building will be brought together to receive updated information and to 
discuss what and how information will be disseminated to residents. It is important that correct and current 
information be made available to residents to allay fears and stop rumors.  The AD On-Duty will approve all 
information disseminated by the Coordinator Residence Education On-Duty in consultation with the appropriate 
senior level administrator.    

d. It is imperative that the involved students’ confidentiality be protected at all times.  The AD On-Duty and the 
Coordinator for Residence Education On-Duty will decide how to provide updated information to Resident 
Assistants and residents on a regular basis for a period of time after the incident has occurred.   

e. The primary or their designee will provide other residence hall desks and the University Housing dispatch desk 
with appropriate information as soon as possible.   

f. The name of a point of contact within University Housing will be provided to assist with questions from parents, 
University administrators and others until such time that the VPSA, DOS, Executive Director of Housing, and/or 
University Relations is available for comment.   

 
9. All inquiries from the media should be referred to the Office of University Relations.  The Office of University Relations, in 

consultation with the VPSA and/or DOS and General Counsel, will release the official university response on all crises.  Said 
information may be released via web.  Additionally, should an 800 number be activated, a determination will be made as to 
who receives and responds to said calls. In consultation with University Relations, the ADOS-SL will activate the 800 number 
and the appropriate personnel, designated at the time of the incident, will be responsible for the taking calls. The 800 
number has the capability of being transferred (requires 48 hours notice) to a different location, dependent upon the need 
and timing of the situation.  
 

10. After the crisis has been resolved, the ADOS/SL will coordinate a debriefing session during the next regularly scheduled 
RazorCAT meeting. As appropriate, staff that are not part of RazorCat will be included in the debriefing session. 

 
11. Staff members should be encouraged (but is not required) to attend a debriefing session involving CAPS or AEAP, whichever is 

most appropriate. 
 

12. The Director of the Office of Student Standards and Conduct (OSSC) will initiate the conduct process, if applicable, following 
policies and procedures as outlined in the Code of Student Life.  In instances where the critical incident constitutes a health 
and safety concern, the Director of OSSC, in consultation with the Associate Dean of Students for Student Life, may 
implement an Administrative Action to protect the safety and welfare of members of the University community. 

 
13. At the conclusion of each academic year, the ADOS/SL will submit to the VPSA and DOS a written evaluation of the division’s 

response to student critical incidents.  Recommendations for policy and procedure/protocol modification, as determined by 
RazorCAT and other campus members as appropriate, will be provided in the yearly review 
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Section VI 
University Housing Media Procedures 

During a Crisis in a Facility 
 

1. In the event a media representative arrives on campus at a housing facility because of a crisis, it will be the responsibility of 
the Coordinator for Residence Education On-Duty to identify a media room.  The Coordinator for Residence Education On-
Duty will also identify two Resident Assistants who will work with the media representatives and the media room.  One will 
remain in the media room at all times and one will be responsible for escorting any media representative coming into the 
building to the media room. 
 

2. The Student Affairs Executive Director of Communications or a representative from University Relations will provide 
information to the media.  In the absence of University Relations, the University Housing AD On-Duty will be responsible for 
coordinating information from the CIST to the media. 
 

3. Students residing in a University Housing facility, whose intent is to gather information to be used by any media source, will 
be requested to join the other media in the identified room.  Students who will not comply with request to join other 
members of the media will not be provided with information or access to the crisis scene through any member of University 
Housing or the CIST team. 
 

4. In the event that a media representative arrives on the scene of an off campus crisis, it will be the responsibility of a 
representative from University Relations to coordinate with members of the media to aid in event coverage.  In the absence 
of University Relations, the ADOS duty phone should be contacted.   
 

5. In the event that a media representative arrives on the scene of a crisis occurring in a Greek residence, Residence Education 
On-Duty, along with the Greek Life On-Call (when available) will identify a media room. The Residence Education On-Duty 
and/or Greek Life On-Call will designate two House Officers who will work with the media representatives and the media 
room. Student Affairs Executive Director of Communications or a representative from University Relations will provide 
information to the media when possible.   
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Section VII 
Family and Student Emergencies 

 
1. In the case of an emergency or family crisis (e.g., death, illness) which requires a student to leave campus and/or miss classes 

or an emergency/family crisis which requires a student residing in a University Housing facility, Greek House or at an off 
campus location to leave campus, whether it be before or after normal business hours, a CARE report should be submitted 
(uofacares.uark.edu). The Case Manager will review the CARE report and will then consult with the student regarding the 
emergency and advise him/her about various resources available.  
  

2.  In cases of emergencies involving student hospitalization any individual (e.g. student, family member or university official) 
may request that an emergency e-mail be sent to professors to notify them of the incident.  The Office of the DOS will send 
this email. The student should be informed that he/she would be expected to provide supporting documentation, if 
requested by the professor.    

 
3. During regular working hours, in cases involving hospitalization of an on-campus student, the Coordinator for Residence 

Education on call will contact the Assistant Director for Student Outreach to report the information.  The Assistant Director 
will contact the Office of the Dean of Students to ensure that communication is made with the student’s faculty.  The 
Assistant Director will then make contact with the appropriate Coordinator for Residence Education who will proceed to the 
hospital to evaluate the situation and report findings to the Assistant Director. 
 

4. Students should be informed support is available following the crisis through the Counselor-in-Residence program (residence 
hall students only), Counseling and Psychological Services, Title IX, as well as STAR Central, a Health Promotion and Education 
program that provides support, training, advocacy and resources for victims of sexual assault through the University Health 
Center. 

 
5. The Office of the DOS and/or the Student Affairs Case Manager will consult with the student’s college/school/department 

and/or faculty members regarding a withdrawal, if necessary. 
 
6. The ADOS/SL and/or the Student Affairs Case Manager will maintain a record of student emergencies throughout the year 

and provide follow-up services, as needed. 
 
7. In cases of extreme emergency, the Student Affairs Case Manager will contact the student one week (at minimum) after the 

first contact to “check-in” and offer further assistance and follow-up. 
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Section VIII 
Death of a Student (Suicide, Accidental, or Homicide) 

 
Immediate Protocol 
 

1. If a student death is discovered in a University Housing facility, Greek facility or managed property, immediately call 
University Police by dialing 911.  If a death is discovered in a University Housing facility Monday through Friday, during 
regular office hours, secondary contact should then be made with the Director of Residence Education. At night and on 
weekends, contact the AD On-Duty and follow protocol. 
 

2.   If a student death is discovered in an on-campus, non-residence hall facility or an off-campus location, immediately call 
University Police by dialing 911 and the DOS at 575-5007, Monday - Friday, 8:00 a.m. - 5:00 p.m.  After hours, call University 
Police by dialing 911 and the DOS On-Duty number.  
 

3. The first person on the scene, should actively attempt to keep other individuals from viewing the victim and surroundings. 
 

4. Do not allow access to the body or the area in which the body was found.  The University Police and emergency personnel are 
the only officials authorized to access the scene.   
 

5. Identify any individual(s) who might provide information (e.g. names, addresses, phone numbers, etc.) to university officials, 
law enforcement authorities, or emergency personnel. 

 
6. Upon notification of a student death the DOS On-Duty will first contact the Senior Housing Staff On-Call person to determine 

if their assistance is needed at the scene. Based on the feedback, the DOS On-Duty will make a determination as to whether 
to arrive to the scene.  In consultation with Counseling and Psychological Services (CAPS), the Director of Residence Education 
(if death occurs in residence hall), or Director of Greek Life (if death occurs in a Greek facility) will determine the best manner 
to use in notifying friends and residents in the building of the deceased student(s).   
 

7. Upon notification, and request by a specific unit or individual in need of services, CAPS will provide one-on-one grief or 
trauma counseling to members of the university community.   CAPS is available to units of the university community (e.g. 
residence halls, apartments, Greek houses, colleges, departments (including Off Campus Connections, International Students 
& Scholars, etc.) in order to devise a response to a student death.  CAPS will also provide consultation and support for 
students and staff who are themselves providing services and support for others dealing with grief and trauma. 
 

8. The CAPS’ Director is available to provide expert consultation regarding mental health issues and determines the need for 
involvement of CIR’s, Arkansas Employee Assistance Program (AEAP) staff, campus ministries, and external mental health 
providers.  
 

9. The DOS or designee, in compliance with Fayetteville Policies and Procedure 502.0, will coordinate notification of 
parents/guardians and maintain contact with the family to determine plans and opportunities for the university to provide 
support for the family. 
 

10. The University Police will coordinate notification of the Chancellor, VPSA and other appropriate senior-level administrators.  
The VPSA will follow-up with senior-level administrators, if necessary. 
 

11. The DOS will convene the CIST, if necessary, and provide on-going coordination.  
 

12. The VPSA or designee will contact the Office of University Relations and General Counsel to apprise them of the situation and 
determine the appropriate media response.   
 

13. The DOS, in collaboration with appropriate personnel and in compliance with Fayetteville Policies and Procedure 502.0, will 
coordinate notification of faculty and staff. 
 
 
 
 



 

 Updated 6/2016 

17 

On-Going Protocol 
 

1. In the case of a student death, the DOS will also notify the following University offices via telephone and/or electronic 
memorandum:  Chancellor, Provost and Vice Provost for Academic Affairs, Dean and/or Chair of student’s major/college, 
student’s faculty members, student’s Academic Advisor, faculty members of siblings or significant others, Admissions, Alumni 
Relations, Registrar, Financial Aid, Institutional Research Office, Off Campus Connections, Payroll, Transit and Parking, Pat 
Walker Health Center, University Scholarship Office, Information Technology Services,  Campus Ministries, Career Center, 
Counseling and Psychological Services, Center for Educational Access, University Housing, Institutional Research, Library 
Services, Treasurer’s Office, University Police, Arkansas Union, University Relations, University Libraries, and Postal Services.  
If applicable, contact will be made with General Counsel, Athletics, student’s Sorority or Fraternity, Honors College, Office of 
International Students and Scholars, Multicultural Student Services, Academic Initiatives and Integrity, etc. 
 

2. The DOS, in collaboration with appropriate personnel, will determine whether friends/close associates wish to sponsor a 
memorial or service under the direction of the Campus Ministry and/or CAPS. The VPSA/DOS will extend an invitation to the 
student’s family to attend.  Information regarding the University’s biannual commemoration ceremony should be shared with 
the family. 
 

3. The DOS in conjunction with the staff in the Arkansas Union will establish a memorial table, including memorial service 
information and a sign-in book.  This memorial book will be given to the deceased student’s family.  Note:  (In cases of death 
by suicide, the appropriateness of a memorial table will be discussed with the Director of Counseling and Psychological 
Services and possibly the family). 
 

4. The official correspondence will be sent from the VPSA and DOS to parents/guardians or appropriate relatives of the student.  
This letter will also contain any information/directives necessary to conclude official business between the deceased 
student’s family and the university.  Applicable refunds for tuition, parking, sporting events or student travel/activity fee, and 
housing/dining charges will be processed by individual offices and sent to the Treasurer’s Office for processing..  
 

5. The ADOS/SL will at the next scheduled meeting of RazorCAT, and with appropriate personnel involved in the situation, 
convene to debrief and assess the need for on-going intervention and support, if necessary. 

 
Family Support in the Event of a Student Death 
 

1. As noted in Section VIII, the DOS, or designee, will coordinate notification of parents/guardians and maintain contact with the 
family to determine plans and opportunities for the university to provide support for the family. 
 

2. Many times a family will learn of the student’s death by telephone and then begin plans to come to campus.  The DOS will 
assist the family with travel arrangements and designate a meeting place for family members to meet with the DOS, or 
designee.  When possible, key faculty or staff may be included in this meeting.  A contact sheet of phone numbers on campus 
and in the city will be available to the family, as well as maps of the city and campus.  Parking will be available on campus for 
the family.  The location of the meeting will be private, so that possible interruptions from telephones and other obligations 
will be reduced. 
 

3. In addition to relaying the condolences on behalf of the University of Arkansas, the family will receive the available facts.  If 
the family requests information that is not known, every effort will be made to obtain this information.  As is appropriate, law 
enforcement, medical staff, the coroner, and other staff will be made available to the family. 
 

4. While the family is on campus, the DOS will arrange for private space for them to use to make and receive phone calls.  
Directions will be made available for travel to the hospital, morgue, funeral home, and any appropriate police station.  
Information regarding the services of a clergy of the faith of the family will be made available. 
 

5. If the student resided on-campus, in a Residence Hall, the Director of Residence Education in conjunction with University 
Housing staff, will assist the parents in locating the personal possessions of the student(s) and arrange with appropriate 
Housing Staff for access to personal belongings. For students who resided in a Greek House managed by University Housing, 
the Director of Greek Life or their Designee along with the Director of Residence Education will assist the parents in locating 
the personal possessions of the student(s) and arrange with appropriate staff for access to personal belongings. Approval 
must be sought and granted from UAPD prior to possessions being released from the student’s room. 
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6. If there are legal and criminal issues, General Counsel and/or the University Police will interface with the family.  However, 

this should not prevent the DOS and other Student Affairs personnel from being supportive, compassionate and caring 
towards the family. 
 

7. In consultation with the family, media will be kept from the family to the extent possible. University Relations will relay 
information to the public, as is appropriate. 
 

8. In the event of the death of an international student with family overseas, the Director of International Students & Scholars 
(ISS) will contact the foreign consulate to complete the death notification process.  During this time, students from the same 
country will be asked by ISS not to contact family members and friends in their country until the consulate process is 
completed. 
 

9. If there are language differences, every effort will be made to utilize campus faculty and staff with appropriate language 
skills.  These individuals may also serve as important resources on cultural traditions and beliefs regarding death. 
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Section IX 
Attempted Suicide or Other Mental Health Crisis 

 
Primary Protocol 
 
1. In cases involving death, see Section VIII, Death of a Student. 

 
2. If an attempted suicide is reported or discovered, or in instances of a mental health crisis, immediately call University 

Police by dialing 911.  The University Police will coordinate all emergency medical assistance.  
 
3. If a student attempts suicide within a Greek house or is critically injured, the Greek Life On-Duty staff member should be 

contacted immediately after UAPD.   
 
4. In University Housing facilities, the Coordinator for Residence Education On-Duty is responsible for informing the 

appropriate AD On-Duty.  Refer to the emergency contact list regarding staff and telephone contacts.   
 
5. The AD On-Duty On-Call, or Greek Life On-Duty staff member, will notify the DOS On-Duty, who will then make 

notification with the DOS. 
 
6. The University Police will coordinate notification of the Chancellor, VPSA, and other appropriate senior-level 

administrators.  The VPSA will follow-up with senior-level administrators, if necessary. 
 
7. The DOS will coordinate the Critical Incident Support Team (CIST), as needed, in conjunction with the appropriate 

university departments to address the incident within the community. 
 
8. All inquiries from the media should be referred to the Office of University Relations.  The Office of University Relations, in 

consultation with the VPSA and/or DOS and General Counsel, will release the official university response, if necessary.  
Said information may be released via web.  Additionally, should an 800 number be activated, a determination will be 
made as to who receives and responds to said calls. 

 
9. After the situation has been resolved, the ADOS/SL will coordinate a debriefing session during the next regularly 

scheduled RazorCAT meeting.   
 
10. Staff members should be encouraged (but is not required) to attend a debriefing session involving CAPS or AEAP, 

whichever is most appropriate. 
 
11. The ADOS/SL will include the situation as part of a scheduled review meeting each semester with appropriate 

departmental representatives to evaluate the division’s success in responding to incident.  Recommendations for policy 
modification and procedures will be determined at this review. 
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Section X 
Accidents (Individual or Group) 

 
Primary Protocol 
 

1. In cases involving death, see Section VIII, Death of a Student. 
 

2. If an accident is discovered in a residence hall immediately call University Police by dialing 911.  The University Police will 
coordinate all emergency medical assistance.  If a serious accident occurs within a Greek house, the Greek Life On-Duty staff 
should be contacted immediately.   
 

3. If an accident is discovered in an on-campus non-residence hall facility or an off-campus location, immediately call University 
Police (or FPD for off-campus, non-University property incidents) by dialing 911.  Proceed to contact the ADOS/SL, Monday - 
Friday, 8:00 a.m. - 5:00 p.m. at 575-5004; after hours first contact the DOS On-Duty. 
 

4. If an incident requires hospitalization of a residence hall student for serious injuries or conditions, the CRE On-Duty and/or AD 
On-Duty will immediately visit the hospital to evaluate the situation and report findings to the DOS On-Duty.     
 

5. In incidents involving hospitalization of non-resident students, the DOS On-Duty will immediately contact the hospital and 
determine the necessity of site visit. 
 

6. The university official who visits the hospital should investigate whether the student and/or hospital officials made initial 
contact with the parents/guardian.  If the student is 18 or older, parents should not be contacted without the student’s 
consent. Only the DOS On-Duty staff person may contact parents. If the student is in critical condition, hospital officials will 
likely make the parental notification.  The ADOS/SL will follow-up with the family in critical situations.    
 

7. All inquiries from the media should be referred to the Office of University Relations.  The Office of University Relations, in 
consultation with the VPSA and/or DOS and General Counsel, will release the official university response on all crises. 
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Section XI 
Sexual Assault 

 
A student who has been a victim of sexual assault may go through a range of emotions that impacts their decisions with 
regard to reporting the incident.  Therefore, it is very difficult to have a procedure to cover all possibilities.  The procedural 
list below serves as a general guideline to follow when you become aware of a sexual assault.  It is suggested that 
consultation (e.g., CAPS, STAR Central, Rape Crisis Center, or your immediate supervisor) should be sought out when 
determining the best course of action.  The student’s name should not be forwarded in the notification chain. General 
guidelines are as follows: 
 
Primary Protocol 
 

1. If a sexual assault is discovered in a residence hall or managed property, contact the Coordinator for Education On-
Duty who will contact the Title IX Director directly.  After contact has been made with the Title IX Director and during 
normal business hours, the Coordinator On-Duty will contact the Assistant Director for Student Outreach if housing 
accommodations are needed.  During non-business hours the Coordinator On-Duty will contact the AD On-Duty if 
accommodations are needed, after they have contact the Title IX Director.  The Coordinator of Residence Education 
On-Duty will discuss options with the victim to choose what actions will follow (i.e. contact STAR Central, Rape Crisis, 
call CAPS and contact UAPD). If a sexual assault occurs within a Greek house, the appropriate Greek Life On-Duty 
staff member should be contacted immediately.  The student should be notified of the Star Central Advocate 
Program with an offer to contact an Advocate to respond to their location for support and assistance. Greek Life On-
Duty will make contact with the Director of Greek Life who will then notify the Title IX Coordinator. 
 

2. The first staff member responding should assess the situation to determine the student’s immediate needs and 
requests. If immediate medical attention is needed, contact University Police by dialing 911 for assistance and 
coordination of transport to the hospital.  At this time, the AD On-Duty, Coordinator of Residence Education, or 
Greek Life On Duty shall shift to that of a consultant/support.  If the victim is not comfortable with the AD On-Duty, 
Coordinator of Residence Education, Greek Life On Duty, or a different professional staff member will be contacted 
immediately.  It is critical to have a staff member with whom the victim is comfortable.  Assure the student that you 
are there to support them and available to talk.  Encourage the student to seek help and inform the student of 
available resources.  

 
3. At no time should staff other than Title IX Coordinator or (Senior) Deputy Title IX Coordinator(s) conduct an 

administrative investigation on behalf on the University of Arkansas.  
 

4. If the student wants medical attention only, and the situation is not life threatening, assist with finding transport to 
the local hospital.  The AD On-Duty, Greek Life staff On-Call, or the Coordinator of Residence Education should 
immediately visit the student in the hospital unless the victim prefers to have another support person. 

 
5. If the student wants to file an official report, contact University Police by dialing 911 for assistance and coordination 

of transport to the hospital.  University Police will initiate an investigation of the incident and will notify the 
Fayetteville Police Department, if necessary.  If the victim does not wish to involve the University Police, they still 
should be informed of the incident with limited details (e.g. location, time of incident, etc.).  The student reserves 
the right to select the University conduct system as a reporting option. 

 
6. The student should be informed of STAR Central, (Support Training Advocacy Resources), the Office on Sexual 

Assault and Relationship Violence, at the Pat Walker Health Center, Room 277, 575-7252.  A specially trained 
advocate will assist the student with identifying options, support of decisions, advocacy and access to support 
services. 

 
7. If a sexual assault is discovered in an on-campus, non-residence hall facility or an off-campus location, immediately 

call University Police (or FPD) by dialing 911.  Proceed to contact the ADOS/SL at 575-5004, Monday - Friday, 8:00 
a.m. - 5:00 p.m.; after hours contact the DOS On-Duty. 

 
The DOS On-Duty will call the Title IX Coordinator immediately: Danielle Wood 575-4019 or 479-530-5452 
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Section XII 
Communications 
EOP Levels 2 & 3 

    

PASSPORT SYSTEM 

 
STUDENT AFFAIRS SET 1 STUDENT AFFAIRS SET 2 STUDENT AFFAIRS SET 3 

UofA POLICE  Zone 1 DSA TALK GROUPS DSA ADMIN DSA EXEC 

Patrol  A HOUSING 1 (RPTR) HOUSING 1 (RPTR) HOUSING 1 (RPTR) 

Patrol  B HOUSING 2 (TRUNK) HOUSING 2 (TRUNK) HOUSING 2 (TRUNK) 

Patrol  C ARK UNION  (TRUNK) ARK UNION  (TRUNK) ARK UNION  (TRUNK) 

Patrol  D HEALTH CENTER (TRUNK) HEALTH CENTER (TRUNK) HEALTH CENTER (TRUNK) 

Patrol  E - Supervisor Only SPECIAL EVENTS  (TRUNK) SPECIAL EVENTS  (TRUNK) SPECIAL EVENTS  (TRUNK) 

  DINING SERVICE (TRUNK) DINING SERVICE (TRUNK) DINING SERVICE (TRUNK) 

U OF A POLICE Zone 2 TALK AROUND TALK AROUND TALK AROUND 

Admin A   UAPD ADMIN "A" UAPD ADMIN "A" 

Admin B SA-MAC  1 SA-MAC  1 SA-MAC  1 

Admin C SA-MAC  2 SA-MAC  2 SA-MAC  2 

Admin D SA-MAC  3 SA-MAC  3 SA-MAC  3 

Admin Training A SA-MAC  4 SA-MAC  4 SA-MAC  4 

Admin Training B SA-MAC  5 SA-MAC  5 SA-MAC  5 

  SA-MAC  6 SA-MAC  6 SA-MAC  6 

U OF A POICE Zone 3   SA-ADMIN SA-ADMIN 

CID  A       

CID  B       

CID  C       

        

U OF A POLICE Zone 5       

UA MAC  1 UA MAC  1 UA MAC  1 UA MAC  1 

UA MAC  2 UA-MAC  2 UA-MAC  2 UA-MAC  2 

UA MAC  3 UA-MAC  3 UA-MAC  3 UA-MAC  3 

UA MAC  4 UA-MAC  4 UA-MAC  4 UA-MAC  4 

UA MAC  5 UA-MAC  5 UA-MAC  5 UA-MAC  5 

UA MAC  6 UA-MAC  6 UA-MAC  6 UA-MAC  6 

UA MAC  7 UA-MAC  7 UA-MAC  7 UA-MAC  7 

 UA Event 1-10 UA Event 1-10  UA EVENT 1-10  UA Event 1-10  

    

U OF A POLICE Zone 6       

Washington County  A       

Washington County  B       

Washington County  EOC       

Washington County Small 
Towns  A       

Washington County Small 
Towns  B       

CENTRAL EMS       

        

U OF A POLICE Zone 7       

U OF A DEPARTMENTS       

U OF A EOC     UA - EOC 

ASP-L-COMMON       

ASP-AWIN-NW1       

FPD-800 EVENTS       

FD-800       
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SALT Members with VPSA Radios 
  

DEPT PRIMARY Emergency Contact # SECONDARY Emergency Contact # 

VPSA Charles Robinson  479-200-2894     

  Marsha Norvell 957-0341 (c), 761-3797 (h)     

  Scott Flanagin 409-4147     

  Adrain Smith 799-3968     

  Marilyn Smith 530-1904     

No radio Sue Harris 445-4106 (c)     

  Everrett Smith  901-857-9996 (c)     

STUM Steve Wilkes 966-6706 Elizabeth Birkinsha 502-8125 

     

AVPSA David Davies 501-215-7991     

          

AVP/CDC Angela Williams 236-5064 Rickey Booker, Jr. 200-5931 

          

AVP/PWHC Mary Alice Serafini 466-1624c, 521-0291h A. J. Olsen 871-1818 

Wellness Ed Mink 283-1031 (c), 799-1192 (c) Susan Rausch 422-2095 (c) 

MSRV A. J. Olsen 871-1818    

CAPS Josette Cline 444-7575 (c), 251-7798 (h) Danette Heckathorn 601-6060 (c) 

     

DOS Melissa Harwood-Rom 409-5241     

          

ADOS/SL Monica Holland 422-1535 (c)     

OSSC Rachel Eikenberry 805-452-0273 Chris Bryson 422-3493 

VRIC Erika Gamboa 479-283-2938     

CEA Katy Washington   841-3539 Laura James  644-4957 

OCC Sylvia Scott 530-2832 Susan Stiers 871-6701 

          

ADOS/CL Lori Lander  236-6403    

GREEK Parice Bowser 236.8746c, 501.231.8638c Ashley Bloxom;  
Megan Francis 

501-326-0000 
445-8924 

OSA Mary Skinner 601-1667 Trisha Blau 316-371-8995 

NSFP Quincy Spencer 387-4620 Whitney Jones 501-425-2083 

CCE Angela Oxford 799-9198   
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SALT Members with HOUS Radios 
 

DEPT PRIMARY Emergency Contact # SECONDARY Emergency Contact # 

HOUS Flo Johnson 263-1289 (c)  Jeff Vinger  387-6327 (c) 

HOUS Jeff Vinger 387-6327 (c)  Aaron England  422-4926 (c) 

HOUS Takama Statton-Brooks 236-4246 (c)  Tory England  595-9392 (c) 

HOUS Billy Blount 200-6553 (c)  Alisha Gilbride  935-6001 (c) 

DINA Lynne Bell 601-5752 (c)  Kelley Line 236-9870 (c) 

DINA Andrew Lipson 704-516-3256 (c)/575-3232      

HOUS Flo Johnson 263-1289 (c)  Jeff Vinger  387-6327 (c) 

HOUS Jeff Vinger 387-6327 (c)  Aaron England  422-4926 (c) 

HOUS Takama Statton-Brooks 236-4246 (c)  Tory England  595-9392 (c) 

HOUS Billy Blount 200-6553 (c)  Alisha Gilbride  935-6001 (c) 

DINA Lynne Bell 601-5752 (c)  Kelley Line 236-9870 (c) 

DINA Andrew Lipson 704-516-3256 (c)/575-3232      

 
Non DSA Offices with Radio Assignments 
 

MCDE 
Leslie Yingling 236-1333 Brande Flack 856-8789 

ISS 
Michael Freeman 445-8623c; 521-6473h Audra Johnston 305-9832c 
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Section XIII 
Appendix 

Definitions and Resources 
 

Definitions:  
 

Emergency Operation Center (EOC):  is a central command and control facility responsible for carrying out the 

principles of emergency preparedness and emergency management, or disaster management functions at 
a strategic level during an emergency, and ensuring the continuity of operation of an organization. 
 

Critical Incident (Minor or Major Emergency) – A critical incident can be a minor or major emergency.  It is any 
event in which the initial impact is limited to a specific segment or subgroup of the university (boiler explosion).  It 
can also be a major emergency when a specific population or subgroup of the university is impacted (e.g. campus 
shooting).  A critical incident causes significant disruption to the subgroups, but it typically does not disrupt overall 
institutional operations for more than one operational period.  During a critical incident an Incident Command Post 
(ICP) may be established.    
 

Crisis (Major Emergency) – A crisis or major emergency is any event that disrupts the orderly operations of the 
University or its institutional mission (a prolonged event such as an ice storm). A crisis impacts all facets of the 
institution and often raises questions or concerns over closing or shutting down the institution for any period of 
time. Outside emergency resources will probably be required, as well as a major effort from available campus 
resources. A crisis on campus will require establishment of an Incident Command Post (ICP) and may require an 
Emergency Operations Center (EOC). Major policy considerations and decisions will usually be considered by the 
university administration during a crisis. 

 
Critical Incident  Support Team (CIST):  Designated University Staff members responsible for developing an 
appropriate plan of response and monitoring in the aftercare of an incident. 

 
Disaster (Severe Emergency) – A disaster is any event whose nature and impact extends beyond the University and 
disrupts not only operations and functions of the institution, but also those of surrounding communities (e.g. large 
scale natural disaster such as an earthquake or tornado). During a disaster, resources that the University might 
typically rely on may be delayed or unavailable because they are being employed within the broader community. In 
some instances, mass casualties or severe property damage may have been sustained. A coordinated effort of all 
campus-wide resources is required to effectively control the situation and outside emergency services and resources 
will be essential. In all cases of a disaster, an ICP and an EOC will be activated, and appropriate support and 
operational plans will be executed. 

 
 Incident Command Post (ICP): location from which all incident planning and tactical operations are directed. 
 
 
Federal Emergency Management Agency (FEMA):  National Incident Management System (NIMS) 
 

100 HE-  http://training.fema.gov/is/courseoverview.aspx?code=IS-100.HE 

  
IS 200b-  http://www.training.fema.gov/is/courseoverview.aspx?code=IS-200.b 

  
IS 700a- http://www.training.fema.gov/is/courseoverview.aspx?code=IS-700.a 

  
IS 800b- http://search.usa.gov/search?affiliate=netc&query=is+800b  

 
University of Arkansas 
 
 Building Emergency Action Plan  
  https://emergency.uark.edu/UA_Building_Emergency_Action_Plan.pdf 
 

  
Campus Map   

http://training.fema.gov/is/courseoverview.aspx?code=IS-100.HE
http://www.training.fema.gov/is/courseoverview.aspx?code=IS-200.b
http://www.training.fema.gov/is/courseoverview.aspx?code=IS-700.a
http://search.usa.gov/search?affiliate=netc&query=is+800b
https://emergency.uark.edu/UA_Building_Emergency_Action_Plan.pdf
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http://campusmaps.uark.edu/ 
 

Code of Student Life 
 http://handbook.uark.edu/ 
 
Behavioral Intervention-Threat Assessment Team 
 http://bit-tat.uark.edu/ 
 
Emergency Preparedness 
 http://emergency.uark.edu/ 

 
U of A Cares Web Page 

  http://uofacares.uark.edu/    
 

Fayetteville Policy & Procedures 
 

418.0 Sexual Harassment:   
http://vcfa.uark.edu/Documents/4180.pdf  

 
502.0 Death or Serious Injury or Illness of a University Employee or Student 

http://vcfa.uark.edu/Documents/FayPol_StudAff_5020.pdf 
 
Greek Facilities Managed by University Housing:  
 

Sigma Nu: 260 N. Stadium Drive  
Sigma Alpha Epsilon: 110 N. Stadium Drive 
Pi Kappa Alpha: 320 N. Arkansas Avenue 
Phi Gamma Delta: 10 N. Garland Avenue  
Phi Delta Theta: 208 N. Stadium Drive  
Markham House: 1425 Markham Road 

Duncan House: 5 N. Duncan Avenue  
Lambda Chi Alpha  (Starting Fall 2016): 120 S N. Stadium Drive  

  
 

http://campusmaps.uark.edu/
http://handbook.uark.edu/
http://bit-tat.uark.edu/
http://emergency.uark.edu/
http://uofacares.uark.edu/
http://vcfa.uark.edu/Documents/4180.pdf
http://vcfa.uark.edu/Documents/FayPol_StudAff_5020.pdf


IT PROCUREMENT COORDINATOR (ITPC) 
ITPC APTITUDE 

 

• Experience/Knowledge/Skills 
o Extensive experience with volume and diversity of higher education procurement 
o Extensive experience with complex project management 
o Extensive experience with contract negotiation and management 
o Extensive knowledge of Procurement laws, regulations, policies 
o Extensive knowledge of legal communication and risk analysis 
o Knowledge of legislative requirements 
o Knowledge of generally accepted accounting principles and practices 
o Knowledge of standard business concepts 
o Effective Communication and Active Listening Skills 
o Strong Organization and Analytical Skills 
o Strategic Problem-Solving Skills 
o Leadership and Resourcefulness 
o Technologically Competent and Adaptable 
o Timely and Conscientious (strong sense of follow-through) 

  

ITPC RESPONSIBILITY:  INFORMATION TECHNOLOGY PRODUCTS/SERVICES & DEVELOPMENT  

  

• Administer/Facilitate Formal Purchasing Process 
Primary Coordinator to administer and facilitate the formal purchasing process for UA 
and System-wide technology-related purchases in accordance with State Procurement 
Laws and Regulations and University Guidelines, Policies and Procedures: 

o Computers/Hardware 
o Academic, Administrative and Research Software Solutions 
o Web Design/Development 
o Technical Services 
o Network Infrastructure/Support  

• Interaction/Collaboration 
Significant interaction/discussion and collaboration with  key stakeholders 
involving oversight, interpretation, guidance, approval and implementation of 
appropriate operating practices, ethics, laws, policies, and procedures:  

o UA Departments 
o UA General Counsel (Legal) 
o UA IT Services (UITS) 
o University Relations (UREL) 
o PCI Compliance 
o UA Vendor Community 

 
 



• Contract Negotiation 
Significant review and negotiation of contractual engagements in collaboration 
with UA Legal and UITS to determine and administer best practice for sustaining 
internal control and compliance with law: 

o IT Projects 
o Trial Agreements 
o Non-Disclosure Agreements 
o Event Agreements 
o Moving/Storage Contracts 
o Formal Bids 

• IT Pre-Approval 
Primary Coordinator to aid and support UITS in ‘pre-approval’ of technology purchases 
new to UA Campus/System and infrastructure. Considerable collaboration with UITS to 
sustain campus and system-wide technology developments. 

• Arkansas Research and Education Optical Network (ARE-ON) 
Primary Coordinator responsible for ARE-ON projects since its launch in 2006.  
ARE-ON is an endeavor for UA and the state, to implement and provide 
innovative and effective connectivity (broadband infrastructure) between 
educational institutions and health-care systems throughout Arkansas and 
connecting states.  Work with the ARE-ON Team (Business/Budget Manager, Chief 
Technology Officer, Network Engineers, and Executive Director), UA General Counsel and 
UAMS General Counsel over the years to establish technical contracts for dark fiber 
routes, leased data circuits and associated services and equipment tied to the ARE-ON 
project. Review the following site for further information:  
https://www.areon.net/. 

• Freedom of Information Act (FOIA) 
Considerable involvement with UA Legal and UREL’s Manager of Strategic 
Communications regarding Freedom of Information Act (FOIA) requests and 
formal protest activities:  http://universityrelations.uark.edu/services/for-
campus-communicators/index.php 

• Resource and Public Relations 
Function as a resource to sister institutions and constituents with the state and 
within NIGP/TOAL region by providing professional expertise and best practice 
methods.  Internal and external customer focus.  

• Research and Guidance 
Considerable research of cost-saving and time-saving options, and provide 
guidance to individuals, departments and other institutions in the system for 
achieving beneficial deadlines and project goals.  

• Technical Writing 
Significant involvement in developing, maintaining and distributing 
operational/instructional manuals and templates for formal procurement 
functions (i.e. procurement policy and procedures, official bid documents, PO 
terms and conditions, procurement publications, etc.) 

https://www.areon.net/
http://universityrelations.uark.edu/services/for-campus-communicators/index.php
http://universityrelations.uark.edu/services/for-campus-communicators/index.php


• Training, Development and Technical Assistance 
Participate in the development, education, testing and training of the UA’s online 
procurement system (RazorBuy) and provide continuous guidance to UA departments 
specifically assigned to this role, in addition to the UA campus and system as a whole 
with regard to technology-related purchases.  Provide Customer Service and Technical 
Assistance to users for both the BASIS and RazorBuy systems, and stay alert of changes. 
 

 
 

• Procurement Laws and Regulations 
Maintain knowledge of Procurement law, policies, procedures and keep abreast of 
changes for compliance to provide advice and “best practice” counsel to all UA 
departments. 

• IT Policy Oversight 
Maintain oversight for IT Purchasing Contracts/Policies: 

o Technology Pre-Approval 
o Hardware 
o Adobe Software 
o Microsoft Software 

• Computer Orders 
Primary Coordinator in workflow for approval of all internal orders to the UA Campus 
Computer Store (through BASIS): 

  

http://procurement.uark.edu/_resources/documents/Technology_Pre-Approval.pdf
http://procurement.uark.edu/_resources/documents/purch_contracts_computers_printers.pdf
http://procurement.uark.edu/_resources/documents/Purch_Contracts_Policies_Adobe.pdf
http://procurement.uark.edu/_resources/documents/Purch_Contracts_Policies_MS.pdf
https://solutions.sciquest.com/apps/router/reqmyapprovals?fromlink=true&header_reqfoldersapprover=4679690&tmstmp=1495811450653


 

 



 

 



 

 
 

 

ITPC RESPONSIBILITY:  ADMINISTRATOR OF ADOBE AND MICROSOFT SOFTWARE VOLUME 
LICENSING ACCOUNTS FOR UA CAMPUS 

 

• Software Contract Oversight 
Administer contract renewal process with Adobe and Microsoft for software 
products and services, and direct access through each secure account site to 



obtain and distribute secure software licensing keys and other pertinent 
information to UA faculty/staff: 
 

➢ Adobe Licensing Website 

 
➢ Microsoft Licensing Website and Service Center 

 
• IT Collaboration 

Signification collaboration with UITS to aid users in the technical aspects of their 
purchases:  http://its.uark.edu/software/adobe-ms/index.php 

https://adobeid-na1.services.adobe.com/renga-idprovider/pages/login?callback=https%3A%2F%2Fims-na1.adobelogin.com%2Fims%2Fadobeid%2FSapLws1%2FAdobeID%2Fcode%3Fredirect_uri%3Dhttps%253A%252F%252Flicensing.adobe.com%252Fsap%2528bD1lbiZjPTAwMw%253D%253D%2529%252Fbc%252Fbsp%252Fsap%252Fzavllogin%252Flogin.htm&client_id=SapLws1&scope=openid%2CAdobeID&display=web_v2&denied_callback=https%3A%2F%2Fims-na1.adobelogin.com%2Fims%2Fdenied%2FSapLws1%3Fredirect_uri%3Dhttps%253A%252F%252Flicensing.adobe.com%252Fsap%2528bD1lbiZjPTAwMw%253D%253D%2529%252Fbc%252Fbsp%252Fsap%252Fzavllogin%252Flogin.htm%26response_type%3Dcode&relay=f7c1ef67-3690-4f25-8a27-68089b2fc750&locale=en_US&flow_type=code&dc=true&eu=false&client_redirect=https%3A%2F%2Fims-na1.adobelogin.com%2Fims%2Fredirect%2FSapLws1%3Fclient_redirect%3Dhttps%253A%252F%252Flicensing.adobe.com%252Fsap%2528bD1lbiZjPTAwMw%253D%253D%2529%252Fbc%252Fbsp%252Fsap%252Fzavllogin%252Flogin.htm&ctx_id=ctx_saplws1&idp_flow_type=login
https://www.microsoft.com/licensing/servicecenter/default.aspx
http://its.uark.edu/software/adobe-ms/index.php


ITPC RESPONSIBILITY:  MICROSOFT CAMPUS AGREEMENT (MCA) / ENROLLMENT FOR 
EDUCATION SOLUTIONS (EES)  

 

• Microsoft Account Administrator 
Microsoft Account Administrator for UA Campus, and Primary Coordinator with secure 
access to the UA network’s active directory for the Microsoft Management user group, to 
provide users (faculty/staff) access through their email address (uark.edu domain) for 
download/installation of Microsoft software licensing purchased through the existing 
Microsoft contract: 
 
▪ General Information    

 

http://procurement.uark.edu/_resources/documents/MCAGeneral_Information_2016_17.pdf


▪ Campus FTE Data (From HR)

 
 

▪ Cost Allocation

 
 
 
 
 
 
 
 
 
 



▪ Products and Participants 

 
▪ Work At Home Rights (WAH) 

 

http://procurement.uark.edu/_resources/documents/MSCampusAgreementProductOptions_Participants2016_17.pdf


▪ Department Technical Instructions 

 
 
 

ITPC RESPONSIBILITY:  PROCUREMENT WEBSITE UPDATES  

 

• Website Maintenance 
Primary Coordinator responsible for updates to UA’s Procurement websites, through the 
UA’s secure Web Content Management System, Omni Update: 

▪ Procurement Home http://procurement.uark.edu/ 
▪ Bids http://procurement.uark.edu/bids/index.php 
▪ Types of Purchases http://procurement.uark.edu/bids/types-of-purchases.php 
▪ Bidder Applications http://procurement.uark.edu/bids/bidder-applications.php  
▪ Hogbid http://hogbid.uark.edu/ 
▪ Contracts http://procurement.uark.edu/contracts.php 
▪ Forms http://procurement.uark.edu/forms.php 

https://omniupdate.uark.edu/shibboleth-ds/?entityID=https%3A%2F%2Fomniupdate.uark.edu%2Fsp&return=https%3A%2F%2Fa.omniupdate.uark.edu%2FShibboleth.sso%2FLogin%3FSAMLDS%3D1%26target%3Dss%253Amem%253Aa1f8a22282eed5539290cb55a088bbfe13d9bd4e2f1c29faef0501e6167ce18d
http://procurement.uark.edu/
http://procurement.uark.edu/bids/index.php
http://procurement.uark.edu/bids/types-of-purchases.php
http://procurement.uark.edu/bids/bidder-applications.php
http://hogbid.uark.edu/
http://procurement.uark.edu/contracts.php
http://procurement.uark.edu/forms.php


▪ FAQ http://procurement.uark.edu/frequently-asked-questions.php 
▪ Policy http://procurement.uark.edu/policy/index.php 
▪ Resources & Quicklinks http://procurement.uark.edu/vendors.php 
▪ PCS http://procurement.uark.edu/professional-contract-services.php 
▪ Surplus Warehouse http://procurement.uark.edu/surplus-warehouse/index.php 
▪ Technology http://procurement.uark.edu/technology.php 
▪ Trademark Licensing http://procurement.uark.edu/trademark-licensing.php 
▪ Vehicles http://procurement.uark.edu/vehicles.php 
▪ VPAT Library http://procurement.uark.edu/vpat-library.php 

 

• Technology Access Compliance  
Primary Coordinator responsible for UA's online VPAT Library to comply with the State of 
Arkansas Technology Access policy standards relating to accessibility by persons with 
visual impairments (this library is available and useful to all institutions of higher 
education statewide) 
 
 

ITPC RESPONSIBILITY:  PROCURE LISTSERVE & SUBSCRIBER MANAGEMENT 

 

• Procure Listserv (procure@listserv.uark.edu) 
Primary Coordinator and owner of the PROCURE listserv for mass notifications to campus 
regarding procurement related material, guidance, and subscriber management: 
http://listserv.uark.edu/cgi-bin/wa?LMGT1 

• Procurement Newsletter 
Editor of Procurement Newsletter, Procure Networking News, and oversight of mass 
communication to campus through the PROCURE listserve/message board. 
 
 

ITPC RESPONSIBILITY:  FORMAL BIDS/RFPS AND CONTRACT ENGAGEMENTS  

 

• Contract Log 
As the IT Procurement Coordinator, I maintain a log chart of formal bids/RFPs and 
contract engagements that require my oversight or contribution.  This responsibility 
includes significant collaboration with UITS concerning complex IT projects for the UA 
campus and System. A sample of the log chart is provided here: 

http://procurement.uark.edu/frequently-asked-questions.php
http://procurement.uark.edu/policy/index.php
http://procurement.uark.edu/vendors.php
http://procurement.uark.edu/professional-contract-services.php
http://procurement.uark.edu/surplus-warehouse/index.php
http://procurement.uark.edu/technology.php
http://procurement.uark.edu/trademark-licensing.php
http://procurement.uark.edu/vehicles.php
http://procurement.uark.edu/vpat-library.php
http://procurement.uark.edu/vpat-library.php
http://listserv.uark.edu/cgi-bin/wa?LMGT1


 
 

• Request For Proposal (RFP) Process 
Listed here after are examples of detailed steps I perform concerning the complex RFP 
process after I have worked with the subject matter experts to develop the RFP and any 
Appendices for the specific project: 

 
 
 

 



Request for Proposal (RFP) Process 

Whitney Smith – IT Procurement Coordinator 

 

 
I Initial Solicitation Phase: 

1) Notice to Bid Clerk 

 Bid History Form 

 RFP TsCs Document 

 RFP Document 

2) Committee Confidentiality Protocol 

 Confidentiality/Disclosure Form 

 RFP Evaluation Guideline Summary 

3) Mandatory Pre-proposal Notice 

 Pre-Proposal Sign-In  

4) Q&A Addenda  

5) Follow-up Pre-proposal Transcript Notice 

 Pre-Proposal Transcript 

 

II Evaluation Phase: 

6) RFP Evaluation Phase Instructions 

 Evaluation Committee Outline Form 

 RFP Guideline Summary 

 RFP Evaluation Guidelines 

 Bids Received 

 Evaluation Committee Members 

 Confidentiality/Disclosure Form 

 Evaluation Individual Review Form 

7) Request for Clarification  

8) Request for Best and Final Offer (BFO) 

 BFO Document 

9) Committee Recommendation of Award / Scoring 

 

III Award Phase: 

10) Intent To Award Notice 

 Intent To Award Letter 

11) Bid Award Notice 

 Bid Award Letter 
 

 

Examples and Templates are included herein after, as follows: 



 
From: Whitney Elizabeth Smith  
Sent: Friday, April 14, 2017 10:50 AM 
To: Linda J. Hickman <lindah@uark.edu> 
Cc: Chris Pohl <cpohl@uark.edu> 
Subject: RFP 638815 - UAF Athletic Security Products 
Importance: High 
 
Linda, 
 
Attached are the RFP documents in the following order (RFP 637938):  
 

 History sheet (suggested bidders included) 

 T’s & C’s 

 RFP document 
 
Please process this RFP today, and I will post to Hogbid shortly.    
 
Thank you!! 
ws 
 
 

   

Nationally Competitive Student Centered Research Institution 
 

Whitney Smith 
Procurement Coordinator 
Business Services 
ADMN 321 
1125 W. Maple 
Fayetteville, AR 72701 
P: 479-575-5158 | F: 479-575-4158 
wesmith@uark.edu | http://procurement.uark.edu/  
 

 
 
 

mailto:wesmith@uark.edu
http://procurement.uark.edu/
wesmith
Text Box
I. INITIAL SOLICITATION PHASE



321 Administration Building

Fayetteville, AR  72701 Date:

Ph:   (479) 575-2551

Fax:  (479) 575-4158 BID#:

Bid Name:

Dept. Contact: BU: Phone:

Procurement Coordinator: BU Email:

BID Type: IFB RFP RFQ TERM # of years:

Bid Release Date: Time:

Bid Closing Date: Time:

DATE INITIALS DATE INITIALS

Intent to Award: Minority: Yes No

Contract Awarded to: Contract Start Date:

Contact Name: Contract End Date:

Address: Phone:

Email:

Date/Time:

Final Review By: Date/Time:

Scanned By: Date/Time:

Redacted Copy of Awardee Received: Yes No

USB Thumb drive or CD Received: Yes No

Awarded PO#: Associated Contract Yes No

Completed By Signature:

Additional Notes:

BID EMAILED/FAXED/MAILED/POSTED

COPY OF BID TO DEPT FOR APPROVAL

Vendor Information

(          )         

Initial Review/Received By:

BID PREPARED

LEGAL NOTICE/ADVERTISEMENT

PROOFED  & APPROVED BY PROCUREMENT 

COORDINATOR

Documentation Scanning Information

UA-FAYETTEVILLE PROCUREMENT BID TRANSACTION HISTORY SUMMARY

AMENDMENT APPROVED (IF REQUIRED)

AMENDMENT EMAILED/FAXED/ 

MAILED/POSTED

REBIDORIGINAL BID

BID RESPONSES TO DEPARTMENT/ 

PICKUP/EMAILED/MAILED

SPECS TO DATA ENTRY

kwalls
Sticky Note
Unmarked set by kwalls

kwalls
Typewritten Text
 

kwalls
Typewritten Text
Note: Term Contract Information sent to Kallie



UNIVERSITY OF ARKANSAS                                                                   REQUEST FOR PROPOSAL 

  
SUBMIT BID TO: Business Services-Procurement BU: XXXX  RFP XXXXX 

 321 Administration Building Buyer: WHITNEY SMITH   

 1125 W. Maple St. Bid Due Date: X/X/XXXX Time: 2:30 P.M. 

 Fayetteville, AR 72701 
(479) 575-2551 

Bid Description:    

 

Page 1 of 12 

VENDORS WHO DO NOT WISH TO RESPOND TO A BID ARE NOT REQUIRED TO DO SO.  
HOWEVER, VENDORS NOT RESPONDING AND/OR SUBMITTING A “NO BID” RESPONSE TO THREE CONSECUTIVE BID 

INVITATIONS FOR THE REQUESTED COMMODITY MAY BE REMOVED FROM THE UNIVERSITY’S BIDDERS LIST. 

 
Please Print or Type 

Company Name:   Phone:  

Address:     

   Fax:  

     

City:   EMail:  

State:   Web Site:  

Zip Code:     

 
 

SIGNATURE REQUIRED FOR RESPONSE 
 

THIS OFFICIAL BID SHEET MUST BE SIGNED AND RECEIVED IN A SEALED ENVELOPE  WITH VENDOR 

NAME, BID NUMBER, AND BID OPENING DATE CLEARLY NOTED ON OUTSIDE OF ENVELOPE IN 

ORDER FOR BID TO BE ACCEPTED.  BID WILL BE ACCEPTED EITHER SIGNED IN INK OR WITH 

ELECTRONIC OR FACSIMILE SIGNATURE. 

 

BIDS MAY NOT BE FAXED OR EMAILED DIRECTLY TO UNIVERSITY IN RESPONSE TO THIS REQUEST 

FOR PROPOSAL. 

 

NOTE: The above listed date and time is the LATEST the bid will be accepted. ANY bids received after that time 
will NOT be considered. 
 

NOTE:  Pricing awarded on a resulting contract from this bid shall be available to all University of Arkansas 
departments.  Terms stated in the bid response, including pricing and delivery, are available for use outside of 
the Northwest Arkansas region, but may result in higher shipping costs. 
 

NOTE:  All Arkansas state agencies and institutions of higher education may utilize or "Piggy Back" 
onto this contract if it is acceptable to the supplier and in the best interest of the institution and the 
taxpayers of the state of Arkansas. 

 

By signing below, bidder agrees to furnish the items and/or services listed herein at the prices and/or 

under the conditions indicated in the official Bid Document. 
 

 
Name (Type or Print): ________________________________        Title: _______________________________ 
 
                  Signature:  ________________________________        Date:_______________________________  
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STANDARD TERMS AND CONDITIONS 
 

1. PREPARATION OF BIDS  

   

 1.1 Failure to examine any drawings, specifications, and instructions will be at bidder’s risk. 
  

1.2 
 
All prices and notations must be printed in ink or typewritten.  No erasures permitted.  Errors may be crossed out and 
corrections printed in ink or typewritten adjacent, and must be initialed in ink by person signing bid. 

  
 
1.3 

 
 
Brand Name References: Unless specified “No Substitute” any catalog brand name or manufacturer’s reference used in 
the bid invitation is descriptive only, not restrictive, and used to indicate the type and quality desired.  If bidding on other  
than referenced specifications, the bid must show the manufacturer, brand or trade name, and other descriptions, and  
should include the manufacturer’s illustrations and complete descriptions of the product offered.  The University 
reserves the right to determine whether a substitute offered is equivalent to and meets the standards of the item 
specified, and the University may require the bidder to supply additional descriptive material, samples, or 
demonstrators.   The bidder  
guarantees that the product offered will meet or exceed the referenced product and/or specifications identified in this bid 
invitation.   If the bidder takes no exception to the specifications, bidder will be required to furnish the product exactly as  
specified in the invitation. 
 

 1.4 Samples: Samples or demonstrators, when requested, must be furnished free of expense to the University.   Samples 
not destroyed during reasonable examination will become property of the University unless bidder states otherwise.  All  
demonstrators will be returned after reasonable examination.  Each sample should be marked with the bidder’s name  
and address, bid number and item number. 

  
1.5 

 
Time of Performance: The number of calendar days in which delivery will be made after receipt of order shall be stated 
in the bid. 
 

2. SUBMISSION OF BIDS  

 2.1 Bids, modifications or corrections thereof received after the closing time specified will not be considered. 
 

3. ACCEPTANCE OF BIDS  

 3.1 The University reserves the right to accept or reject all or any part of a bid or any and all bids, to waive any informality, 
and to award the bid to best serve the interest of the University. 

  
3.2 

 
If a bidder fails to state the time within which a bid must be accepted, it is understood and agreed that the University 
shall have 60 days to accept. 
 

4. ERROR IN BID  

 4.1 In case of error in the extension of prices in the bid, the unit price will govern.  No bid shall be altered or amended after 
the specified time for opening bids. 

   
5. AWARD  

 5.1 Contracts and purchases will be made or entered into with the lowest responsible bidder meeting specifications or on 
the basis for best value. 

  
5.2 

 
When more than one item is specified in the Invitation, the University reserves the right to determine the low bidder 
either on the basis of the individual items or on the basis of all items included in its Invitation for Bids, or as expressly 
stated in the Invitation for Bid. 

  
5.3 
 
 
 
5.4          

 
A written purchase order or contract award mailed, or otherwise furnished, to the successful bidder within the time of 
acceptance specified in the Invitation for Bid results in a binding contract without further action by either party.  The 
contract shall not be assignable by the vendor in whole or part without the written consent of the University. 
 
Vendors awarded contracts for commodities and/or services are encouraged to participate in our University Shopping 
Mall. This online catalog database is operated by a third party provider and will allow all University departments to place 
orders to multiple vendors online. A monthly maintenance fee, to be negotiated between each vendor and the shopping 
mall data base provider, is required. 
 

6. DELIVERY  

 6.1 The Invitation for Bid will show the number of days to place a commodity in the University designated location under 
normal conditions.  If the bidder cannot meet the stated delivery, alternate delivery schedules may become a factor in 
award.  The University has the right to extend delivery if reasons appear valid. 

  
6.2 

 
Delivery shall be made during University work hours only, 8:00 a.m. to 4:30 p.m.., unless prior approval for other 
shipment has been obtained. 

  
6.3 

 
Packing memoranda shall be enclosed with each shipment. 
 

7. ACCEPTANCE AND REJECTION  
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 7.1 Final inspection and acceptance or rejection may be made at delivery destination, but all materials and workmanship 
shall be subject to inspection and test at all times and places, and when practicable.  During manufacture, the right is 
reserved to reject articles which contain defective material and workmanship.  Rejected material shall be removed by 
and at the expense of the contractor promptly after notification of rejection.  Final inspection and acceptance or rejection 
of the materials or supplies shall be made as promptly as practicable, but failure to inspect and accept or reject 
materials or supplies shall not impose liability on the University thereof for such materials or supplies as are not in 
accordance with the specification.  In the event necessity requires the use of materials or supplies not conforming to the 
specification, payment may be made with a proper reduction in price. 
 

8. TAXES AND TRADE DISCOUNTS  

 8.1 Do not include state or local sales taxes in bid price. 
  

8.2 
 
Trade discounts should be deducted from the unit price and net price should be shown in the bid. 
 

9. DEFAULT  

 9.1 Back orders, default in promised delivery, or failure to meet specifications authorize the University to cancel this contract 
to the defaulting contractor.  The contractor must give written notice to the University of the reason and the expected 
delivery date. 
 

 9.2 Consistent failure to meet delivery without a valid reason may cause removal from the bidders list or suspension of  
eligibility for award. 
 

10 WAIVER  

 10.1 The University reserves the right to waive any General Condition, Special Condition, or minor specification deviation 
when considered to be in the best interest of the University, so long as such waiver is not given so as to deliberately  
favor any single vendor and would have the same effect on all vendors. 

 
11 

 

CANCELLATION 

 

 11.1 Any contract or item award may be canceled for cause by either party by giving 30 days written notice of intent to 
cancel.   
Cause for the University to cancel shall include, but is not limited to, cost exceeding current market prices for 
comparable purchases; request for increase in prices during the period of the contract; or failure to perform to contract  
conditions. The contractor will be required to honor all purchase orders that were prepared and dated prior to the date of 
expiration or cancellation if received by the contractor within period of 30 days following the date of expiration or 
cancellation.  Cancellation by the University does not relieve the Contractor of any liability arising out of a default or 
nonperformance.  If a contract is canceled due to a request for increase in prices or failure to perform, that vendor shall 
be removed from the Qualified Bidders List for a period of 24 months.  Cause for the vendor to cancel shall include, but 
is not limited to the item(s) being discontinued and unavailable from the manufacturer. 
 

12 ADDENDA  

 12.1 Addenda modifying plans and/or specifications may be issued if time permits.  No addendum will be issued within a 
period of three (3) working days prior to the time and date set for the bid opening.  Should it become necessary to issue 
an addendum within the three-day period prior to the bid opening, the bid date will be reset giving bidders ample time to 
answer the addendum. 

  
12.2 

 
Only written addenda is part of the bid packet and should be considered. 
 

13 ALTERNATE BIDS  

 13.1 Unless specifically requested alternate bids will not be considered.  An alternate is considered to be a bid that does not 
comply with the minimum provisions of the specifications. 
 

14 BID OPENINGS  

 14.1 Bid opening will be conducted open to the public.  However, they will serve only to open, read and tabulate the bid price 
on each bid.  No discussion will be entered into with any vendor as to the quality or provisions of the specifications and 
no award will be made either stated or implied at the bid opening. 
 

15 DEBRIS REMOVAL  

 15.1 All debris must be removed from the University after installation of said equipment. 
 

ALL BIDS SUBMITTED SHALL BE IN COMPLIANCE WITH THE GENERAL CONDITIONS SET FORTH HEREIN.  THE BID 

PROCEDURES FOLLOWED BY THIS OFFICE WILL BE IN ACCORDANCE WITH THESE CONDITIONS.  THEREFORE, ALL 

VENDORS ARE URGED TO READ AND UNDERSTAND THESE CONDITIONS PRIOR TO SUBMITTING A BID.



UNIVERSITY OF ARKANSAS                                                                   REQUEST FOR PROPOSAL 

  
SUBMIT BID TO: Business Services-Procurement BU: XXXX  RFP XXXXX 

 321 Administration Building Buyer: WHITNEY SMITH   

 1125 W. Maple St. Bid Due Date: X/X/XXXX Time: 2:30 P.M. 

 Fayetteville, AR 72701 
(479) 575-2551 

Bid Description:    
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Agencies must submit one (1) signed original, three (3) signed copies, and two (2) soft copies (on CD 

and/or USB Flash Drive) of your response to this bid.  The extra copies are needed for bid evaluation 
purposes.  Please do not send bid responses to different bids in the same envelope. 
 

Additional Redacted Copy REQUIRED 
Proprietary information submitted in response to this RFP will be processed in accordance with applicable 
State of Arkansas procurement law. Documents pertaining to the RFP become the property of the University 
of Arkansas and shall be open to public inspection when the bid solicitation has been awarded and a final 
contract agreement is complete.  
 
It is the responsibility of the respondent to identify all proprietary information included in their bid proposal 
response. The respondent shall submit one (1) separate electronic copy of the proposal from which any 
proprietary information has been removed, i.e., a redacted copy (marked “REDACTED COPY”). The redacted 
copy should reflect the same pagination as the original, show the empty space from which information was 
redacted, and should be submitted on a CD or flash drive, preferably in a PDF format. Except for the redacted 
information, the redacted copy must be identical to the original hard copy submitted for the bid response to be 
considered. The respondent is responsible for ensuring the redacted copy on CD/flash drive is protected 
against restoration of redacted data. The redacted copy may be open to public inspection under the Freedom 
of Information Act (FOIA) without further notice to the respondent once a contract is final.  If during a 
subsequent review process the University determines that specific information redacted by the respondent is 
subject to disclosure under FOIA, the respondent will be contacted prior to release of the information. 
 

IMPORTANT: Respondents must address each of the requirements of this bid request which is in the format 
of a Request for Proposal. Vendor’s required responses should contain sufficient information and detail for the 
University to further evaluate the merit of the vendor’s response. Failure to respond in this format may result in 
bid disqualification. 
 

IMPORTANT: If questions are submitted to the University to clarify bid specifications or the scope of the bid, 

an individual response will be sent to the submitting party only. All question and answer documents will be 
immediately posted to the University Hogbid website, information and a link is listed here: 
 http://hogbid.uark.edu/index.php  for interested firms, companies, individuals to review. It is the responsibility 
of all parties to review the University official bid website, Hogbid, to be informed of all important information 
specific to the solicitation. 
 

Vendor Identification 
Bidder should complete the Vendor Identification form at the following link, and submit with bid proposal: 
http://businessservices.uark.edu/_resources/documents/VII.pdf. 

 

General Campus Background for University of Arkansas 
Founded in 1871 as a land-grant institution, the University of Arkansas, Fayetteville Arkansas, is the flagship 
campus of the University of Arkansas System. Our students represent all 50 states and more than 120 
countries. The UofA has 10 colleges and schools offering more than 210 academic programs. As of Fall 2016, 
student enrollment totaled approximately 27,194. The faculty count totaled 1,384 and the staff count totaled 
3,169. The UofA is the state’s foremost partner and resource for education and economic development. Its 
public service activities reach every county in Arkansas, throughout the nation, and around the world.  The 
Carnegie Foundation classifies the UofA as having "the highest possible level of research," placing us among 
the top 2 percent of colleges and universities nationwide. 
 
 

http://hogbid.uark.edu/index.php
http://businessservices.uark.edu/_resources/documents/VII.pdf


 

Page 5 of 12 

Proprietary Information 
Proprietary information submitted in response to this bid will be processed in accordance with applicable 
University of Arkansas procurement procedures.  All material submitted in response to this bid becomes the 
public property of the State of Arkansas and will be a matter of public record and open to public inspection 
subsequent to bid opening as defined by the Arkansas Freedom of Information Act.  The Respondent is 
hereby cautioned that any part of its bid that is considered confidential, proprietary, or trade secret, must be 
labeled as such and submitted in a separate envelope along with the bid, [include with Original and any 
required Copies] and can only be protected to the extent permitted by Arkansas law. 

 

Note of caution:  Do not attempt to mark the entire proposal as "proprietary".  Do not submit letterhead or 
similarly customized paper within the proposal to reference the page(s) as "Confidential" unless the 
information is sealed separately and identified as proprietary.  Acceptable proprietary items may include 

references, resumes, and financials or system/software/hardware manuals. Cost cannot be considered as 

proprietary. 
 

Ethical Standards 
It shall be a breach of ethical standards for a person to be retained, or to retain a person, to solicit or secure a 
state contract upon an agreement or understanding for a commission, percentage, brokerage, or contingent 
fee, except for retention of bona fide employees or bona fide established commercial selling agencies 
maintained by the contractor for the purpose of securing business. 
  

Arkansas Technology Access Clause 
When procuring a technology product or when soliciting the development of such a product, the State of 
Arkansas is required to comply with the provisions of Arkansas Code Annotated § 25-26-201 et seq., as 
amended by Act 308 of 2013, which expresses the policy of the State to provide individuals who are blind or 
visually impaired with access to information technology purchased in whole or in part with state funds.  The 
Vendor expressly acknowledges and agrees that state funds may not be expended in connection with the 
purchase of information technology unless that system meets  the  statutory requirements found in 36 C.F.R. § 
1194.21, as it existed on January 1, 2013 (software applications and operating systems) and 36 C.F.R. § 
1194.22, as it existed on January 1, 2013 (web-based intranet and internet information and applications), in 
accordance with the State of Arkansas technology policy standards relating to accessibility by persons with 
visual impairments. 

 

Accordingly, the vendor expressly represents and warrants to the State of Arkansas through the 
procurement process by submission of a Voluntary Product Accessibility Template (VPAT) or similar 
documentation to demonstrate compliance with 36 C.F.R. § 1194.21, as it existed on January 1, 2013 
(software applications and operating systems) and 36 C.F.R. § 1194.22, as it existed on January 1, 2013 
(web-based intranet and internet information and applications) that the technology provided to the State for 
purchase is capable, either by virtue of features included within the technology, or because it is readily 
adaptable by use with other technology, of: 

- Providing, to the extent required by Arkansas Code Annotated § 25-26-201 et seq., as amended by Act 

308 of 2013, equivalent access for effective use by both visual and non-visual means; 

- Presenting information, including prompts used for interactive communications, in formats intended for 

non-visual use;  

- After being made accessible, integrating into networks for obtaining, retrieving, and disseminating 

information used by individuals who are not blind or visually impaired; 

- Providing effective, interactive control and use of the technology, including without limitation the 

operating system, software applications, and format of the data presented is readily achievable by 

nonvisual means; 

- Being compatible with information technology used by other individuals with whom the blind or visually 

impaired individuals interact; 

- Integrating into networks used to share communications among employees, program participants, and 

the public; and 
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- Providing the capability of equivalent access by nonvisual means to telecommunications or other 

interconnected network services used by persons who are not blind or visually impaired. 

If the information technology product or system being offered by the Vendor does not completely meet these 
standards, the Vendor must provide an explanation within the Voluntary Product Accessibility Template 
(VPAT) detailing the deviation from these standards. 
 
State agencies cannot claim a product as a whole is not commercially available because no product in the 
marketplace meets all the standards. Agencies must evaluate products to determine which product best meets 
the standards.  If an agency purchases a product that does not best meet the standards, the agency must 
provide written documentation supporting the selection of a different product. 
   
For purposes of this section, the phrase “equivalent access” means a substantially similar ability to 
communicate with, or make use of, the technology, either directly, by features incorporated within the 
technology, or by other reasonable means such as assistive devices or services which would constitute 
reasonable accommodations under the Americans with Disabilities Act or similar state and federal laws.  
Examples of methods by which equivalent access may be provided include, but are not limited to, keyboard 
alternatives to mouse commands or other means of navigating graphical displays, and customizable display 
appearance.  As provided in Arkansas Code Annotated § 25-26-201 et seq., as amended by Act 308 of 2013, 
if equivalent access is not reasonably available, then individuals who are blind or visually impaired shall be 
provided a reasonable accommodation as defined in 42 U.S.C. § 12111(9), as it existed on January 1, 2013. 
  
If the information manipulated or presented by the product is inherently visual in nature, so that its meaning 
cannot be conveyed non-visually, these specifications do not prohibit the purchase or use of an information 
technology product that does not meet these standards. 
 
All State of Arkansas electronic and information technology purchases must be accessible as specified by 
standards listed in Arkansas Act 308. A copy of the act is available here: 
ftp://www.arkleg.state.ar.us/acts/2013/Public/ACT308.pdf. 
 
A blank copy of the Voluntary Product Accessibility Template (VPAT) form is available here: 
http://procurement.uark.edu/_resources/documents/VPAT_Blank.pdf 
 
Note: All vendors should complete the VPAT form as it relates to the scope of the item(s) or commodity 
requested in the bid solicitation. Our expectation is that the vendor will assign technical personnel who 
understand accessibility to the task. If a component of a VPAT does not apply, it is up to the vendor to make 
that notation and explain why in the “Comments” column. The notation can be as simple as “Not a 
telecommunications or technology product.”  

Please note here if a Voluntary Product Accessibility Template (VPAT) form IS or IS NOT INCLUDED with this 
bid response. ____________________________________________. 

Failure to include the Voluntary Product Accessibility Template (VPAT) form (if applicable) could result 

in bid disqualification. 
 

University of Arkansas Logo / Trademark Licensing 
Merchandise that carries a University logo or trademark must be purchased from vendors that are licensed 
through the Collegiate Licensing Corporation. Therefore, bidders are required to be currently licensed to carry 
the University of Arkansas logo in order to be eligible to submit bids for those requests that involve the 
University of Arkansas logo or trademark.  Only those offers submitted by currently licensed bidders will be 
considered for award. 
 

Non-Discrimination and Affirmative Action 
Vendor agrees to adhere to any and all applicable Federal and State laws, including laws pertaining to non-
discrimination and affirmative action. 
  

ftp://www.arkleg.state.ar.us/acts/2013/Public/ACT308.pdf
http://procurement.uark.edu/_resources/documents/VPAT_Blank.pdf
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a. Consistent with Ark. Code Ann. § 25-17-101, the vendor agrees as follows: (a) the vendor will not 
discriminate against any employee or applicant for employment because of race, sex, color, age, 
religion, handicap or national origin; (b) in all solicitations or advertisements for employees, the vendor 
will state that all qualified applicants will receive consideration without regard to race, color, sex, age, 
religion, handicap or national origin; (c) failure of the vendor to comply with the statute, the rules and 
regulations promulgated thereunder and this non- discrimination clause shall be deemed a breach of 
contract and this contract may be canceled, terminated or suspended in whole or in part; (d) the vendor 
will include the provisions of items (a) through (c) in every subcontract so that such provisions will be 
binding upon such subcontractor or vendor. 
 

b. The parties hereby incorporate by reference the Equal Employment Opportunity Clause required 
under 41 C.F.R. § 60-1.4, 41 C.F.R. § 60-300.5(a), and 41 C.F.R. § 60-741.5(a), if applicable. 
 
This contractor and subcontractor shall abide by the requirements of 41 CFR §§ 60-1.4(a), 60-300.5(a) 
and 60-741.5(a).  These regulations prohibit discrimination against qualified individuals based on their 
status as protected veterans or individuals with disabilities, and prohibit discrimination against all 
individuals based on their race, color, religion, sex, or national origin. Moreover, these regulations 
require that covered prime contractors and subcontractors take affirmative action to employ and 
advance in employment individuals without regard to race, color, religion, sex, national origin, protected 
veteran status or disability. 
This contractor and subcontractor certify that they do not maintain segregated facilities or permit their 
employees to perform services at locations where segregated facilities are maintained, as required by 
41 CFR 60-1.8. 

 

Dun and Bradstreet DUNS Number 
We highly encourage all University of Arkansas contract vendors to use a Dun and Bradstreet number (DUNS 
Number). The D & B DUNS Number is a unique nine-digit identification sequence, which provides unique 
identifiers of single business entities, while linking corporate family structures together.  If your business has 
not registered, you may do so at: http://www.dnb.com/ 
 
If available, please provide your Dun and Bradstreet DUNS Number below: 
 
_______________________________________ 

http://www.dnb.com/
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Equal Opportunity Policy Disclaimer 
 

ATTENTION BIDDERS 
 

  
Act 2157 of 2005 of the Arkansas Regular Legislative Session requires that any business or person bidding, who is 
responding to a formal bid request, Request for Proposal or Qualification, or negotiating a contract with the state for 
professional or consultant services, submit their most current equal opportunity policy (EO Policy). 
  
Although bidders are encouraged to have a viable equal opportunity policy, a written response stating the bidder does not 
have such an EO Policy will be considered that bidder’s response and will be acceptable in complying with the requirement 
of Act 2157.  
  
Submitting the EO Policy is a one-time requirement.  The University of Arkansas, Fayetteville Procurement Department, 
will maintain a database of policies or written responses received from all bidders. 
  

Note: This is a mandatory requirement when submitting an offer as described above. 
  
Please complete and return this form with your bid response. 
 
Should you have any questions regarding this requirement, please contact this office by calling (479) 575-2551. 
  
Sincerely, 
  

Linda K. Fast 
  
Linda K. Fast, APO, CPPO, CPPB 

Manager of Procurement Services 
University of Arkansas 
Fayetteville, AR 

  
  

To be completed by business or person submitting response: (check appropriate box) 

  

____   EO Policy Attached 

  

____   EO Policy previously submitted to UA Purchasing Department 

  

____   EO Policy is not available from business or person  

  

Company Name  

Or Individual: __________________________________________________________ 

  
         

 Title:  _____________________________________Date:  ______________________ 

  

           

 Signature:  ____________________________________________________________ 
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UNIVERSITY OF ARKANSAS 

PROCUREMENT DEPARTMENT 

1125 W. Maple   ADMIN 321 

Fayetteville, AR 72701 

Tel:  479-575-2551 

Fax:  479-575-4158 

 

Act 157 of 2007 of the Arkansas Regular Legislative Session requires that any contractor, business or individual, having a public 

contract with a state agency for professional services, technical and general services, or any category of construction, in which the total 

dollar value of the contract is $25,000 or greater must certify, prior to the award of the contract, that they do not employ or contract 

with any illegal immigrants.  

 

For purposes of this requirement, “Illegal immigrants” means any person not a citizen of the United States who has: 

 

(A) Entered the United States in violation of the Federal Immigration and Naturalization Act or regulations issued the 

act; 

(B) Legally entered but without the right to be employed in the United States; or  

(C) Legally entered subject to a time limit but has remained illegally after expiration of the time limit. 

 

This is a mandatory requirement.  Failure to certify will result in our inability to issue a Purchase Order or Contract to you or 

your company. 

 

Bidders shall certify online at http://www.arkansas.gov/dfa/procurement/pro_immigrant.html 

Click on: “Procurement” on left-side information bar 

Click on:  Illegal Immigrant Reporting 

Click on: “Vendor” Illegal Immigrant Contracting Disclosure Reporting Screen 

Click on: “Vendor Submit Disclosure Form” to complete all fields required for the certification – then indicate below and sign 

this form to submit with your bid. ***NOTE*** Bid Number field is applicable if known. 

REQUIRED:  Print Screenshot and include with your proposal and/or contract. 

 

If you have any questions, please call the UA Procurement Department at 479-575-2551. 

 

Thank you. 

Linda K. Fast 

Linda K. Fast, APO, CPPO, CPPB 

Manager of Procurement Services 

University of Arkansas 

 

**********************************************************************************************   

TO BE COMPLETED BY BUSINESS OR PERSON SUBMITTING BID RESPONSE OR CONTRACT: 

 

Please check the appropriate statement below: 

 

_______ We certified that we are not an illegal immigrant 

or do not employ or contract with any illegal immigrants. 

 

Date of certification:  ________________________   

 

_______  We cannot so certify at this time, and we understand that  

  a contract cannot be awarded until we have done so.   

   

Reason for non-certification:  ______________________________ 

 

Name of Company:  ___________________________________________   

      

Signature:   ___________________________________________   

 

Name & Title:   ___________________________________________   

                   (Printed or typed) 

Date:    ___________________________________________   

http://www.arkansas.gov/dfa/procurement/pro_immigrant.html
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Request for Proposal (RFP) 

RFP No. [XXXXXXX] 
[RFP Name] 

 
 PROPOSAL RELEASE DATE: MM/DD/YYYY 
   
 MANDATORY PRE-PROPOSAL  
 TELE-CONFERENCE: [MM/DD/YYYY and Time (CST)] 
   Dial-In #:  [XXX/XXX-XXXX] 
   Access Code: [XXXXXXX] 
  
 PROPOSAL DUE DATE: MM/DD/YYYY 
 
 PROPOSAL DUE TIME: 2:30 PM CST 
 
 SUBMIT ALL PROPOSALS TO: University of Arkansas 
  Business Services 
  Administration Bldg, Rm 321 
  1125 W Maple St 
  Fayetteville, AR  72701 
 

Signature Required For Response 

Respondent complies with all articles of the Standard Terms and Conditions documents as counterpart to this RFP 

document, and with all articles within the RFP document.  If Respondent receives the University’s purchase order, 

Respondent agrees to furnish the items and/or services listed herein at the prices and/or under the conditions as 

indicated in the RFP. 

Vendor Name:  

Mailing Address:  

City, State, Zip:  

Telephone:  

Email:  

 

Authorized Signature: _______________________________________  Date: ______________ 

Typed/Printed Name of Signor: ________________________________ Title: ______________ 
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1.  DESCRIPTION AND OVERVIEW OF RFP 
 The University of Arkansas, Fayetteville (UAF) is seeking Proposals from qualified and reputable 

firms to establish a term contract to provide investment advisory services. 
 
 UAF is seeking to award investment advisory services to the firm that can provide the best overall 

value to the University. This value will be determined by UAF based on the overall competence, 
compliance, and format and presentation of each RFP response.  
 
The data, specifications, and administrative requirements outlined herein are intended to serve as 
a general guideline for each proposal. Each firm is expected to submit a fully detailed proposal 
which adequately describes the advantages and benefits which UAF would realize by accepting its 
proposal. 
 
UAF expects to achieve the following goals (at minimum) through the selected firm: 
 
1. Advise UAF on all matters pertaining to the investment management of operating funds. 
2. Analyze UAF’s current operating fund portfolio(s) and prepare recommendations for 

optimization. Consider applicable Board and Campus policies with regard to fund and asset 
class objectives, risk tolerance, and authorized investment restrictions and asset allocation 
guidelines. 

3. Review and evaluate operating fund investment management performance. Make 
recommendations for retention or changes, consistent with Board and Campus performance 
objectives and criteria. 

4. Review and evaluate operating fund money market and other cash investment accounts for 
policy compliance, quality and diversification, management experience and risk controls, and 
competitive yield in relation to expense ratios and service capabilities. 

5. Assist in the search and selection process for external investment managers for UAF’s 

operating funds. 

6. Provide assistance in the area of operating fund investments, risk assessment, or evaluation 

of alternatives being considered. 

7.  Achieve cost containment by carrying out a risk based approach that finds the proper balance 
in service and cost. 

 
2. SCOPE OF WORK 
 The University is issuing this Request for Proposal (“RFP”) to solicit proposals for investment 

advisory services provided by a qualified firm to assist UAF in the development of a comprehensive 
operating funds investment and management program. 

 
3. COSTS / PRICING 
 Respondents must provide detailed/itemized pricing for each individual component, and/or the 
 overall system, as listed on the Official Bid Price Sheet provided within this RFP document (see 
 Appendix II).  If pricing is dependent on any assumptions that are not specifically stated on the 
 Official Price Sheet, please list those assumptions accordingly on a separate spreadsheet and show 
 detailed pricing.  Any additional pricing lists should remain attached to the Official Price Sheet for 
 purposes of accurate evaluation. Pricing must be valid for 90 days following the bid response due 
 date and time. The University will not be obligated to pay any costs not identified on the Official 
 Price Sheet. The respondent must certify that any costs not identified by the respondent, but 
 subsequently incurred in order to achieve successful operation of the service, will be borne by the 
 respondent.  Failure to do so may result in rejection of the bid 
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4. REFERENCES 
 Respondents must provide a minimum of three (3) references, preferably in higher education, 

(including the organization’s name, address, persons to contact, telephone numbers, and email 
addresses) located in the continental United States currently served by respondent.  References 
are to be parties who can attest to the qualifications relevant to providing services requested. The 
University reserves the right to contact any references provided to evaluate the level of performance 
and customer satisfaction.  See Appendix I for format. 

 
5. MANDATORY PRE-PROPOSAL MEETING 
 A mandatory conference call will be held by the University of Arkansas on the date, time, and 

through means as specified on the cover sheet of this RFP document. The purpose of the 
conference will be to provide a forum for bidders to obtain clarification about the RFP prior to 
finalizing their responses. Questions should be submitted to Whitney Smith, wesmith@uark.edu, in 
advance of the scheduled conference for preparation purposes to make the best use of time during 
discussion. Vendors who anticipate responding to this RFP are required to participate in this pre-
proposal conference to discuss information and clarifications. Proposals will NOT be considered 
from vendors who have not participated in the mandatory pre-proposal conference  

 
6. RESPONDENTS RESPONSIBILITY TO READ RFP  
 It is the Respondent's responsibility to thoroughly examine and read the entire RFP document, 

including any and all appendices.  Failure of Respondents to fully acquaint themselves with existing 
conditions or the amount of goods and work involved will not be a basis for requesting extra 
compensation after the award of a Contract. 

 
7. PROJECTED TIMETABLE OF ACTIVITIES 
 The following schedule will apply to this RFP, but may change in accordance with the University's 

needs: 
 
 1/11/17:    RFP released to prospective respondents 
 1/17/17:    Pre-Proposal Meeting (tele-conference) 
      Dial-In #:  [XXX/XXX-XXXX] Access Code:  [XXXXXXX] 
 1/20/17:    4:00 PM CST - Last date/time UAF will accept questions  
 1/24/17:    Last date UAF will issue an addendum 
 2/1/17:    Proposal submission deadline 2:30 PM CST 
 2/15/17    Vendor Presentations (if necessary) 
 3/1/17:    Notice of Intent to Award 
 Upon Award:   Contract Negotiations Begin (upon intent to award) 
 Upon Contract Approval: Service to Commence 
  
8. CONTRACT TERM AND TERMINATION 
 The term (“Term”) of this contract will begin upon date of contract award.  If mutually agreed upon 

in writing by the contractor and the University of Arkansas, the term shall be for an initial period of 
one (1) year, with option to renew on an annual basis for six (6) additional years, for a combined 
total of seven (7) years (or 84 months). The University of Arkansas may terminate this Agreement 
without cause, at any time during the Term (including any renewal periods), by giving the other 
party thirty (30) days advance written notice of termination. Additionally, in the event of non-
appropriation of funds necessary to fulfill the terms and conditions of this Agreement during any 
biennium period of the Term (including any renewal periods), the parties agree that this Agreement 
shall automatically terminate without notice. 

 

mailto:wesmith@uark.edu
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  a) If at any time the services become unsatisfactory, the University of Arkansas will give thirty 
(30) days written notice to the contractor. If at the end of the thirty (30) day period the services 
are still deemed unsatisfactory, the contract shall be cancelled by the University of Arkansas, 
Office of Business Affairs.  Additionally, the agreement may be terminated, without penalty, by 
the University without cause by giving thirty (30) days written notice of such termination to the 
seller. 

   
  b) Upon award, the agreement is subject to cancellation, without penalty, either in whole or in 

part, if funds are not appropriated. 
 

  c) In no event shall such termination by the University as provided for under this Section give 
rise to any liability on the part of the University including, but not limited to, claims of Proposer 
for compensation for anticipated profits, unabsorbed overhead, or on borrowing.  The 
University’s sole obligation hereunder is to pay Proposer for services ordered and received prior 
to the date of termination. 

 
 The terms, conditions, representations, and warranties contained in the agreement shall survive 

the termination of this contract. 
 
9.  GENERAL INFORMATION FOR BIDDERS 
 
9.1 Distributing Organization 

This Request for Proposal (RFP) is issued by the Office of Business Affairs, University of Arkansas, 
Fayetteville (UAF).  The University Purchasing Official is the sole point of contact during this 
process. 
 
Bidder Questions and Addenda:  Bidder questions concerning all matters of this RFP should be 
sent via email to: 
 
  Whitney Smith, Procurement Coordinator 
  Office of Business Services 
  wesmith@uark.edu 
 

 Questions received via email will be directly addressed via email, and compilation of all questions 
and answers (Q&A), as well as any revision, update and/or addenda specific to this RFP solicitation 
will be made available on HogBid, the University of Arkansas bid solicitation website:  http://hogbid/.  
During the time between the bid opening and contract award(s), with the exception of bidder 
questions during this process, any contact concerning this RFP will be initiated by the issuing 
agency and not the respondent. Specifically, the persons named herein will initiate all contact. 

 
 Respondents shall not rely on any other interpretations, changes, or corrections. It is the 

Respondent's responsibility to thoroughly examine and read the entire RFP document and any Q&A 
or addenda to this RFP. Failure of Respondents to fully acquaint themselves with existing conditions 
or information provided will not be a basis for requesting extra compensation after the award of a 
Contract. 

 
9.2 Agency Employees and Agents 
 The Company shall be responsible for the acts of its employees and agents while performing 

services pursuant to the Agreement. Accordingly, the Company agrees to take all necessary 
measures to prevent injury and loss to persons or property while on  the University premises. The 
Company shall be responsible for all damages to persons or property on and off campus caused 

mailto:wesmith@uark.edu
http://hogbid/


5 

 

solely or partially by the Company or any of its agents or employees. Company employees shall 
conduct themselves in a professional manner and shall not use the University’s facilities for any 
activity or operation other than the operation and performance of services as herein stated. The 
University reserves the  right to deny access to any individual. The following conduct is 
unacceptable for the Company’s employees and agents: foul language, offensive or distasteful 
comments related to age, race, ethnic background or sex, evidence of alcohol influence or influence 
of drugs, refusal to provide services requested, refusal to make arrangements for additional 
services needed and general rudeness. The Company shall require standard criminal background 
checks on all employees of the Company in advance of the performance of any on-campus duties. 
Employees whose background checks reveal  felony convictions of any type are to be either 
removed from all support activities on the University campus or reported to the University for review 
and approval in advance of the performance of any on-campus duties. 

 
9.3 Tobacco Free Campus 

Smoking and the use of tobacco products (including cigarettes, cigars, pipes, smokeless tobacco, 
and other tobacco products), as well as the use of electronic cigarettes, by  students, faculty, staff, 
contractors, and visitors, are prohibited at all times on and within all  property, including buildings, 
grounds, and Athletic facilities, owned or operated by the University of Arkansas and on and within 
all vehicles on University property, and on and within all University vehicles at any location. 

 
9.4 Disputes 

The successful vendor and the University agree that they will attempt to resolve any disputes in 
good faith. The vendor and the University agree that the State of Arkansas shall be the sole and 
exclusive venue for any litigation or proceeding that may arise out of or in connection with this 
contract. The vendor acknowledges, understands and agrees that any actions for damages against 
the University may only be initiated and pursued in the Arkansas Claims Commission. Under no 
circumstances does the University agree to binding arbitration of any disputes or to the payment of 
attorney fees, court costs or litigation expenses. 

 
9.5 Conditions of Contract 
 The successful bidder shall at all times observe and comply with federal and Arkansas State laws, 

local laws, ordinances, orders, and regulations existing at the time of or enacted subsequent to the 
execution of this contract which in any manner affect the completion of work.  The successful bidder 
shall indemnify and save harmless the University and all its officers, representatives, agents, and 
employees against any claim or liability arising from or based upon the violation of any such law, 
ordinance, regulation, order or decree by an employee, representative, or subcontractor of the 
successful bidder. 

 
 To the extent the successful bidder shall have access to, store or receive student education records, 

the vendor agrees to abide by the limitations on use and re-disclosure of such records set forth in 
the Family Educational Rights and Privacy Act (FERPA), 20 U.S.C. § 1232g, and 34 CFR Part 99.  
The vendor agrees to hold student record information in strict confidence and shall not use or 
disclose such information except as authorized in writing by the University or as required by law.  
Vendor agrees not to use the information for any purpose other than the purpose for which the 
disclosure was made.  Upon termination, vendor shall return or destroy all student education record 
information within 30 days.  
 
When procuring a technology product or when soliciting the development of such a product, the 
State of Arkansas is required to comply with the provisions of Arkansas Code Annotated § 25‐26‐
201 et seq., as amended by Act 308 of 2013, which expresses the policy of the State to provide 
individuals who are blind or visually impaired with access to information technology purchased in 
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whole or in part with state funds. Instructure expressly acknowledges and agrees that state funds 
may not be expended in connection with the purchase of information technology unless that system 
meets the statutory requirements found in 36 C.F.R. § 1194.21, as it existed on January 1, 2013 
(software applications and operating systems) and 36 C.F.R. § 1194.22, as it existed on January 1, 

2013 (web‐based intranet and internet information and applications), in accordance with the State 
of Arkansas technology policy standards relating to accessibility by persons with visual 
impairments. 

 
ACCORDINGLY, A SUCESSFUL BIDDER SHALL EXPRESSLY REPRESENT AND WARRANT 
to the State of Arkansas through the procurement process by submission of a Voluntary Product 
Accessibility Template (VPAT) or similar documentation to demonstrate compliance with 36 C.F.R. 
§ 1194.21, as it existed on January 1, 2013 (software applications and operating systems) and 36 
C.F.R. § 1194.22, as it existed on January 1, 2013 (web‐based intranet and internet information 
and applications) that the technology provided to the State for purchase is capable, either by virtue 
of features included within the technology, or because it is readily adaptable by use with other 
technology, of: 
 

‐ Providing, to the extent required by Arkansas Code Annotated § 25‐26‐201 et seq., as 

amended by Act 308 of 2013, equivalent access for effective use by both visual and non‐
visual means; 

 

‐ Presenting information, including prompts used for interactive communications, in 
formats intended for non‐visual use; 

 
‐ After being made accessible, integrating into networks for obtaining, retrieving, and 
disseminating information used by individuals who are not blind or visually impaired; 

 
‐ Providing effective, interactive control and use of the technology, including without 
limitation the operating system, software applications, and format of the data presented is 
readily achievable by nonvisual means; 

 
‐ Being compatible with information technology used by other individuals with whom the 
blind or visually impaired individuals interact; 

 
‐ Integrating into networks used to share communications among employees, program 
participants, and the public; and 

 

‐ Providing the capability of equivalent access by nonvisual means to telecommunications 
or other interconnected network services used by persons who are not blind or visually 
impaired. 

 
 If the information technology product or system being offered does not completely meet these 

standards, the bidder must provide an explanation within the Voluntary Product Accessibility 
Template (VPAT) detailing the deviation from these standards.  State agencies cannot claim a 
product as a whole is not commercially available because no product in the marketplace meets all 
the standards. If products are commercially available that meet some but not all of the standards, 
the agency must procure the product that best meets the standards or provide written 
documentation supporting selection of a different product. 
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9.6 Contract Information 
 Respondents should note the following regarding the State’s contracting authority, and amend any 

documents accordingly. Failure to conform to these standards may result in rejection of agency 
response: 

 
 A. The State of Arkansas may not contract with another party:  
 

1.  To pay any penalties or charges for late payment or any penalties or charges which in fact 
are penalties for any reason. 

2.  To indemnify and defend that party for liability and damages. Under Arkansas law the 
University of Arkansas may not enter into a covenant or agreement to hold a party harmless 
or to indemnify a party from prospective damages. However, with respect to loss, expense, 
damage, liability, claims or demands either at law or in equity for actual or alleged injuries to 
persons or property arising out of any negligent act or omission by the University and its 
employees or agents in the performance of this Agreement, the University agrees with the 
successful party that: (a) it will cooperate with the successful party in the defense of any 
action or claim brought against the successful party seeking the foregoing damages or relief; 
(b) it will in good faith cooperate with the successful party should the successful party present 
any claims of the foregoing nature against University to the Claims Commission of the State 
of Arkansas; (c) it will not take any action to frustrate or delay the prompt hearing on claims 
of the foregoing nature by the said Claims Commission and will make reasonable efforts to 
expedite said hearing; provided, however, the University reserves its right to assert in good 
faith all claims and defenses available to it in any proceedings in said Claims Commission or 
other appropriate forum. The obligations of this paragraph shall survive the expiration or 
termination of this agreement. 

3.  Upon default, to pay all sums that become due under a contract.  
4.  To pay damages, legal expenses, or other costs and expenses of any party.  
5.  To conduct litigation in a place other than Washington County, Arkansas. 
6. To agree to any provision of a contract that violates the laws or constitution of the State of 

Arkansas.  
 

B. A party wishing to contract with UAF should:  
1.  Remove any language from its contract which grants to it any remedies other than: 

• The right to possession.  
• The right to accrued payment. 
• The right to expenses of de-installation.  

2. Include in its contract that the laws of the State of Arkansas govern the contract.  
3.  Acknowledge in its contract that contracts become effective when awarded by the University 

Purchasing Official. 
 

9.7 Reservation 
 This RFP does not commit UAF to award a contract, to pay costs incurred in the preparation of a 

response to this request, or to procure or contract for services or supplies. UAF reserves the right 
to accept or reject (in its entirety), any response received as a result of this RFP, if it is in the best 
interest of the University to do so. In responding to this RFP, respondents recognize that the 
University may make an award to a primary vendor; however, the University reserves the right to 
purchase like and similar services from other agencies as necessary to meet operation 
requirements. 
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9.8 Qualifications of Bidder 
 The University may make such investigations as deems necessary to determine the ability  of the 

bidder to meet all requirements as stated within this bid request, and the bidder shall furnish to the 
University all such information and data for this purpose that the University may request. The 
University reserves the right to reject any bid if the evidence submitted by, or investigations of, such 
bidder fails to satisfy the University that such bidder is properly qualified to carry out the obligations 
of the Agreement. 

 

9.9 Default 
In the event that the contractor fails to carry out or comply with any of the Terms and Conditions of 
the contract with the University, the University may notify the Contractor of  such failure or default 
in writing and demand that the failure or default be remedied  within  ten (10) working days, and in 
the event the Proposer fails to remedy such failure or default  within the ten (10) working day period, 
the University shall have the right to cancel the contract upon thirty (30) days written notice.  The 
cancellation of the contract, under any circumstances whatsoever, shall not effect or relieve 
contractor from any obligation or liability that may have been incurred or will be incurred pursuant 
to the contract and such cancellation by the University shall not limit any other right or remedy 
available to the  University by law or in equity. 

 
9.10 Non Waiver of Defaults 

Any failure of the University at any time, to enforce or require the strict keeping and performance of 
any of the terms and conditions of this agreement shall not constitute a waiver of such terms, 
conditions, or rights, and shall not affect or impair same, or the right  of the University at any time to 
avail itself of same. 

 
9.11 Independent Parties 

Vendor acknowledges that under this contract it is an independent vendor and is not operating in 
any fashion as the agent of the University. The relationship of the vendor and University is that of 
independent contractors, and nothing in this contract should be construed to create any agency, 
joint venture, or partnership relationship between the  parties. 

 
9.12 Governing Law 
 The parties agree that this contract, including all amendments thereto, shall be construed and 

enforced in accordance with the laws of the State of Arkansas, without regard to choice of law 
principles. Consistent with the foregoing, this contract shall be subject to the Uniform Commercial 
Code as enacted in Arkansas. 

 
9.13 Proprietary Information 
 Proprietary information submitted in response to this bid will be processed in accordance with 

applicable University of Arkansas procurement procedures.  All material submitted in response to 
this bid becomes the public property of the State of Arkansas and will be a matter of public record 
and open to public inspection subsequent to bid opening as defined  by the Arkansas Freedom of 
Information Act.  The Respondent is hereby cautioned that any part of its bid that is considered 
confidential, proprietary, or trade secret, must be labeled as such and submitted in a separate 
envelope along with the bid, and can only be protected to the extent permitted by Arkansas law. 

 
 Note of caution:  Do not attempt to mark the entire proposal as "proprietary".  Do not submit 

letterhead or similarly customized paper within the proposal to reference the page(s) as 
"Confidential" unless the information is sealed separately and identified as proprietary.  Acceptable 
proprietary items may include references, resumes, and financials or system/software/hardware 
manuals. Cost cannot be considered as proprietary. 
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9.14 Disclosure 
 Disclosure is a condition of this contract and the University of Arkansas cannot enter into any 

contract for which disclosure is not made.  Arkansas’s Executive Order 98-04 requires all potential 
contractors disclose whether the individual or anyone who owns or controls the business is a 
member of the Arkansas General Assembly, constitutional officer, state board or commission 
member, state employee, or the spouse or family member of any of these.  If this applies to the 
bidder’s business, the bidder must state so in writing. 

 
9.15 Proposal Modification 

Proposals submitted prior to the Proposal opening date may be modified or withdrawn only by 
written notice to the University of Arkansas. Such notice must be received by the University 
Purchasing Official prior to the time designated for opening of the Proposal. Respondent may 
change or withdraw the Proposal at any time prior to Proposal opening; however, no oral 
modifications will be allowed. Only letters or other formal written requests for modifications or 
corrections of a previously submitted Proposal that are addressed in the same manner as the 
Proposal and that are received prior to the scheduled Proposal opening time will be accepted. The 
Proposal, when opened, will then be corrected in accordance with such written requests, provided 
that the written request is contained in a sealed envelope that is clearly marked with the RFP 
number and “Modification of Proposal”. No modifications of the Proposal will be accepted at any 
time after the Proposal  due date and time. 

 
9.16 Prime Contractor Responsibility 

Single and joint vendor bids and multiple bids by vendors are acceptable.  However, the selected 
bidder(s) will be required to assume prime contractor responsibility for the contract and will be the 
sole point of contact with regard to the award of this RFP. 

 
9.17 Period of Firm Proposal 
 Prices for the proposed services must be kept firm for at least 120 days after the Proposal Due 

Date specified on the cover sheet of this RFP. Firm Proposals for periods of less than this number 
of days may be considered non-responsive. The Respondent may specify a longer period of firm 
price than indicated here. If no period is indicated by the Respondent in the Proposal, the price will 
be firm for 120 days or until written notice to the contrary is received from the Respondent, 
whichever is longer. 

 
9.18 Warranty 
 The vendor must: 
 

A. Define the provisions of the warranty regarding response time for service and support. 
B. Define the provisions of the warranty regarding system up time including maintenance windows. 
C. Outline the standard or proposed plan of action for correcting problems during the warranty 

period. 
D. Respondents must itemize any components, services, and labor that are excluded from 

warranty. 
 
9.19 Errors and Omissions 
 The Respondent is expected to comply with the true intent of this RFP taken as a whole and shall 

not avail itself of any errors or omissions to the detriment of the services. Should the Respondent 
suspect any error, omission, or discrepancy in the specifications or  instructions, the Respondent 
shall immediately notify the University Purchasing Official, in  writing, and the University of 
Arkansas shall issue written instructions to be followed. The Respondent is responsible for the 
contents of its Proposal and for satisfying the  requirements set forth in the RFP. 
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9.20 Award Responsibility 
The University Purchasing Official will be responsible for award and administration of any resulting 
contract(s). The University reserves the right to reject any or all bids, or any portion thereof, to re-
advertise if deemed necessary, and to investigate any or all bids and request additional information 
as necessary in order to substantiate the professional, financial and/or technical qualifications of 
the Bidders. 

 
 Contract(s) will be awarded to the Bidder(s) whose proposal adheres to the conditions set  forth in 

the RFP, and in the sole judgment of the University, best meets the overall goals and financial 
objectives of the University. A resultant contract will not be assignable without prior written consent 
of both parties. 

 
9.21 Confidentiality and Publicity 
 From the date of issuance of the RFP until the opening date, the Respondent must not make 

available or discuss its Proposal, or any part thereof, with any employee or agent of the University 
of Arkansas. The Respondent is hereby warned that any part of its Proposal or any other material 
marked as confidential, proprietary, or trade secret, can only be protected to the extent permitted 
by law.  All material submitted in response to this RFP becomes the property of the University of 
Arkansas. 

 
 News release(s) by a vendor pertaining to this RFP or any portion of the project shall not be made 

without prior written approval of the University Purchasing Official.  Failure to comply with this 
requirement is deemed to be a valid reason for disqualification of the respondent's bid.  The 
University Purchasing Official will not initiate any publicity relating to this procurement action before 
the contract award is completed. 

 
 Employees of the company awarded the contract may have access to records and  information 

about University processes, employees, including proprietary information, trade secrets, and 
intellectual property to which the University holds rights. The company agrees to keep all such 
information strictly confidential and to refrain from discussing this information with anyone else 
without proper authority. 

 
9.22 Respondent Presentations 
 The University of Arkansas reserves the right to, but is not obligated to, request and require that 
 final contenders determined by the Evaluation Committee provide a formal presentation of their 
 Proposal at a date and time to be determined by the Evaluation Committee. Respondents are 
 required to participate in such a request if the University of Arkansas chooses to engage such 
 opportunity. 
 
9.23 Excused Performance 
 In the event that the performance of any terms or provisions of this Agreement shall be delayed or 
 prevented because of compliance with any law, decree, or order of any governmental agency or 
 authority, either local, state, or federal, or because of riots, war, acts of terrorism, public 
 disturbances, unavailability of materials meeting the required standards, strikes, lockouts, 
 differences with workmen, fires, floods, Acts of God, or any other reason whatsoever which is not 
 within the control of the party whose performance is interfered with and which, by the exercise of 
 reasonable diligence, such party is unable to prevent (the foregoing collectively referred to as 
 "Excused Performance"), the party so interfered with may at its option suspend, without liability, the 
 performance of its obligations during the period such cause continues, and extend any due date or 
 deadline for performance by the period of such delay, but in no event shall such delay exceed six 
 (6) months. 
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9.24 Funding Out Clause 
 If, in the sole discretion of the University, funds are not allocated to continue this Agreement, or any 
 activities related herewith, in any future period, then the University will not be obligated to pay any 
 further charges for services, beyond the end of the then current period. The Company will be notified 
 of such non-allocation at the earliest possible time. No penalty shall accrue in the event this section 
 is exercised. This section shall not be construed so as to permit the University to terminate the 
 Agreement in order to acquire similar service from a third party. 
 
9.25 Indicia 
 The respondents and the Company acknowledges and agrees that the University owns the rights 
 to its name and its other names, symbols, designs, and colors, including without limitation, the 
 trademarks, service marks, designs, team names, nicknames, abbreviations, city/state names in 
 the appropriate context, slogans, logo graphics, mascots, seals, color schemes, trade dress, and 
 other symbols associated with or referring to the University of Arkansas that are adopted and used 
 or approved for use by the University (collectively the “Indicia”) and that each of the Indicia is valid. 
 Neither any respondent nor Company shall have any right to use any of the Indicia or any similar 
 mark as, or a part of, a trademark, service mark, trade name, fictitious name, domain name, 
 company or corporate name, a commercial or business activity, or advertising or endorsements 
 anywhere in the world without the express prior written consent of the University. Any domain name, 
 trademark or service mark registration obtained or applied for that contains the Indicia or any similar 
 mark upon request shall be assigned or transferred to the University without compensation. 
 
9.26 RFP Interpretation 
 Interpretation of the wording of this document shall be the responsibility of the University of 
 Arkansas and that interpretation shall be final. 
 
9.27 Time is of the Essence 
 Vendor and University agree that time is of the essence in all respects concerning this 
 contract and performance herein. 
 
9.28 Formation of the Agreement/Contract 

At its option, the University may take either one of the following actions in order to create the 
agreement between the University and the selected vendor: 

 
A. Accept a proposal as written by issuing a written notice to the selected vendor, which 
refers to the Request for Proposal and accept the proposal submitted in response to it. 
 
B. Enter negotiations with one or more firms in an effort to reach a mutually satisfactory 
written agreement, which will be executed by both parties and will be based upon this 
Request for Proposal, the proposal submitted by the firm and negotiations concerning 
these. 

 
Because the University may use alternative (A) above, each Proposer should include in its 
proposal all requirements, terms or conditions it may have, and should not assume that an 
opportunity will exist to add such matters after the proposal is submitted. The contents of this RFP 
will be incorporated into the final contract documents, which will include a Standard University 
agreement. 
 
Notwithstanding any terms or conditions to the contrary, nothing within the Contractor’s proposal 
shall constitute a waiver of any immunities to suit legally available to the University, it officers, 
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agents and employees, including, but not limited to the Sovereign Immunity of the State of 
Arkansas. 
 
NOTE: The successful bidder may be required to enter into a Professional Services or Technical/General 
Services Contract that will require approval prior to any work conducted. See the following link for 
reference: http://procurement.uark.edu/_resources/documents/TGSForm.pdf 

 
9.29 Permits/Licenses and Compliance 

Contractor covenants and agrees that it shall, at its sole expense, procure and keep in effect all 
necessary permits and licenses required for its performance of obligations under this RFP, and 
shall post or display in a prominent place such permits and/or notices as required by law. Contractor 
is responsible for compliance with all applicable laws and regulations, including but not limited to, 
OSHA requirements as well as any Fair Labor Standards Act requirements pertaining to 
compensation of Contractors employees or subcontractor (if any) working on the project; further, 
upon request, Contractor shall provide copies of all such permits or licenses to the University.  

 

10. INSTRUCTION TO BIDDERS 

 
10.1 Respondents must comply with all articles of the Standard Terms and Conditions documents posted 

on our Hogbid website as counterpart to the RFP document, and any associated appendices, as 
well as all articles within the RFP document. The University of Arkansas is not responsible for any 
misinterpretation or misunderstanding of these instructions on the part of the Bidders. 

 
10.2 Respondents must address each section of the RFP.  An interactive version of the RFP document 

will be posted on our Hogbid website. Bidders can insert responses into the document provided, or 
create their own response document making sure to remain consistent with the numbering and 
chronological order as listed in our RFP document. Ultimately, bidders must ‘acknowledge’ each 
section of our document in their bid response. 

 
In the event that a detailed response is not necessary, the respondent shall state 
ACKNOWLEDGED as the response to indicate that the respondent acknowledges, understands, 
and fully complies with the specification.  If a description is requested, please insert detailed 
response accordingly.  Bidder’s required responses should contain  sufficient information and 
detail for the University to further evaluate the merit of the vendor’s response.  Failure to respond 
in this format may result in bid disqualification. 
 

10.3 Any exceptions to any of the terms, conditions, specifications, protocols, and/or other requirements 
listed in this RFP must be clearly noted by reference to the page number, section, or other 
identifying reference in this RFP. All information regarding such exceptions to content or 
requirements must be noted in the same sequence as its appearance in this RFP. 

 
10.4 Proposals will be publicly opened in the Purchasing Office, Room 321 Administration Building, 

The University of Arkansas, Fayetteville, Arkansas, 72701, at 2:30 p.m. CST, on the proposal due 
date.  All responses must be submitted in a sealed envelope with the response number clearly 
visible on the OUTSIDE of the envelope/package.  No responsibility will be attached to any 
person for the premature opening of a response not properly identified. 

 
Agencies must submit one (1) signed original, three (3) signed copies, and two (2) soft 
copies of their response (i.e. CD-ROM or USB Flash drive) labeled with the respondent’s 
name and the Bid Number, readable by the University, with the documents in Microsoft Windows 

http://procurement.uark.edu/_resources/documents/TGSForm.pdf
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versions of Microsoft Word, Microsoft Excel, Microsoft Visio, Microsoft PowerPoint, or Adobe PDF 
formats; other formats are acceptable as long as that format’s viewer is also included or a pointer 
is provided for downloading it from the Internet. Responses must be received at the following 
location prior to the time and date specified within the timeline this RFP: 

 
   University of Arkansas 
   Business Services 
   Administration Bldg, Rm 321 
   1125 W. Maple St 
   Fayetteville, Arkansas 72701 
 
 NOTE: No award will be made at bid opening. Only names of respondents and a preliminary 

determination of proposal responsiveness will be made at this time. 
 
 Additional Redacted Copy REQUIRED 

Proprietary information submitted in response to this RFP will be processed in accordance with 
applicable State of Arkansas procurement law. Documents pertaining to the RFP become the 
property of the University of Arkansas and shall be open to public inspection when the bid 
solicitation has been awarded and a final contract agreement is complete.  

 
 It is the responsibility of the respondent to identify all proprietary information included in their bid 

proposal response. The respondent shall submit one (1) separate electronic copy of the proposal 
from which any proprietary information has been removed, i.e., a redacted copy (marked 
“REDACTED COPY”). The redacted copy should reflect the same pagination as the original, show 
the empty space from which information was redacted, and should be submitted on a CD or flash 
drive, preferably in a PDF format. Except for the redacted information, the redacted copy must be 
identical to the original hard copy submitted for the bid response to be considered. The 
respondent is responsible for ensuring the redacted copy on CD/flash drive is protected against 
restoration of redacted data. The redacted copy may be open to public inspection under the 
Freedom of Information Act (FOIA) without further notice to the respondent once a contract is 
final.  If during a subsequent review process the University determines that specific information 
redacted by the respondent is subject to disclosure under FOIA, the respondent will be contacted 
prior to release of the information. 

 
Respondents may deliver their responses either by hand or through U.S. Mail or other available 
courier services to the address shown above.  Include the RFP name and  number on the 
outside of each package and/or correspondence related to this RFP.  No call-in, emailed, or 
faxed responses will be accepted.  The Respondent remains solely responsible for insuring that 
its response is received at the time, date, and location specified.  The University of Arkansas 
assumes no responsibility for any response not so received, regardless of whether the delay is 
caused by the U.S. Postal Service, University Postal Delivery System, or some other act or 
circumstance.  Responses received after the time specified in this RFP will not be considered. 
All responses received after the specified time will be returned unopened. 

 
10.5 For a bid to be considered, an official authorized to bind the respondent to a resultant contract must 

include signature in the blank provided on the RFP cover sheet. Failure to sign the response as 
required will eliminate it from consideration. 

 
10.6 All official documents, including responses to this RFP, and correspondence shall be 
 included as part of the resultant contract. 
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10.7 The University Purchasing Official reserves the right to award a contract or reject a bid for  any or 
all line items of a bid received as a result of this RFP, if it is in the best interest of the University to 
do so.  Bids may be rejected for one or more reasons not limited to the following: 

 
1. Failure of the vendor to submit the bid(s) and bid copies as required in this RFP on or before  

the deadline established by the issuing agency. 
2. Failure of the vendor to respond to a requirement for oral/written clarification, presentation, 

or demonstration. 
3. Failure to provide the bid security or performance security if required. 
4. Failure to supply vendor references if required. 
5. Failure to sign an Official Bid Document. 
6. Failure to complete the Official Bid Price Sheet. 
7. Any wording by the respondent in their response to this RFP, or in subsequent 

correspondence, which conflicts with or takes exception to a bid requirement in this RFP. 
 

10.8 If the bidder submits standard terms and conditions with the bid, and if any section of those terms 
is in conflict with the laws of the State of Arkansas, the State laws shall govern.  Standard terms 
and conditions submitted may need to be altered to adequately reflect all of the conditions of this 
RFP, the bidder's responses and Arkansas State law. 

 

11. INDEMNIFICATION AND INSURANCE 
The successful bidder shall indemnify and hold harmless the University, its officers and 
employees from all claims, suits, actions, damages, and costs of every nature and description 
arising out of or resulting from the Contract, or the provision of services under the Contract. The 
successful bidder shall purchase and maintain at bidder’s expense, the following minimum 
insurance coverage for the period of the contract. Certificates evidencing the effective dates and 
amounts of such insurance must be provided to the University. 

 

 Workers Compensation: As required by the State of Arkansas. 

 Comprehensive General Liability, with no less than $1,000,000 each occurrence/$2,000,000 
aggregate for bodily injury, products liability, contractual liability, and property damage 
liability. 

 Comprehensive Automobile Liability, with no less than combined coverage for bodily injury 
and property damage of $1,000,000 each occurrence. Policies shall be issued by an 
insurance company authorized to do business in the State of Arkansas and shall provide 
that policy may not be canceled except upon thirty (30) days prior written notice to the 
University of Arkansas. 

 
Contractor shall furnish University with a certificate(s) of insurance effecting coverage required 
herein. Failure to file certificates or acceptance by the University of certificates which do not 
indicate the specific required coverages shall in no way relieve the Contractor from any liability 
under the Agreement, nor shall the insurance requirements be construed to conflict with the 
obligations of Contractor concerning indemnification.  Proof of Insurance must be included in bid 
response. 

 
Contractor shall, at their sole expense, procure and keep in effect all necessary permits and 
licenses required for its performance under this agreement, and shall post or display in a 
prominent place such permits and/or notices as are required by law. 
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12. COMPANY OVERVIEW 
 The supplier shall provide a general overview of the company including the following 
 information: 
 

 Foundation date 

 Description of core activities 

 Major company and distributor locations 

 Total number of clients 

 Total number of clients in higher education 

 Current financial status and revenues – Overview only 
 

13. BEST AND FINAL OFFER 
The University of Arkansas reserves the right to request an official “Best and Final Offer” from bid 
Respondents if it deems such an approach in the best interest of the institution.  In general, the 
“Best and Final Offer” will consist of an updated cost proposal in addition to an opportunity for the 
vendor to submit a final response to specific questions or opportunities identified in subsequent 
discussions related to the original proposal response submitted to the university. If the University of 
Arkansas chooses to invoke a “Best and Final Offer” option, all responses will be re-evaluated by 
incorporating the information as requested in the official “Best and Final Offer” document, including 
costs and answers to specific questions presented in the document. The specific format for the 
official “Best and Final Offer” request will be determined during evaluation discussions.  The official 
request for a “Best and Final Offer” will be issued by the University Procurement Department. 

 

14. SPECIFICATIONS / GOALS AND DELIVERABLES 
 

 Each proposal should contain the following information at a minimum: 
 

 Provide an overview of the firm’s history in the investment advisory profession. 

 Describe the organization of the firm and the range of services it provides, its underlying 
philosophy or mission statement as investment advisory consultant, and any organizational 
aspects that uniquely qualify the firm for this assignment. 

 Is your firm, its parent, or affiliate a registered investment advisor with the SEC under the 
Investment advisors Act of 1940? If not, what is your fiduciary classification? 

 Within the last five years, has your organization or an officer or principal been involved in 
any business litigation or other legal proceedings relating to your consulting activities? If so, 
provide an explanation and indicate the current status or disposition. 

 How many analysts, responsible solely for investment manager research are employed by 
your organization? How many analysts are responsible for the performance valuations, 
performance attribution analyses, manager searches, etc? 

 List personnel who would be assigned to work with UAF, including name, title, and resume. 
In addition, please provide e-mail and telephone/fax number of the principal contact. 

 Describe relevant investment advisory service experience with higher education, the public 
sector, and Arkansas. 

 Describe the process that would be used for review and assessment of existing procedures 
and current portfolio status. 

 Describe in detail the type and frequency of research that would be provided by your firm 
and the media utilized. Through what media is it provided? 

 Describe the risk assessment capabilities and experience of your firm. 

 Describe the process that would be used to evaluate investment performance. 
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 Describe how you would monitor the style adherence of our investment managers. 
Specifically, what types of reports would you use? 

 Describe your process of reviewing investment manager compliance with investment 
objectives and guidelines. 

 What do you require of the client custodian bank in terms of time and information in order to 
provide performance measurement and attribution services? 

 Describe the process that would be used to provide recommendations for selection of 
external investment managers. How many managers are included in your database? Are 
managers required to pay your firm either hard dollar or soft dollar fees to be included in 
your database? If so, how do you control conflicts of interest? In addition to performance 
information, what other types of data are available on your database? 

 Do you charge investment managers any direct or indirect fees when they are successful in 
manager searches that you conduct on behalf of your clients? What are the fees? How do 
you prevent conflicts of interest? 

 Certify that the firm is an independent financial advisor, neither engaged in the sale of 
services to investment managers nor sale of investments to fund sponsors. 

 Are there any circumstances specifically related to your investment consulting activities 
under which your firm, its officers, or employees receive direct or indirect compensation for 
investment managers? If so, describe in detail. 

 Discuss the turnaround time for relaying financial indices and preparation of quarterly 
reports on manager performance. 

 Indicate specifically if there are any costs to be borne by UAF outside the basic fee structure.  
 

15. EVALUATION AND SELECTION PROCESS 
 It is the intent of the University to award an Agreement to the respondent(s) deemed to be the most 

qualified and responsible firm(s), who submits the best overall proposal based on an evaluation of 
all responses. Selection shall be based on UAF assessment of the agency’s ability to provide 
adequate service, as determined by the evaluation committee elected to evaluate proposals. The 
University of Arkansas reserves the right to reject any or all Proposals or any part thereof, to waive 
informalities, and to accept the Proposal or Proposals deemed most favorable to the University of 
Arkansas. Where contract negotiations with a respondent do not proceed to an executed contract 
within a time deemed reasonable by UAF (for whatever reasons), UAF may reconsider the 
proposals of other respondents and, if appropriate, enter into contract negotiations with one or more 
of the other respondents. Proposals shall remain valid and current for the period of 90 days after 
the due date and time for submission of proposals. Each response will receive a complete 
evaluation and will be assigned a score of up to 100 points possible based on the following items: 

 
A. Ability to Provide Full Range of Services as Indicated in the RFP Above (40 Points) 

Respondent with the highest rating shall receive forty (40) points. Points shall be assigned 
based on factors within this category, to include but are not limited to: 

 
• Scope of Services Offered 
• Respondent Presentations  
• Adherence to University Requirements  

   
B. Vendor Qualification (30 Points) 

Agency with highest rating shall receive thirty (30) points. Points shall be assigned based on 
factors within this category, to include but are not limited to: 

  
• Profile of organization (company overview) 
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• Number of years in business 
• Description of similar engagements 
• Higher Education References 

 
C. Cost (30 Points) 

Points shall be assigned for the cost of the specific categories of services, which comprise the 
overall system, including annual maintenance cost, as follows: 

 
• Cost points will be assigned on the specific component basis as reflected on the Official 

Price Sheet, for comparison and evaluation purposes. 
• The bid with the lowest estimated cost of the overall system will receive the maximum 

points possible for this section. 
• Remaining bids will receive points in accordance with the following formula: 

   
(a/b)(c) = d 

 a = lowest cost bid in dollars 
 b = second (third, fourth, etc.) lowest cost bid 
 c = maximum points for Cost category (30) 
 d = number of points allocated to bid 
 

Failure of the Respondent to provide in his/her proposal any information requested in this RFP may 
result in disqualification of his/her proposal and shall be the responsibility of the respondent. 

 

16. SERVICE PERFORMANCE STANDARDS 

Service Criteria 
Acceptable 

Performance  
Compensation / Damages 

Adherence to University 
Requirements 

Reference standard 
terms, conditions 
and all articles of 
RFP 

Termination of Contract:  Reference section 8 of 
RFP. This termination clause will apply for 
insufficient performance of services by vendor at the 
sole discretion of the University of Arkansas, 
Fayetteville. 

Scope of Services  

Reference Sections 
1 & 2 of RFP: 
Description, 
Overview and Scope 

Termination of Contract:  Reference section 8 of 
RFP. This termination clause will apply for 
insufficient performance of services by vendor at the 
sole discretion of the University of Arkansas, 
Fayetteville. 

Specifications, Goals and 
Deliverables 

Reference section 
14 of RFP: 
Specifications/Goals 
and Deliverables 

Termination of Contract:  Reference section 8 of 
RFP. This termination clause will apply for 
insufficient performance of services by vendor at the 
sole discretion of the University of Arkansas, 
Fayetteville. 
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APPENDIX I:  Bidder Information/Reference 

Bidder must provide the following information as part of this proposal: 
 
1. Respondent Representative 
 Contact Name 
 Telephone 
 Email Address 
 Address 
 
 
2. References of your current customer(s) as specified in Section 4 of this RFP document: 
 
 a. Company/Organization Name: 
  Contact Name 
  Telephone 
  Email Address 
  Address 
 
 b. Company/Organization Name: 
  Contact Name 
  Telephone 
  Email Address 
  Address 
 
 c. Company/Organization Name: 
  Contact Name 
  Telephone 
  Email Address 
  Address 
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APPENDIX II:  Official Price Sheet 
 
Reference Section 3-Costs / Pricing for further instruction, and the corresponding Bid Price Sheet 
provided below.  Please complete the Price Sheet as provided and submit within your proposal.  If 
pricing is dependent on any assumptions that are not specifically stated on the Official Price Sheet, 
please list those assumptions accordingly on a separate spreadsheet and show detailed pricing.  Any 
additional pricing lists should remain attached to the Official Price Sheet for purposes of accurate 
evaluation.  Pricing must be valid for 120 days following the bid response due date and time. 
 
The University will not be obligated to pay any costs not identified accordingly. The respondent must 
certify that any costs not identified by the respondent, but subsequently incurred in order to achieve 
successful operation of the service, will be borne by the respondent.  Failure to do so may result in 
rejection of the bid. 

  

ITEM QTY DESCRIPTION PRICE EACH TOTAL 
 

1   Event Services $ $ 

 
2   Other  $ $ 

 

3   

Not-to-exceed budgets for 

reimbursable expenses such as 

travel, communications, supplies, 

printing, etc. 

$ $ 

 
Grand Total  $ 

 
 



From: Whitney Elizabeth Smith  
Sent: Thursday, February 02, 2017 10:24 AM 
To:  
Subject: CONFIDENTIALITY DISCLOSURE - RFP Number and Name 
Importance: High 
 
Evaluation Team Members: 
 
Please review the attached Confidentiality and Guideline Summary forms and return signed forms to my 
attention at your earliest availability.  This requirement concerns communication protocol among each 
committee member and preserving the integrity of the RFP process. 
 
The full copy of the RFP and all associated documents for this solicitation will be posted on our Hogbid 
website.  Unless the committee decides to extend the deadline, proposals are currently due by 2:30 on 
[mm/dd/yyy].   
 
Thank you. 
 

   

Nationally Competitive Student Centered Research Institution 
 

Whitney Smith 
Procurement Coordinator 
Business Affairs 
ADMN 321 
1125 W. Maple 
Fayetteville, AR 72701 
P: 479-575-5158 | F: 479-575-4158 
wesmith@uark.edu | http://procurement.uark.edu/  
 

 
Enhancing the Purchasing Experience 
 
 
 
 

http://hogbid/
mailto:wesmith@uark.edu
http://procurement.uark.edu/


CONFIDENTIALITY OF INFORMATION AND DISCLOSURE FORM 
FOR RFP/RFQ EVALUATION TEAM MEMBERS 

 
UAF RFP # XXXXXX                                   RFP Opening Date: MM/DD/YYY 
 
The Evaluation Team member shall have no financial interest, ownership 
interest, employee interest, personal interest or seeking employment with any of 
the respondents or related parties, including identified subcontractors or vendors, 
submitting proposals for this Request for Proposal (RFP). 
 
In the performance of carrying out the responsibilities of evaluating the 
proposals, each Evaluation Team member will receive proposals from 
respondents.  The Evaluation Team members shall treat all information as 
confidential and shall not use any information so obtained in any manner except 
in the evaluation meetings for the proper discharge of his/her obligations as an 
evaluator. 
 
From the issue date of the RFP until a successful respondent is selected and the  
selection is announced, Evaluation Team members shall not communicate with  
any respondent or related party about this or any related procurement.  All 
communications must be directed to the Team Chairperson. 
 
In an effort to protect the integrity of the evaluation process, the proposals and 
any amendments, as well as all reference checks, shall not be disclosed to 
anyone not participating in the evaluation process.   Although the proposals are 
subject to the Arkansas Freedom of Information Act (FOIA), there may be 
information that may not be disclosed under the FOIA. 
 
This is to certify to the best of my knowledge and belief, I have no financial 
interest, ownership interest, employee interest, personal interest or 
seeking employment with any of the respondents submitting proposals for 
this RFP and I comply with all of the above stipulations. 
 
 
 
Signature  _______________________       Date ___________________ 
 
Name:      _______________________ 
 
Title:        _______________________ 



UNIVERSITY OF ARKANSAS 

EVALUATION COMMITTEE GUIDELINE SUMMARY 

FOR THE REQUEST FOR PROPOSAL PROCESS 

 

1. The U of A Procurement Office is the primary point of contact.  Committee members 

should refer all vendor questions to the procurement official.  Technical questions will 

be passed along to the committee chair by the Procurement Office for review.  The chair 

will forward answers to the procurement official, who will then post them to the U of A 

bid website for all vendors to review.  

2. All evaluation committee members must be completely impartial with regard to 

selection of a provider of services and have sufficient knowledge of the subject matter 

to completely evaluate all proposals submitted in response to the RFP. The evaluation 

committee must consist of an uneven number of members so that differences of 

opinion, when they occur, do not result in a tie vote.  

3. The chair of the committee has the responsibility of coordinating the committee’s 

activities with the U of A procurement official. 

4. Each proposal shall be received and recorded as part of the public bid opening process. 

The Procurement Office will review each proposal response to ensure that it contains 

the essential requirements necessary for the bid to be given further consideration. 

These requirements include: a) a signature on the original bid proposal and copies, b) 

the required number of copies of the proposal, and requirement of bid documents 

submitted on CD‐ROM, if applicable, c) pricing information, d) required references, e) 

required Key Personnel information, and f) general compliance with the Statement of 

Work (SOW). 

5. Evaluation committee members will be given a copy of each proposal response for their 

individual review.  All information must be kept strictly confidential. Each committee 

member shall carefully review all proposals submitted and note any deficiencies. 

Committee members must evaluate technical sections accordingly (do not deviate from 

the established evaluation criteria in the bid document).  Starting with the maximum 

number of points allowed for each evaluation section, the committee member must 

give a complete explanation of any point deductions for each proposal. Written 

documentation of the committee’s action is critical to the successful outcome of the 

process. 

6. Committee members should rate each proposal based upon the thoroughness of the 

response and the understanding the respondent has for the needs of the U of A 

expressed in the RFP.   

7. After the individual review process by each committee member, the chair shall schedule 

a meeting for all members to collectively review the proposals. This allows each 



committee member the opportunity to comment, and to have the benefit of hearing 

what the other members perceive as being the strong and weak points of each proposal.  

8. Committee members may then add additional notations to their individual assessment 

of each proposal during the full committee review of all the proposals. All notes and 

determinations made by each member will become a permanent record for the bid file. 

9. Once all proposals have been reviewed and collectively discussed, each committee 

member shall submit an independent ranking of each proposal in order of finish, first to 

last, to the committee chair.  The scores of each committee member are then tallied by 

the committee chair and averaged to determine the successful respondent. 

10. Always use proper documentation (be specific, use ink, use the strike‐through method 

for any modifications ‐ no correction tape).  All materials, including copies and originals 

of each proposal, committee member notes, determination, point‐awarding schedule 

and correspondence whether written or electronic shall be kept as permanent 

documentation in the respective bid file and is subject to those disclosures permitted 

under the Freedom of Information Act. 

  

 

 

 

Signature       _________________________                     Date________________ 

 

Print Name    _________________________ 

 

Title                __________________________ 



Mandatory Pre-Proposal Appointment (Example) 
 
 

Committee: 
Please read the following and share with your committee members: 
 
MANDATORY PRE-PROPOSAL TELE-CONFERENCE: 
Tuesday April 18, 2017 @ 10:30 AM CST 
Dial-In #:             1-888-330-1716 
Access Code:     9088844 
 
I’ve attached the following documents for your reference purposes if needed during the call: 

 RFP 

 TsCs 
 
In addition, I’ve attached a “pre-proposal sign-in” sheet that you can use for the call.  This is the format I plan to 
distribute to participants once I have received all the recorded participant and Q&A information from you.  I ask 
that you start off the call reciting the following reminders/clarifications (which are also listed on the sign in 
sheet): 
 

 
 
In the meantime, as I receive inquiries from potential bidders then I will forward to you ASAP for your 
preparation. The call is a standard Q&A session/process and is intended to provide the time needed for Q&A 
discussion and recording - so all should flow smoothly.  Someone from your team will need to record the 
discussion and then provide me with the information afterwards.   
 
Whatever questions or information not addressed during the call will be included in the transcript of the session, 
which I will send out to all participants’ post-call, and will include any additional information about the project 
or the process. Bidders should email me directly upon their connection to the call so I can be sure to follow up 
accordingly. 
 
Thanks! 
ws 
 

   
Nationally Competitive Student Centered Research Institution 
 
Whitney Smith 
Procurement Coordinator 
Business Services 
ADMN 321 
1125 W. Maple 
Fayetteville, AR 72701 
P: 479-575-5158 | F: 479-575-4158 
wesmith@uark.edu | http://procurement.uark.edu/  

mailto:wesmith@uark.edu
http://procurement.uark.edu/
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MANDATORY PRE-PROPOSAL TELE-CONFERENCE 

Enterprise Form Builder Platform 

RFP No. 637938 

 

Tuesday, April 18, 2017 

10:30-11:30 AM CST 

 

TRANSCRIPT 

 

The purpose of this meeting is to provide a forum for vendors to obtain clarification about the RFP prior to 

preparing their responses.   

 

Participants: 

  

 Supplier   Contact Name   Email 

 

1.   

2. 

3. 

4. 

5.  

 

UofA Team:  Chris Nixon, Blake Chapman, Suzanne Kenner, Robin Carr, Bryon Speller, Dylan Hurd, Andrew Dorman 

Procurement Coordinator:  Whitney Smith, wesmith@uark.edu 

 

Reminders / Clarifications 

 Be sure to sign all bid documents where required and submit with your proposal! 

 All participants on this call will receive the transcript which will include the information from the Q&A forum.  

Please make certain you have sent Whitney Smith an e-mail with your contact information (wesmith@uark.edu).  

Any questions related to this RFP that are received after the distribution of this Transcript will be addressed by 

Q&A Addendum and provided by email to all participants of the conference call of 4/18/17. 

 Arkansas Technology Access Clause:  As noted in the Standard Terms & Conditions Document for this RFP, 

found here http://procurement.uark.edu/_resources/documents/terms.pdf (item #22 starting at the top of page 4), 

vendors are required to comply with this request by submission of a Voluntary Product Accessibility Template 

(VPAT) with their proposal. 

 

Questions / Answers 

 

Q: 

A: 

mailto:wesmith@uark.edu
mailto:wesmith@uark.edu
http://procurement.uark.edu/_resources/documents/terms.pdf
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MANDATORY PRE-PROPOSAL TELE-CONFERENCE 

Enterprise Form Builder Platform 

RFP No. 637938 

 

Tuesday, April 18, 2017 

10:30-11:30 AM CST 

 

TRANSCRIPT 

 

The purpose of this meeting is to provide a forum for vendors to obtain clarification about the RFP prior to 

preparing their responses.   

 

Participants: 

  

 Supplier   Contact Name   Email 

 

1.   

2. 

3. 

4. 

5.  

 

UofA Team:  Chris Nixon, Blake Chapman, Suzanne Kenner, Robin Carr, Bryon Speller, Dylan Hurd, Andrew Dorman 

Procurement Coordinator:  Whitney Smith, wesmith@uark.edu 

 

Reminders / Clarifications 

 Be sure to sign all bid documents where required and submit with your proposal! 

 All participants on this call will receive the transcript which will include the information from the Q&A forum.  

Please make certain you have sent Whitney Smith an e-mail with your contact information (wesmith@uark.edu).  

Any questions related to this RFP that are received after the distribution of this Transcript will be addressed by 

Q&A Addendum and provided by email to all participants of the conference call of 4/18/17. 

 Arkansas Technology Access Clause:  As noted in the Standard Terms & Conditions Document for this RFP, 

found here http://procurement.uark.edu/_resources/documents/terms.pdf (item #22 starting at the top of page 4), 
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Questions / Answers 

 

Q: 

A: 

mailto:wesmith@uark.edu
mailto:wesmith@uark.edu
http://procurement.uark.edu/_resources/documents/terms.pdf


 
 

Associate Vice Chancellor Business Services 
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Q&A Addendum 

 
RFP No. 631253 

Student Engagement Software System 

 
This document provides question and answer information pertaining to the above 

captioned RFP. 

 

REMINDER:  It is the Respondent's responsibility to thoroughly examine and read the entire 

RFP document and any appendices and addenda to this RFP. 

 

DUE DATE EXTENSION:  The proposal due date for this RFP has been extended to 

Thursday February 16, 2017. 

 

Posted February 13, 2017 

 

Question: Whether companies from Outside USA can apply for this? (like,from 

India or Canada) 

Answer: All vendor proposals that meet the scope and requirements of the RFP will 

be considered. Non-US companies can submit RFP responses – however 

the minimal expectation is that all communications occur in written and 

spoken English. 

 

Question:  Whether we need to come over there for meetings? 

Answer:  If vendor presentations are required, these would be on campus meetings 

 

Question: Can we perform the tasks (related to RFP) outside USA? (like, from India 

or Canada) 

Answer: All vendor proposals that meet the scope and requirements of the RFP will 

be considered. Non-US companies can submit RFP responses – however 

the minimal expectation is that all communications occur in written and 

spoken English. 

 

Question:  Can we submit the proposals via email? 

Answer:  No. 

 

Question: The difference in department names for the mailing addresses: what is the 

correct department name that we should be submitting everything too? 

Answer: University of Arkansas 

Business Services-Procurement 

Administration Bldg, Rm 321 

1125 W Maple St 

Fayetteville, AR  72701 
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Question: Section 9.2: Does the University of Arkansas want to insert 

ACKNOWLEDGE for every single provision/question within this 

document as well as the standard terms and conditions?  Or does the 

University of Arkansas want our response as a whole per section? 

Answer: Respondents must address each section of the RFP.  Providing response as 

a whole, per section, is fine. 

 

Question: Section 9.3: Does the University want us to include our responses within 

the document? Or provide separate pages/exhibits to address 

items/concerns (i.e. standard terms and conditions document)? 

Answer: All of your response information should be provided in the same sequence 

as its appearance in our RFP document.  Making references to separate 

pages or exhibit documents is certainly acceptable, however we ask you 

remain consistent with the numbering and chronological order as listed in 

our RFP document.  For this purpose will help streamline our evaluation 

process. 

 

Question: What does the statement below taken from section 9.4, page 10 of the MS 

word doc mean?  One copy of referenced or otherwise appropriate 

descriptive literature must accompany a submitted bid. 

Answer: Provide supporting documentation for the product/service you are 

offering, if applicable. 

 

Question: Is The Contract and Grant Disclosure and Certification Form only 

applicable to any subcontractors we are to use or is this for us to fill out? 

Answer: Good morning.  The Contract and Grant Disclosure and Certification 

Form in this case is required for the bidder to complete and submit to this 

office with the complete bid response.  However, for any subcontractor 

that you plan to engage with in relation to this project, then you are 

required to gather this completed form from that subcontractor as well. 

 

 

 



Pre-Proposal Transcript Notice (Example) 
 
 

From: Whitney Elizabeth Smith  
Sent: Wednesday, November 30, 2016 2:56 PM 
To: Brett Miller <brett.miller@highstreetit.com>; GKunik@ciber.com; PStrother@ciber.com; 
christopher.day@dlzpgroup.com; Anthony.DiSanza@cognizant.com; cdrescher@erpagroup.com; 
Dennis.Harkins@lancesoft.com; Brian.Byrne@LanceSoft.com; john.neita@addvantum.com; JCornish@dsisys.com; 
Walter.Kisner@sierra-cedar.com; Laurie.Schaffler@sierra-cedar.com; Sharon.Green@sierra-cedar.com 
Cc: Ron Neyman <rneyman@uark.edu>; Dave Dawson <daved@uark.edu>; Mary-Ann Bloss <mab4@uark.edu> 
Subject: TRANSCRIPT - RFP 624830 Pre-Proposal (Consulting Services - PeopleSoft Campus Solutions 9.2 Upgrade Partner) 
 
Participants: 
 
Attached for your record is the transcript from the mandatory pre-proposal teleconference of Tuesday, November 
29th.  This document will also be posted to the Hogbid website. 
 
At this point, and to maintain consistency with the current timeline in the RFP document, any further questions which are 
received prior to the 4:00 PM CST deadline of Thursday, December 1st will be addressed via Q&A Addendum and will also 
be posted to Hogbid, no later than December 2nd. 

 

   
 
We appreciate your interest and cooperation moving forward. 
 
Best, 
Whitney 
 
 

   
Nationally Competitive Student Centered Research Institution 
 
Whitney Smith 
Procurement Coordinator 
Business Services 
ADMN 321 
1125 W. Maple 
Fayetteville, AR 72701 
P: 479-575-5158 | F: 479-575-4158 
wesmith@uark.edu | http://procurement.uark.edu/  
 
 

mailto:wesmith@uark.edu
http://procurement.uark.edu/
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MANDATORY PRE-PROPOSAL TELE-CONFERENCE 

Consulting Services - PeopleSoft Campus Solutions 9.2 Upgrade Partner 

RFP No. 624830 

 

Tuesday, November 29, 2016 

1:00 PM CST 

 

TRANSCRIPT 

 

The purpose of this meeting was to provide a forum for vendors to obtain clarification about the RFP prior to 

preparing their responses.   

 

Participants: 

  

 Supplier   Contact Name   Email 

 

1. HighStreet IT Solutions Brett Miller   brett.miller@highstreetit.com 

2. Ciber    Gloria Kunik   GKunik@ciber.com  

     Paul Strother   PStrother@ciber.com    

3. DLZP Group   Christopher Day  christopher.day@dlzpgroup.com  

4. Cognizant   Anthony DiSanza  Anthony.DiSanza@cognizant.com 

5. ERPA Group   Cory Drescher   cdrescher@erpagroup.com  

6. Lancesoft   Dennis Harkins  Dennis.Harkins@lancesoft.com 

     Brian Byrne   Brian.Byrne@LanceSoft.com   

7. Addvantum   John Neita   john.neita@addvantum.com  

8. Dimension Systems  Jem Cornish   JCornish@dsisys.com  

9. Sierra-Cedar   Walter Kisner   Walter.Kisner@sierra-cedar.com 

     Laurie Schaffler  Laurie.Schaffler@sierra-cedar.com 

     Sharon Green   Sharon.Green@sierra-cedar.com   

    

UofA Team:  Ron Neyman, Dave Dawson, Mary-Ann Bloss, Dennis Whatley, Allen Fields, Nick Daehn, Kim Gilbert   

Procurement Coordinator:  Whitney Smith, wesmith@uark.edu 

 

Reminders / Clarifications 

 Be sure to sign all bid documents where required and submit with your proposal! 

 All participants on this call will receive the transcript which will include the information from the Q&A forum.  

Please make certain you have sent Whitney Smith an e-mail with your contact information (wesmith@uark.edu).  

Any questions related to this RFP that are received after the distribution of this Transcript will be addressed by 

Q&A Addendum and provided by email to all participants of the conference call of 11/29/16. 

 Arkansas Technology Access Clause:  As noted in the Standard Terms & Conditions Document for this RFP, 

found here http://procurement.uark.edu/_resources/documents/terms.pdf (item #22 starting at the top of page 4), 

vendors are required to comply with this request by submission of a Voluntary Product Accessibility Template 

(VPAT) with their proposal. 

mailto:brett.miller@highstreetit.com
mailto:GKunik@ciber.com
mailto:PStrother@ciber.com
mailto:christopher.day@dlzpgroup.com
mailto:Anthony.DiSanza@cognizant.com
mailto:cdrescher@erpagroup.com
mailto:Dennis.Harkins@lancesoft.com
mailto:Brian.Byrne@LanceSoft.com
mailto:john.neita@addvantum.com
mailto:JCornish@dsisys.com
mailto:Walter.Kisner@sierra-cedar.com
mailto:Laurie.Schaffler@sierra-cedar.com
mailto:Sharon.Green@sierra-cedar.com
mailto:wesmith@uark.edu
mailto:wesmith@uark.edu
http://procurement.uark.edu/_resources/documents/terms.pdf
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Questions / Answers 

 

Q: In section 10.2 of the RFP document, there’s mention of an “interactive” version of the RFP document – 

is that in addition to the three files listed on Hogbid as of 11/18? 

A: For clarity, the RFP document is provided in Word format which we consider “interactive” (versus a pdf 

file).  Therefore, and as stated in section 10.2, “Bidders can insert responses into the document provided, 

or create their own response document making sure to remain consistent with the numbering and 

chronological order as listed in our RFP document.  Ultimately, bidders must ‘acknowledge’ each section 

of our document in their bid response.” All public information pertaining to this RFP will be posted to the 

Hogbid website accordingly. 

 

Q. Whether companies from Outside USA can apply for this? (like, from India or Canada) 

A: Non-US companies can submit RFP responses.  The minimal expectation is that all communications 

occur in written and spoken English.  

 

Q. Whether we need to come over there for meetings? 

A: The expectation is that the consulting engagement will be an on-site event conducted at UA Fayetteville.  

If the respondent proposes an alternate venue they should indicate which activities will occur on-site and 

which activities will occur remotely. 

 

Q. Can we perform the tasks (related to RFP) outside USA? (like, from India or Canada) 

A: The expectation is that the consulting engagement will be an on-site event conducted at UA Fayetteville.  

If the respondent proposes an alternate venue they should indicate which activities will occur on-site and 

which activities will occur remotely 

 

Q. Can we submit the proposals via email? 

A: No 

 

Q. Is UA interested in Organizational Change Management as well as Project Change control?  If so, please 

describe the OCM services you are interested in receiving. 

A: UA is interested in OCM services as they relate to Project Change control and Project Management.  

Respondents are encouraged to include those items of OCM they evaluate to provide the best overall 

engagement experience.  

 

Q. Do you plan to use technical upgrade support from the vendor?  If so, which of the following roles will 

be needed?  Upgrader, DBA, PS System Administrator, Windows Administrator, Developer? 

A: No. 

 

Q. Does the University need extra processor or disk capacity of any sort during upgrade process? 

A: No. 

 

Q. If UA will require technical upgrade assistance, please complete the questions or validate any 

information we’ve already completed in the attached questionnaire. 

A: N/A 

 

Q. How firm is your intention to be live on 9.2 by October 16, 2017?  What is your target date to begin the 

project? 

A: Very firm go live date of October 16, 2017.  Respondents should plan for March 1, 2017 start date. 

 

Q. Is the University planning to perform the technical upgrade activities, or are you looking for the selected 

vendor to provide those services? 
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A: UA staff will perform the technical upgrade. 

 

Q. Does the University plan to allocate internal staff to support testing of the upgrade? 

A: Yes. 

 

Q. Can the University share what internal staff levels they plan to allocate to the project? 

A:  Minimum 4 technical staff and at least one lead from each functional area – minimum of 5. 

 

Q. The RFP talks about “Post-upgrade work to support the upgraded system.” Can the University elaborate 

on the expectations for this scope item? 

A: UA anticipates provisional assistance from respondents for approximately 2 weeks post go-live of 

October 16, 2017. 

 

Q. When would UArk be available to begin the project – January 3rd? 

A: Respondents should plan to begin March 1, 2017. 

 

Q. P13 – Goals and Objectives – please clarify this comment “Completed project with all deliverables by 

October 16, 2017 go-live” 

 

a. Is this intended to mean the Upgrade Planning effort to be completed by 10/17, then the upgrade 

to commence, or that the Upgrade be completed by 10/17? 

A: UA expects to be fully functional/operational on October 16, 2017. 

 

Q. Regarding qualifications regarding schools having implemented PeopleSoft Campus Solutions 9.2 – Is 

the University aware that there are schools in the process of upgrade, but there are no live 

qualifications?  Can we submit schools that are live in PeopleSoft 9.2 HCM or FSCM? 

A: Yes, we are aware that schools are currently performing the Campus Solutions 9.2 upgrade.  Yes, 

respondents can provide information regarding their experience with upgrading clients to PeopleSoft 9.2 

HCM and/or 9.2 FSCM. 

 

Q. Please clarify P 13 – Scope section details a project that stops prior to commencing the upgrade – 

Performing Fit/Gap, planning the upgrade and the upgrade project plan.  Deliverable #1 & #3 and #5 read 

as if UArk desires a proposal for an actual upgrade. 

A: UA does desire a proposal for an actual upgrade – with local staff performing the technical aspects of the 

upgrade. 

 

 

Post-Call Questions Received 

 

Q. Which firm did the original implementation of PeopleSoft Campus Solutions? 

A: Ciber 

 

Q. Is that firm bidding on this upgrade as well? 

A: Ciber representatives were on the pre-bid conference call.  No assumptions can be made regarding an 

intent to bid. 

 

Q. Will the project follow the vendor’s upgrade methodology or the University’s? 

A: UA has requested respondents supply an upgrade “plan” per the scope defined in the RFP.  UA will 

evaluate those proposals as part of the overall RFP evaluation. 
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Q. It is understood that the University is seeking primarily functional support during the upgrade.  If 

following the vendors upgrade methodology, however, would the University also like a project manager 

from the vendor? 

A: UA anticipates some level of project management services in order to clarify/interpret items on the 

requested project plan.  The decision to provide a project manager is up to the respondent.   

 

Q. Given that on today’s call, the University confirmed that they would like a rate card from the vendors for 

technical roles, would the University like vendors to include offshore rates or just U.S. domestic rates? 

A: Respondents are encouraged to provide as much information as they feel necessary to fulfill the RFP 

requirements.  Rates can vary.  However, expectations for the quality for work performed cannot vary. 

 

Q. Will UARK accept electronic signatures on the documents? 

A. Electronic and digital signatures are acceptable.  Also, agencies must submit one (1) signed original, two 

(2) signed copies, and two (2) soft copies (on CD and/or USB Flash Drive) of your response to this 

bid.  Submit bid to: 

 

University of Arkansas 

   Business Services 

   ADMN 321 

   1125 W. Maple St 

Fayetteville, AR  72701 



From: Whitney Elizabeth Smith  

Sent: Tuesday, February 21, 2017 9:14 AM 

To:  

Subject:  
Importance: High 

 

Evaluation Team: 

  

Please read this entire email.  Information contained in this email is critical to the integrity and success of the evaluation 

process.  Copies of proposals and electronic media have been certified by this office and are now available for pickup in 

ADMN 321. Please designate someone from your team pick up all copies and distribute to the committee. 

 

Documentation containing specific information and instruction about the evaluation process is attached in the following order: 

  
1) Evaluation Committee Outline Form (Protocol information from me to you – via this email).   

  

*2) Evaluation Committee Guideline Summary (Briefing of what is required of you as the evaluation team for this project - sign and 

return) 

  

3) RFP Evaluation Guidelines (General information per Office of State Purchasing) 

  

4) List of Respondents 

  

5) List of Evaluation Committee Members (sign and return) 

  
*6) Committee Confidentiality and Disclosure form (sign and return) 

  

7) Individual Evaluation Review Form (This form is required to be completed by each member for each evaluated proposal.  Once 

evaluated, please bundle all forms together, sign and return) 

 

*As for items 2 & 6 above – I have already received signed forms from each committee member. 

 

Please review each of the attached documents for compliance. Documentation of the committee’s actions throughout the evaluation 

process is critical.  Keep in mind that all committee member notes, determinations, scoring comments, memos, etc. whether written or 

electronic are to be retained as permanent documentation in the bid file and are subject to disclosures permitted under the Freedom of 

Information Act (FOIA). Use your better judgment regarding proper documentation; be specific, use ink, use strike-through method on 

any changes to your documentation throughout the process - no correction tape.  Remember – keep material confidential.  Discussion 

of any RFP shall remain among the committee members only. 

  

Once the committee has completed final evaluations, be sure to return all committee documents (as mentioned above) as well as all 

respondent CD’s, USB Flash Drives, and confidential/proprietary information to my attention to be archived. Upon the committee’s 

final determination, an official notice shall be addressed to my attention which includes the committee’s “recommendation of award.” 

 

I will be available for questions. 

 

Thank you! 

 

   

Nationally Competitive Student Centered Research Institution 

 

Whitney Smith 

Procurement Coordinator 
Business Services 

ADMN 321 

1125 W. Maple 

Fayetteville, AR 72701 

P: 479-575-5158 | F: 479-575-4158 

wesmith@uark.edu | http://procurement.uark.edu/  
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Evaluation Committee Outline Form 

 

(Bid Name) 

RFP RXXXXXX 

 

 

I. Introductions 

 Committee Members 

 

II. Procurement Contact - Whitney Smith, wesmith@uark.edu 

 A.  Intent to walk through entire procedural process. 

 B.  Answer RFP procedural questions.  

 

III. Primary Contact – (TBD)  

 

IV. Chair Person Contact – (Name, Email)  

   

V. Bid Vendor Listing 

 A.  Provide list and request that each committee member review the listing. 

 

VI. Question to Members 

A.  Does any possible conflict of interest exist between you and any of the listed 

      bidders provided to you on the listing?  (any family member associations or 

      previous/current employment associations) 

B.  Request signature of all members.   

 

VII. Committee 

 A.  Selection: 

  1.  Qualifications - Committee must consist of an uneven number of 

     members so that differences of opinion, when they occur, do not result 

     in a tie vote. 

2.  Objective - Ensure that each member is completely impartial with 

     regard to the selection of a provider(s) and has sufficient knowledge of 

     the subject matter to competently evaluate proposals.  Members should 

     have no pre-conceived point of view toward any of the responders. 

 B.  Procurement Contact Duties: 

  1.  Ensure proper procurement practices, laws and rules are followed in  

       evaluation process. 

  2.  Ensure timely execution of process. 

  2.  Provide members opportunity to review all proposals. 

  3.  Ensure that all members read all proposals. 

  4.  Develop an example evaluation score sheet to be used by all. 

  5.  Review final calculation of points for pricing, based on formula, and   

       technical scores for accuracy. 

 C.  Primary Contact Duties: 

 1.  Maintain written documentation of all committee actions and decisions 

     (considered permanent record of the bid file and must be retained). 

2.  Coordinate with Chairperson any clarifications to questions that arise 

     regarding subject matter. 

3. Set up vendor visits under certain conditions. 

mailto:wesmith@uark.edu
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D.  Chairperson Duties: 

 1.  Coordinate committee’s activities / set up meeting(s). 

 2.  Coordinate with Primary Contact any clarifications to questions that 

     arise regarding subject matter. 

3.  Collect all documentation used by the committee and provide final 

     documentation to Procurement Contact. 

4.  Average final pricing and technical scoring before handing over to     

      Procurement Contact. 

5.  Deflect interference from upper management, end users, bidders, etc. 

     Everything must remain confidential. 

 E.  Committee Member Duties:   

  1.  Must review all proposals (make notes of any deficiencies). 

  2.  Evaluate technical sections accordingly (use established criteria – 

     criteria can not be changed after bid has been opened). 

3.  Maintain written documentation of all decisions/determinations 

     (considered permanent record of the bid file and must be retained). 

4.  Provide any past performance language (any vendor performance 

     reports and other written documents on file prior to the bid opening 

     time and date, and less than three (3) years old). 

5.  Keep knowledge confidential, discussion of this RFP shall remain 

     among committee members only. 

6.  Individual scoring process, maintain written documentation of any 

     point deductions.  Document all point deductions in ink and include 

     signatures. 

7.  Rate each proposal based upon the thoroughness of the response. 

9.  Always use proper documentation (be specific, use ink, use strike- 

     through method on any changes - no correction tape). 

10.  All members must document entire meeting with any bidder, 

       including Q&A information (bidder is only allowed to address 

       specific committee questions for clarification purposes - see note     

       below). 

11. Submit an independent ranking of each proposal (the scores of each 

       committee member are then tallied by the Chairperson and averaged 

       to determine the successful respondent and ranking of all other 

       respondents). 

 

VIII. Preventing Protest 

A.  All materials including copies and originals of each proposal, committee 

      member notes, determinations, point-awarding schedule and correspondence 

      whether written or electronic is to be retained as permanent documentation in 

      the respective bid file and is subject to those disclosures permitted under the 

      Freedom of Information (FOI). Documentation will come into play and be 

      reviewed for fairness to all parties. 

B.  Qualifications of committee members are sometimes targeted. 

 

 

NOTE: Occasionally, there will be aspects of a particular proposal that require 

clarification.  In such cases, a phone call placed by an individual on behalf of 

the committee may suffice.  However, under no circumstances should any 

individual respondent be given the opportunity to submit additional information 
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without allowing all participants the opportunity to participate when applicable.  

On other occasions it may be necessary to invite a respondent to a committee 

meeting to answer questions.  It is important to ensure that any provider, invited 

to appear before the committee, understands and agrees in writing beforehand 

that the purpose of the meeting is strictly to allow members of the committee to 

seek and receive specific information for clarification purposes that will assist in 

the evaluation process.  Detailed notes, including all questions and answers, of 

any such meeting should be recorded and retained as part of the bid file. 

 

 

 



UNIVERSITY OF ARKANSAS 

EVALUATION COMMITTEE GUIDELINE SUMMARY 

FOR THE REQUEST FOR PROPOSAL PROCESS 

 

1. The U of A Procurement Office is the primary point of contact.  Committee members 

should refer all vendor questions to the procurement official.  Technical questions will 

be passed along to the committee chair by the Procurement Office for review.  The chair 

will forward answers to the procurement official, who will then post them to the U of A 

bid website for all vendors to review.  

2. All evaluation committee members must be completely impartial with regard to 

selection of a provider of services and have sufficient knowledge of the subject matter 

to completely evaluate all proposals submitted in response to the RFP. The evaluation 

committee must consist of an uneven number of members so that differences of 

opinion, when they occur, do not result in a tie vote.  

3. The chair of the committee has the responsibility of coordinating the committee’s 

activities with the U of A procurement official. 

4. Each proposal shall be received and recorded as part of the public bid opening process. 

The Procurement Office will review each proposal response to ensure that it contains 

the essential requirements necessary for the bid to be given further consideration. 

These requirements include: a) a signature on the original bid proposal and copies, b) 

the required number of copies of the proposal, and requirement of bid documents 

submitted on CD‐ROM, if applicable, c) pricing information, d) required references, e) 

required Key Personnel information, and f) general compliance with the Statement of 

Work (SOW). 

5. Evaluation committee members will be given a copy of each proposal response for their 

individual review.  All information must be kept strictly confidential. Each committee 

member shall carefully review all proposals submitted and note any deficiencies. 

Committee members must evaluate technical sections accordingly (do not deviate from 

the established evaluation criteria in the bid document).  Starting with the maximum 

number of points allowed for each evaluation section, the committee member must 

give a complete explanation of any point deductions for each proposal. Written 

documentation of the committee’s action is critical to the successful outcome of the 

process. 

6. Committee members should rate each proposal based upon the thoroughness of the 

response and the understanding the respondent has for the needs of the U of A 

expressed in the RFP.   

7. After the individual review process by each committee member, the chair shall schedule 

a meeting for all members to collectively review the proposals. This allows each 



committee member the opportunity to comment, and to have the benefit of hearing 

what the other members perceive as being the strong and weak points of each proposal.  

8. Committee members may then add additional notations to their individual assessment 

of each proposal during the full committee review of all the proposals. All notes and 

determinations made by each member will become a permanent record for the bid file. 

9. Once all proposals have been reviewed and collectively discussed, each committee 

member shall submit an independent ranking of each proposal in order of finish, first to 

last, to the committee chair.  The scores of each committee member are then tallied by 

the committee chair and averaged to determine the successful respondent. 

10. Always use proper documentation (be specific, use ink, use the strike‐through method 

for any modifications ‐ no correction tape).  All materials, including copies and originals 

of each proposal, committee member notes, determination, point‐awarding schedule 

and correspondence whether written or electronic shall be kept as permanent 

documentation in the respective bid file and is subject to those disclosures permitted 

under the Freedom of Information Act. 

  

 

 

 

Signature       _________________________                     Date________________ 

 

Print Name    _________________________ 

 

Title                __________________________ 



 

 
Office of State Procurement Guidelines for: 

 The Request for Proposal Process 
 
General: 
The following guidelines developed by the Office of State Procurement are 
for use in assembling and familiarizing a Request for Proposal (RFP) 
evaluation committee, but apply equally as well to Request for Qualifications 
(RFQ) and other procurement actions where an evaluation committee is 
appropriate to determine the ranking of vendors. The purpose of these 
guidelines is to help ensure that the committee chairperson and all 
committee members are thoroughly informed of their responsibilities and 
understand their obligations.  The guidelines emphasize the need to maintain 
written documentation of the committee’s actions and decisions.  Finally, 
following the fundamental steps outlined in this guideline will serve to limit 
delays that can result from administrative and/or legal actions initiated by 
respondents.  The OSP Buyer and/or the institution or agency procurement 
staff serves as the primary point of contact to ensure proper procedures are 
followed in the RFP evaluation process. 
 
Committee Selection:   
 
The selection of evaluation committee members is frequently dictated by 
decisions that have already been made.  The initial step in developing a request 
for proposal begins with the identification of those individuals who will contribute 
to writing the scope of work and detailing the technical requirements contained in 
the proposal.  Frequently, these same individuals also serve as members of the 
evaluation committee.  Generally, the agency or division director should make 
the decision of which staff members will make up the selection committee. 
Evaluation committee members need not be employees of the agency, but must 
be State employees. If the agency does not have employees with the knowledge 
and/or expertise with regard to the commodity or service being evaluated and the 
conditions under which they will be used, the agency will contact other State 
Agencies, Colleges and Universities or Board and Commissions for assistance.  
In special circumstances, agencies may consider the use of evaluators who are 
employees of other Governmental entities or private sector companies; however, 
the Office of State Procurement must authorize the use of such evaluators. All 
State Agencies, Colleges and Universities and Board and Commissions shall 
make a good faith attempt to ensure inclusion of minorities as voting members of 
the evaluation committee.  
 
Committees must consist of an uneven number of members so that differences 
of opinion, when they occur, do not result in a tie vote.  The primary objective in 
the selection of committee members is to ensure that each member is completely 
impartial with regard to the selection of a provider and has sufficient knowledge 
of the subject matter to competently evaluate proposals.  After the members of 



 

the committee have been selected, a chairperson is appointed.  The chairperson 
has the responsibility of coordinating the committee’s activities with the Office of 
State Procurement, the Agency Procurement Official or Procurement Agent at 
the State agency.     
 
Review of Proposals: 
 
Prior to the evaluation committee assuming its duties, each proposal received 
and recorded as part of the public bid opening process, is reviewed by the OSP 
buyer and/or the agency procurement staff to ensure that each contains the 
essential requirements necessary for the bid to be given further consideration.   
 
These elements should include but are not limited to: 

a. A signature on the bid proposal form which acknowledges the obligations 
of any contract awarded in connection with the proposal and affirming that 
the signature represents the commitment of the provider to honor the 
requirements of any such contract. 

b. A signed original of the proposal. 
c. Financial statements. 
d. The required number of copies of the proposal. 
e. Pricing information. (Usually submitted under separate cover) 
f. Required references. 
g. General compliance with the Statement of Work (SOW) 

 
Those RFPs that are not processed by OSP and/or Agency Procurement staff 
should also include, at a minimum, the elements above prior to being given 
further consideration.  
 
Committee Familiarization: 
 
After the proposals have been reviewed, the committee chairperson in 
coordination with the OSP Buyer schedules a meeting so that each member 
of the evaluation committee can be given a copy of each proposal and 
receives instructions about how the evaluation process will proceed.  This 
initial meeting includes a representative from the OSP and agency 
procurement staff.  Their purpose in attending is to go over the proper 
procedures in the evaluation process, answer questions and make sure that 
committee members understand their roles and responsibilities.  The 
chairperson must stress the importance of keeping the work of the 
committee, including all information about respondents, their proposals and 
the evaluation process, confidential.  To aid in reviewing proposals, the 
chairperson develops an evaluation form that can be distributed and used as 
a guide by committee members.  Generally the form includes a list of the 
criteria included in the original solicitation along with the corresponding 
maximum number of points that can be awarded.  The evaluation form may 
also include a set of questions or statements related to the technical aspects 



 

of the proposal.  In the process of finding answers to these questions, each 
committee member will need to carefully read each proposal and note 
whether the respondent has completely and satisfactorily addressed the 
requirements.  Committee member orientation also includes information 
about the awarding of points and the need to document, in writing any point 
deductions.  Members should be instructed to carefully review each proposal 
and make notes of any deficiencies.  Written explanation of any point 
deductions is critical to the success of the committee’s function.  Committee 
members should also be instructed to rate each proposal based upon the 
thoroughness of the response and the understanding the respondent has to 
the needs expressed in the RFP.  Before the meeting is adjourned, the 
committee chairperson should announce the time, date and place of the next 
meeting, and remind members to come prepared to discuss each proposal in 
detail.  Written documentation of the committee’s actions is critical to the 
success of the process.  
 
Committee Evaluation: 
In subsequent meetings, the Committee Chair must ensure that members of the 
committee have each read and completed an individual assessment of each of 
the proposals.  Proposals are selected at random and reviewed collectively by 
the entire committee.  This allows each committee member the opportunity to 
comment, and to have the benefit of hearing what other members of the 
committee perceive as being the strong and weak points of each proposal. 
Committee members may add additional notations to their individual assessment 
of the proposals during the full committee review of all proposals; however, all 
notes and determinations made by each member are considered a permanent 
record of the bid file and must be retained.  Occasionally, there will be aspects of 
a particular proposal that require clarification.  In such cases, a phone call placed 
by a member of the evaluation committee on behalf of the committee may 
suffice.  However, under no circumstances should any individual respondent be 
given the opportunity to submit additional information without allowing all 
participants in the procurement to participate. On other occasions it may be 
necessary to invite a respondent to a committee meeting to answer questions.  It 
is important to ensure that any provider, invited to appear before the committee, 
understands and agrees in writing beforehand that the purpose of the meeting is 
strictly to allow members of the committee to ask for and receive specific 
information that will assist in the evaluation process.  Detailed notes, including all 
questions and answers, of any such meeting should be made and retained as a 
part of the bid file.  The OSP buyer or the agency procurement staff should be 
available to answer questions and provide guidance on the process.  They are 
not, as a general rule, members of the evaluation committee.  They are there to 
ensure the integrity of the process.   
 
Committee Recommendation: 
Once all proposals have been reviewed for technical merit, the job of the each 
committee member is to submit an independent ranking of each proposal 

wesmith
Highlight



 

submitted and rank each proposal in order of finish. The scores of each 
committee member are then tallied by the committee chair and averaged to 
determine the successful respondent and ranking of all other respondents.  Many 
requests for proposals are issued with instructions requiring respondents to 
submit pricing information in separate sealed envelopes.  The purpose of this 
practice is to maintain the integrity of the evaluation process by allowing the 
evaluation committee to focus entirely on the technical merits of the proposals.  
Only after all proposals have been reviewed and evaluated, are pricing 
schedules exposed.  Points for pricing are calculated, based upon a predefined 
formula, and added to the technical score.  Total points determine the order of 
finish. 
 
Disposition of Records: 
All materials including copies and originals of each proposal, committee member 
notes, determinations, point-awarding schedule and correspondence whether 
written or electronic is to be kept as permanent documentation in the respective 
bid file and is subject to those disclosures permitted under the Freedom of 
Information (FOI).  Unmarked copies of each proposal are not required to be kept 
as part of the bid file.  The Office of State Procurement maintains, as a 
permanent part of the bid file, all evaluation records for those bids for which we 
have responsibility.  Agency and Institution procurement staff must provide to the 
OSP Buyer those records necessary to complete the file. 
 
Assistance with the Process: 
The OSP staff is always available to provide guidance and assistance on the 
entire RFP process which includes guiding agency staff through the 
evaluation process.  Please call prior to initiating the Procurement process 
(RFP, RFQ etc).  The OSP staff will meet with the agency staff and/or the 
procurement staff to answer questions and provide guidance on the conduct 
of the process.  It is always a good policy to request assistance prior to 
initiating a procurement action rather than after mistakes may have been 
made. 
 
Responsibility of OSP Buyer:  
The OSP buyer is the primary point of contact for a procurement process initiated 
by OSP on behalf of all State agencies and/or institutions of higher education.  
That means the OSP buyer is responsible for the timely execution of the process; 
conducting the initial meeting of the evaluation committee, review of the 
evaluations, ensuring that the requesting agency full-fills their requirements in a 
timely manner; control of the evaluation process and ensuring that both the 
Procurement Law and Rules and sound procurement practices are followed.  The 
buyer has full authority to require any actions necessary by the agency staff to 
ensure the integrity and proper execution of the procurement process. 
 
 
 
June 13, 2007 v4  
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(Bid Name) 

RFP RXXXXXX 

 

RFP Due Date: M/D/Y, 2:30 P.M. CST 

 

 
Proposals received and certified by deadline: 

 

1.  

 

2.  

 

3.  

 

4.  

 

5. 
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Committee Members 

 

(Bid Name) 
RFP RXXXXXX 

 

 

There are no existing conflicts of interest between committee member and respondents of this RFP. 

 

 

Name / Email     Signature    Date 

 

 

 

_____________________________  ____________________  __________ 

 

_____________________________  ____________________  __________ 

 

_____________________________  ____________________  __________ 

 



CONFIDENTIALITY OF INFORMATION AND DISCLOSURE FORM 
FOR RFP/RFQ EVALUATION TEAM MEMBERS 

 
UAF RFP # XXXXXX                                   RFP Opening Date: MM/DD/YYY 
 
The Evaluation Team member shall have no financial interest, ownership 
interest, employee interest, personal interest or seeking employment with any of 
the respondents or related parties, including identified subcontractors or vendors, 
submitting proposals for this Request for Proposal (RFP). 
 
In the performance of carrying out the responsibilities of evaluating the 
proposals, each Evaluation Team member will receive proposals from 
respondents.  The Evaluation Team members shall treat all information as 
confidential and shall not use any information so obtained in any manner except 
in the evaluation meetings for the proper discharge of his/her obligations as an 
evaluator. 
 
From the issue date of the RFP until a successful respondent is selected and the  
selection is announced, Evaluation Team members shall not communicate with  
any respondent or related party about this or any related procurement.  All 
communications must be directed to the Team Chairperson. 
 
In an effort to protect the integrity of the evaluation process, the proposals and 
any amendments, as well as all reference checks, shall not be disclosed to 
anyone not participating in the evaluation process.   Although the proposals are 
subject to the Arkansas Freedom of Information Act (FOIA), there may be 
information that may not be disclosed under the FOIA. 
 
This is to certify to the best of my knowledge and belief, I have no financial 
interest, ownership interest, employee interest, personal interest or 
seeking employment with any of the respondents submitting proposals for 
this RFP and I comply with all of the above stipulations. 
 
 
 
Signature  _______________________       Date ___________________ 
 
Name:      _______________________ 
 
Title:        _______________________ 
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Individual Evaluation Review Form 

 
(Bid Name) 

RFP RXXXXXX 

 
A review form shall be completed by each committee member for each proposal reviewed.  

Vendors shall receive the total points possible (100) unless clear documentation is provided on this 

form justifying any deduction of points.  (This is an example form, variations are acceptable) 
 

 

Name of Vendor ________________________________ Overall Score Total ______/100 

 

 

It is the intent of the University to award an Agreement to the respondent(s) deemed to be the 

most qualified, who submits the best overall proposal based on an evaluation of all responses. 

Selection shall be based on UA assessment of the vendor’s ability to provide adequate service, as 

determined by the evaluation committee elected to evaluate proposals. The University of 

Arkansas reserves the right to reject any or all Proposals or any part thereof, to waive 

informalities, and to accept the Proposal or Proposals deemed most favorable to the University of 

Arkansas. Where contract negotiations with a respondent do not proceed to an executed contract 

within a time deemed reasonable by UA (for whatever reasons), UA may reconsider the 

proposals of other respondents and, if appropriate, enter into contract negotiations with one or 

more of the other respondents. Proposals shall remain valid and current for the period of 90 days 

after the due date and time for submission of proposals. Each response will receive a complete 

evaluation and will be assigned a score of up to 100 points possible based on the following 

items: 

 

 

Criteria A:          Maximum 30 Points 

 

Complete/Thorough Proposal       Score Total     
 

Agency with the highest rating shall receive thirty (30) points.  Points shall be assigned based 

on factors within this category, to include but are not limited to: 

 

 Understanding of the nature of the project 

 Detailed proof of all requested qualifications and specified services 

 

 

Criteria B:          Maximum 10 Points 

 

Agency History and Past Performance     Score Total     

 

Agency with highest rating shall receive ten (10) points.  Points shall be assigned based on 

factors within this category, to include but are not limited to: 

 Agency Overview 

 Relevant Experience 

 Quality and Assessment of previous performance 

 References 

 



 

  Created by W. Smith - 2005  

 

 

Criteria C:          Maximum 10 Points 

 

Project Timeline         Score Total    

 

Agency with highest rating shall receive ten (10) points.  Points shall be assigned based on 

factors within this category, to include but are not limited to: 

 

 Capacity to complete the project within realistic timeframe as specified in this RFP 

 

 

Criteria D:          Maximum 10 Points 

 

Support Services         Score Total    

 

Agency with highest rating shall receive ten (10) points.  Points shall be assigned based on factors 

within this category.  

 

 

Criteria E:          Maximum 40 Points 

 

Cost            Score Total    

 

Agency having best value pricing shall receive forty (40) points.  Remaining bids shall receive 

points in accordance with the following formula: 

 

(a/b) x c = d 

a = lowest cost bid in dollars  

b = second (third, fourth, etc.) lowest cost bid  

c = maximum points for Cost category (40) 

d = score allocated to bid 

       

Additional Evaluation Comments 

 

 

 

 

 

 

 

 

 

 

Name of Reviewer (Sign)         Date Reviewed    



From: Whitney Elizabeth Smith  
Sent: Wednesday, March 01, 2017 11:05 AM 
To: valada@involvio.com 
Cc: Steve Nolan <smnolan@uark.edu> 
Subject: REQUEST FOR CLARIFICATION - RFP 631253 Student Engagement Software System (Involvio) 
Importance: High 
 
Mr. Chris Valada, 
 
On behalf of the evaluation committee, this request for clarification is issued to Involvio with the intent 
to seek clarity regarding the following areas of your proposal: 
 

 Can you provide a service agreement that would span 7 years? What are the costs for each 
year? 

 Does your software allow for offices to have access only to their organizations? 

 Can you provide logic flow charts of basic functionality within the software such as form 
approval process? 

 Are you ADA compliant? 

 Do you connect to outside agencies to log volunteer hours? Can agencies create volunteer hours 
and tasks? 

 Do you offer a mobile check-in to events? 

 Does the 15% discount apply to only the first year or the entire length of the relationship with 
UAF? 

 What would happen to the cost if we exceeded the 26,000 FTE? 

 Does non-FTE count against our 26,000 total? 

 Can you export the calendar/events from the software to a personal calendar? 

 Do you offer Service Learning tracking in the software? 

 Does the co-curricular transcript offer an export to a resume? 

 What would training look like for our institution? 
 
To ensure the integrity of the process, by responding to this request the respondent understands and 
agrees that the purpose of this correspondence is strictly to allow members of the committee to ask for 
and receive specific clarification that will assist in the evaluation process.  This is not an official request 
for Best and Final Offer. 
 
Response to this request is due by 2:00 PM CST on Monday, March 6, 2017.  Please respond directly to 
Whitney Smith wesmith@uark.edu by said deadline. 
  
Thank you for your cooperation. 

 
 

   

Nationally Competitive Student Centered Research Institution 
 

Whitney Smith 
Procurement Coordinator 
Business Services 
ADMN 321 
1125 W. Maple 
Fayetteville, AR 72701 
P: 479-575-5158 | F: 479-575-4158 
wesmith@uark.edu | http://procurement.uark.edu/  

mailto:wesmith@uark.edu
mailto:wesmith@uark.edu
http://procurement.uark.edu/


From: Whitney Elizabeth Smith  
Sent: Friday, April 07, 2017 10:12 AM 
To: Adam Oas <adam@tmtel.com> 
Cc: Clayton E. Hamilton <claytonh@uark.edu> 
Subject: Request for Best and Final Offer - RFP 629583 Archive Asset Management System (TM) 
Importance: High 
 
Adam, 
 
On behalf of the selection committee for the above captioned RFP, this request is sent to your attention 
in anticipation of your Best and Final Offer.  Please find the attached document and respond accordingly 
by 2:30PM CST on Monday April 17, 2017. 
 
Thank you for your cooperation.  
 
 

   

Nationally Competitive Student Centered Research Institution 
 

Whitney Smith 
Procurement Coordinator 
Business Services 
ADMN 321 
1125 W. Maple 
Fayetteville, AR 72701 
P: 479-575-5158 | F: 479-575-4158 
wesmith@uark.edu | http://procurement.uark.edu/ 

mailto:wesmith@uark.edu
http://procurement.uark.edu/


UNIVERSITY OF ARKANSAS  BEST AND FINAL OFFER 
SUBMIT BID TO: Business Services - Procurement BU: ATHL Bid Number: 629583 

 Administration Bldg, Rm 321 Buyer: Whitney Smith   

 1125 W Maple St Offer Due Date: 4/17/2017 Time: 2:30 PM CST 

 Fayetteville, AR 72701  
(479) 575-2551 

Bid Description: Archive Asset 
Management System 

  

 

 
INSTRUCTIONS TO BIDDERS: 
 
This official bid sheet must be signed by an official of the responding party authorized to bind the respondent to a 
resultant contract.  Responses to this official request for Best and Final Offer (BFO) must be submitted in a 
sealed package with Bid Number clearly visible on the outside of the package.  Bidders must submit one (1) 
signed original, one (1) signed copy, and two (2) electronic copies of their BFO (on CD or USB Flash drive). 
 

Submit offers to the physical address stated above, 
to be received no later than 2:30PM CST on April 17, 2017. 

 
Please note:  The date and time stated herein is the absolute latest offers will be accepted.  Offers received after 
this time will not be considered.  Offers will not be accepted via email or fax.  University of Arkansas reserves the 
right to reject any and all offers. 
 
Name (Type or Print):       Title: 
 
                  Signature:       Date:  

 
 

PLEASE PRINT OR TYPE: 
 

Company Name:   Phone:  

Address:     

   Fax:  

     

City:   EMail:  

State:   Web Site:  

Zip Code:     

 
 
 

ATTENTION BIDDER: 
 
Bidders receiving this request for BFO shall respond accordingly.  Responses will be evaluated and a 
final decision will be recommended by the evaluation committee based on the results.  Bidder questions 
regarding all procurement matters should be submitted via email to Whitney Smith, Procurement 
Coordinator, wesmith@uark.edu. 
 
 
OBJECTIVES: 
 
The University’s objective in issuing this request for BFO is to bring the project closer to budget 
expectations and to secure clarification of your earlier offer.  Bidders receiving this request must submit 
their BFO for the project as outlined in the original RFP while incorporating any additional clarifications 
as requested through this document. 

mailto:wesmith@uark.edu


TERMS AND CONDITIONS: 
 

1. All terms and conditions, information, and offers submitted by the vendor under RFP #629583 
on 2/2/17 remain valid unless otherwise stated in this document.  By signing above, the bidder 
certifies this to be true. 

2.  Bidders must complete and submit information contained in this document in order to be 
considered responsive to this request for BFO. 

3. Bidders may submit inquiries concerning this request for BFO to Whitney Smith, via email.  
Responses to questions will be returned via email.  Only written questions and clarifications 
will be considered formal and binding to the University.  Oral discussions are considered 
informal and will not be considered in evaluation. 

4. Offers submitted will become part of the RFP response to the University of Arkansas.  Bidders 
must submit their BFO as instructed in this document.   

 
BFO Request Release Date:  April 7, 2017 
BFO Due Date/Time:   April 17, 2017 2:30 PM CST 
 

5. Bidders shall respond to this BFO request by carefully reviewing any requested changes 
described in this document and by providing adjusted pricing (refer to sections 6 and 7 below).  
Bidders shall insert their adjusted pricing in each section of the table below. The pricing must 
contain the detailed costs of each component. Prices must be kept firm for at least sixty (60) 
days after the BFO Due Date specified in this document.  This pricing will be included in the 
costing evaluation.  If a bidder declines to adjust their pricing in any way, then that bidder’s 
original response will be the only response considered and evaluated in this process.  By 
submitting a response to this BFO request, the bidder certifies its confidence in successful 
completion of the project under the terms of its response. 
 

6. Requested Changes/Clarifications 
 
As part of the BFO request, the evaluation committee requests the following 
changes/clarifications to be provided as part of your BFO response, for fair comparison: 
 

A. Include storage as Sony ODA with a minimum space of 500TB. 
B. Include Premiere Connector licenses for direct access to the archive system for a 

minimum of 10 stations. 
C. Include Premiere Connector licenses so Premiere editors can access the legacy 

Interplay PAM environment for a minimum of 10 stations. 
D. Include Interplay automation to make retrieved assets from the archive system 

available without a person to import them manually thru Media Composer. 
E. Include an automated encoding system that can transcode the content from the capture 

station as well as batch transcoding of Dreamcatcher Replay assets and various video 
assets exported from Premiere and Media Composer. 

F. Within the public facing Media Management System include the ability to send links to 
files for external clients to download via a web interface. 

G. Include all servers that are necessary to operate this system in the pricing. 
H. Include a service that will allow the University to generate proxy clips of all media that is 

being sent to archive so that all assets remain in a low-resolution format on new ISIS or 
Nexus storage. This solution should allow all media to remain usable so editors can 
continue to use archived footage and generate content as the full resolution version of 
the clips restore back to the Interplay PAM system. The service then must have a 



method to replace the low-resolution clips with the high-resolution versions as they 
become available.  

I. Include an Interplay system upgrade that will allow clips to play within the Interplay 
Access software window. 

J. Include two content capture stations with automated signal verification to encode 
legacy media for loading into the system. One station will be housed at the University 
and the other at a location offsite. The offsite location will need to capture and tag 
media into files to be transported back to the University for loading into the archive 
system. 
 

7. BFO PRICE SHEET 

Complete the bid cost sheet below.  If pricing is dependent on any assumptions that are not 
specifically stated on the Official Price Sheet, please list those assumptions accordingly on a 
separate spreadsheet and show detailed pricing.  Any additional pricing lists should remain 
attached to the Official Price Sheet for purposes of accurate evaluation: 

ITEM QTY DESCRIPTION PRICE EACH TOTAL  

1   Equipment $ $  

2   Installation / Integration $ $  

3   Implementation $ $  

4   Support Services $ $  

5   Annual Maintenance $ $  

6  Contingency/Other $ $  

Grand 
Total 

      $ 
 

 
Note:  The University will not be obligated to pay any costs not identified in the 
offer submitted.  Any cost not identified by the respondent, but subsequently 
incurred in order to achieve successful operation of the service, will be borne by 
the respondent. 



 

Division of Student Affairs 
  

1 

  
 

325 Administration Building • Fayetteville, AR 72701 • 479-575-5007 • studentaffairs.uark.edu 
The University of Arkansas is an equal opportunity/affirmative action institution. 

 

 
 
 
Whitney, 
 The evaluation committee has completed the review and evaluation of proposals for the 
student engagement software under RFP 631253. Proposals were received from the following 
vendors: 
 

1. Involvio, LLC 
2. Campus Labs 

 
The committee recommends the award for the student engagement software to Campus Labs. 
Campus Labs received the highest score and provided the best services that will provide the 
most benefit to our students and the University of Arkansas. 
 
Evaluation forms and supporting documentation have been forwarded to your office.  
 
The committee wishes to thank each respondent for their interest in doing business with the 
University of Arkansas, and for their efforts in responding to the RFP. 
 
Thank you for your Assistance with this RFP process. 
 
Sincerely, 
 
 
 
Steve Nolan 
Director of Assessment and Planning 
University of Arkansas 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Division of Student Affairs 
  

2 

  
 

325 Administration Building • Fayetteville, AR 72701 • 479-575-5007 • studentaffairs.uark.edu 
The University of Arkansas is an equal opportunity/affirmative action institution. 

 

 
 

 
 
 

  Campus Labs Involvio 

Flo 

Criteria A 50 40 

Criteria B 30 15 

Criteria C 10 20 
 

   

Lori 

Criteria A 50 20 

Criteria B 30 20 

Criteria C 10 20 
 

   

Steve 

Criteria A 50 35 

Criteria B 20 20 

Criteria C 10 20 

    

Total  260 210 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

           Whitney Smith           4/4/2017



From: Whitney Elizabeth Smith  
Sent: Wednesday, May 27, 2015 10:09 AM 
To:  
Cc:  
Subject: Intent to Award - RFP Number – RFP Name  
Importance: High 
 
Respondents: 
 
Please find attached the University of Arkansas official notification of intent to award.  For reference 
purposes, we are also in the process of posting this notification to our Hogbid website: 
http://hogbid.uark.edu/. 
 
 

   

Nationally Competitive Student Centered Research Institution 
 

Whitney Smith 
Procurement Coordinator 
Business Services 
ADMN 321 
1125 W. Maple 
Fayetteville, AR 72701 
P: 479-575-5158 | F: 479-575-4158 
wesmith@uark.edu | http://procurement.uark.edu/  

 

http://hogbid.uark.edu/
mailto:wesmith@uark.edu
http://procurement.uark.edu/
wesmith
Text Box
III. AWARD PHASE



 

321 Administration Building, Fayetteville, Arkansas 72701 
Phone: 479.575.2551    Fax: 479.575.4158 

          
 
 
[MM/DD/YYYY] 
 
 
RE:  Intent to Award - RFP Number – RFP Name 
 
 
To All Respondents: 
 
The University of Arkansas Procurement division has received the official recommendation of award 
from the evaluation committee elected to review the proposals requested for [RFP Name].  The 
proposal due date was [Month Day, Year].  The University received [number (#)] certified responses.  
Upon the results of the committee evaluation, the recommendation for award extends to [Name of 
Awardee]. 
 
Respectfully, this letter of “Intent to Award” serves as notification that contract negotiations will 
commence with [Name of Awardee] with the ultimate goal of a Purchase Order/Contract to be issued by 
the University of Arkansas. 
 
The University of Arkansas is thankful for the attention of each respondent, and for the time and effort 
expended in responding to the RFP.  We encourage and appreciate the participation of our vendor 
community.  Thank you for your interest and participation. 
 
Best Regards, 
 

 
 
Whitney Smith 

Procurement Coordinator 
Business Services 

ADMN 321 

1125 W. Maple 

Fayetteville, AR 72701 

P: 479-575-5158 | F: 479-575-4158 

wesmith@uark.edu | http://procurement.uark.edu/ 

 

http://www.uark.edu/
mailto:wesmith@uark.edu
http://procurement.uark.edu/


From: Whitney Elizabeth Smith  
Sent: Tuesday, April 04, 2017 2:27 PM 
To:  
Cc:  
Subject: Bid Award - RFP Number – RFP Name 
Importance: High 
 
[Address bidder contact], 
 
Congratulations!  We are pleased to announce [Name of successful bidder] as the successful awardee of 
[RFP Number and Name].  The attached letter serves as official notification that contract negotiations 
shall commence between [Name of successful bidder] and the University with the ultimate goal of a 
final executed Purchase Order/Contract. 
 
Along with your offer signed and dated [MM/DD/YYYY] by [Signature Name], please work with [UA 
Department Contact Name and Title] (included here) towards a final executed contract.  If you have a 
copy of your standard contract to provide then that will be a helpful start.  Please keep in mind the 
contents of the RFP considering the stipulations in your contract which we may need to edit. 
 
Thank you!  We look forward to a productive and successful relationship. 
  
Best, 
Whitney 
 
 

   

Nationally Competitive Student Centered Research Institution 
 

Whitney Smith 
Procurement Coordinator 
Business Services 
ADMN 321 
1125 W. Maple 
Fayetteville, AR 72701 
P: 479-575-5158 | F: 479-575-4158 
wesmith@uark.edu | http://procurement.uark.edu/  
 

 
  
 

mailto:wesmith@uark.edu
http://procurement.uark.edu/


 

321 Administration Building, Fayetteville, Arkansas 72701 
Phone: 479.575.2551    Fax: 479.575.4158 

 
 
 
[MM/DD/YYYY] 
 
 
 
Via EMail:  [successful bidder email address] 
 
[Bidder contact name] 
[Bidder company name] 
[Bidder full address] 
 
RE:  Bid Award - RFP Number – RFP Name  
 
[Address bidder contact], 
 
Congratulations!  The University of Arkansas is pleased to announce [Name of successful bidder] 
as the successful awardee for the above captioned RFP. 
 
This letter serves as official notification that contract negotiations shall commence between 
[Name of successful bidder] and the University of Arkansas [Department Name] with the 
ultimate goal of a final executed Purchase Order/Contract for this transaction. 
 
We look forward to a productive and successful relationship. 
 
Sincerely, 
 

 
 

   

Nationally Competitive Student Centered Research Institution 
 

Whitney Smith 
Procurement Coordinator 
Business Services 
ADMN 321 
1125 W. Maple 
Fayetteville, AR 72701 
P: 479-575-5158 | F: 479-575-4158 
wesmith@uark.edu | http://procurement.uark.edu/ 

http://www.uark.edu/
mailto:wesmith@uark.edu
http://procurement.uark.edu/


DATA ANALYST 
PERFORMANCE STANDARDS & RESPONSIBILITIES 

The Data Analyst is responsible for submitting financial reports (including Act 557 documentation), 

overseeing contract administration, and managing the University of Arkansas’s fleet of vehicles. 

• Use outlined University Processes and Procedures to obtain Financial Data to comply with the 

reporting requirements of Arkansas Act 557. The reporting process requires Extensive 

Knowledge and Experience in the collection of data, as well as the Manipulation and 

Warehouse Extraction of data to obtain the financial information necessary to prepare 

Financial Reports. Additional Knowledge and Hands On Experience with electronic forms 

Design and Maintenance is required. The data collection and reporting process requires 

frequent review of various data processes and procedures to enable the institution to fully 

comply with Arkansas Act 557 requirements. 

 

• Provide Information and Reporting Best Practice Processes and Procedures to departments 

when requested. Assist Departments with Report Creation and Respond to Requests for 

Customer Service assistance related to training of campus personnel in the Preparation of 

necessary Monthly, Quarterly, Semi-annual and Annual reports. 

 

• Assist Departments in compiling complex Vendor Performance Reports (VPR) required by 

Arkansas Act 557. Additional assistance may be requested by individuals to respond to 

important Data Warehouse and Financial Questions, and reporting processes when requested. 

Additional support of various general office Processes and Procedures may be Required and 

Requested. 

 

• Fleet Manager for University of Arkansas Fayetteville and University of Arkansas Division of 

Agriculture Cooperative Extension Service located in Little Rock, AR. Oversees procurement 

and reporting as it relates to the fleet and partners with Transit and other university 

departments to communicate and resolve equipment and preventive maintenance issues.  

The Fleet Manager notifies Departments of Requirements to Compile and Submit Vehicle 

reports on a Quarterly basis by the deadline date so information may be reported to the 

Department of Finance and Administration. 

 

• Adequately and competently handles day-to-day tasks and duties in an efficient and timely 

manner. Maintains work relationships with departments, organizations and the general public 

in a very diplomatic, friendly and personal approach. Completes special projects and 

assignments in a satisfactory timeframe, initiates and completes tasks and duties that relate to 

partnership activities and events. Specific measures of this standard include: weekly meetings 

with supervisor to discuss specific progress. 

 

• Provides information, assistance and clarification to interested parties concerning 

agency/institution programs, policies and procedures. Maintains work relationships with 

departments, organizations and the general public in a very diplomatic, friendly and personal 

approach. Specific measure of this standard include: no valid complaints from partnership 

participants or university departments. 

 



REPORTING CHECKLIST 

The Data Analyst is responsible for submitting various monthly and quarterly reports. After 

each report is completed/submitted, the Data Analyst should document the date it was 

submitted on the Reporting Checklist printout. 

 

 

 

 

 

 

 

 

 

 



ACT 557 REPORTING GUIDELINES & FAQs 

Act 557 is available to view online at: 

https://procurement.uark.edu/_resources/documents/Act557.pdf. 

 

https://procurement.uark.edu/_resources/documents/Act557.pdf


 

 

Technical and General Services: 

(34)  (A) “Technical and General Services” means:  

(i)  Work accomplished by skilled individuals involving time, labor, and a degree of expertise, in which 

performance is evaluated based upon the quality of the work and the results produced;  

(ii)  Work performed to meet a demand, including, but not limited to, work of a recurring nature that 

does not necessarily require special skills or extensive training; or  

(iii)  The furnishing of labor, time, or effort by a contractor or vendor, not involving the delivery of any 

specific end product other than reports that are incidental to the required performance.  



 

 

 

 

 



 

 

 

Exemptions 

 



 

 

 

 

 

 

 

 

 

 



DATA ANALYST: MONTHLY REPORTS 
EMERGENCY PURCHASE ORDER REPORT 

 

 

 

Write current/today’s date at top of form 

 

Fill in “month of _______, 20_______” for the appropriate reporting period 

 

Select Negative Report 

 

Fax to OSP 

• 9-1-501-324-9311 

• Redial/Pause 

• 99235 (long distance code) 

• Start 

Attach fax confirmation page to actual report 

 

 

 

 

 



PRINTING DELEGATION ORDER REPORT 

*Compile all bid package POs via the emails/documents from Bid Clerk  

Make simple chart in Excel showing each bid w/ Vendor, Items Purchased, PO#, Recycled, and Virgin 

columns and then print 

(NOTE: The dollar amounts should equate to the entire PO Amount on the printed purchased orders, 

per Linda Fast.) 

 

 
 

http://www.dfa.arkansas.gov/offices/procurement/Documents/printingDelegation.pdf  

Procurement  Forms/Reporting  Printing Delegation Report 

 

 

http://www.dfa.arkansas.gov/offices/procurement/Documents/printingDelegation.pdf


 

Save As: YYYY-MM Delegation Report 

 

Print Form  

Submit by E-mail  

• Options > Request a Delivery Receipt  

• CC: kmtanner@uark.edu  

Send 

 

 

mailto:kmtanner@uark.edu


RECYCLED PAPER REPORT 

*Make sure that Delegation Report is completed first. 
*Based on three sources that should be copied into separate sheets in one Excel file: 

1. PMC email (Melissa Couch – mcouch@uark.edu or 479-575-6064) 

2. Staples email (Paul Kuehn – paul.kuehn@staples.com) 

3. Delegation Printing Report + Recycle report emails (Bid Clerk) 

 

Create an Excel sheet with four sheets named: Summary, PMC, Staples, Delegation/Recycle 

 

PMC – create total for Recycled and Non-Recycled 

 

 

 

 

 

 

 

 

 

 

mailto:mcouch@uark.edu
mailto:paul.kuehn@staples.com


Staples 

 

Delegation & Recycle Emails from Linda H. 

Include all POs from Linda Hickman, including delegation report and emails regarding Recycled Paper 

Report 

 

 

 

 



SUMMARY 

 

http://www.dfa.arkansas.gov/offices/procurement/Pages/RecycledPaperReport.aspx or  

Procurement  Forms/Reporting  Recycled Paper Report 

Agency Name:    UofA Fayetteville 

Agency Number:   135 

Category:   HE (Institutions of Higher Education)  

Agency Contact Name:   Kallie Tanner 

Phone Number:  479-575-8481 

Reporting Period:   Select Month and Year  

 

Purchases utilizing ALL-STATE Contracts 

Contract Number:   Leave blank 

Virgin Paper Amount:  PMC+Linda Hickman virgin totals 

Recycled Paper Amount:  PMC+Linda Hickman recycled totals 

 

Purchases from all other sources 

Virgin Paper Amount: Staples virgin total 

Recycled Paper Amount: Staples recycled total 

http://www.dfa.arkansas.gov/offices/procurement/Pages/RecycledPaperReport.aspx


 

 

Submit and Print  

Print all Excel sheets and staple to Recycled Paper Report confirmation 

 

 

 

 

 

 

 

 

 

 

 

 



BLANKET PO INVOICE REPORT 

 

 

$10,000+ Open SAS program > Ctrl + O (File/Open Project) > Servers > SAS Folders > Departmental 

Projects and Report Folders > AVCB EG Project > Procurement > Invoices against blanket 

pos.egp 

*Review the subtotals on .PDF 

$2,500+ Open SAS program > Ctrl + O (File/Open Project) > Servers > SAS Folders > Departmental 

Projects and Report Folders > AVCB EG Project > Procurement > Invoices on blankets 

over 2500.egp 

*Review PO amounts in Excel 

 

Run > Run Project> Enter_Beginning_Invoice_Date and Enter_Ending_Invoice_Date to match first and 

last days of the month being reported on 

 

Results  

• PDF tab> Ctrl + Shift + S (Save As)> YYYY-MM Blanket Invoice POs 

• Input Data, Copy/Paste into Excel, add headings as needed 

• Copy/Paste into “Blanket Invoice PO-Monthly Audit” Excel log 

 

 

 
 

 



• To edit the types of blanket POs that should appear on the SAS report:  

▪ R-click on Open Blanket POs Icon in query field> select Modify> Filter Data tab> 

double-click the desired “Where” row that needs to be edited> make changes> Save 

and Close 

 

 

 
 

Look at Vendor Invoice Amount; any totals that are over $2500 amount should be verified against 

image in WebBASIS (Administrator Menu > Purchasing Menu > Invoices > View AP Invoices) or 

Perceptive Content  

Any Blanket PO Invoices $2500+ on the report that do not match the Image description in 

WebBASIS/Perceptive should be reported to the appropriate Procurement Coordinator via email so 

they can speak with the department about “best practices” 

 

Any Blanket PO Invoices that are $10K+ should be reported to Procurement Coordinator, unless the 

vendor is under contract or has a standing exempt order 

 

 

 

 

 

 



ACT 557: UNVA135.F01 CONTRACT MASTER VENDOR LIST REPORT 

Documents needed for Act 557 contract spend and vendor list reports:  

• SAS Report on VWR expenditures – Data Analyst  

• RazorBuy PO Spend – Data Analyst  

• Personal/T-Card Car Rental Report –Grace Henderson 

• BASIS T-Card Car Rental Report – Polly Parnell  

To check for new vendors** (only required if there are new ones) 

• Catalogs on RazorBuy homepage 

• Consortium lists – Tips/Taps, E&I  

• Contract Expiration Date Excel file (all TCS and PGS) 

 

Excel  

Create Excel file named 201_-MM MasterVendorList w/ following column names:  

 

 

 

 

 

 

 

 



1. Record Type:   1 (for contracts)   

2. Business Area:   A135 

3. Contract Number:   Agency contract # 

4. Contract Line Item #:  1 

5. Your Reference:   Agency contract # again 

6. Description:    Free form text describing contract 

7. Begin Date:    First date orders can be placed  

8. End Date:    Last date orders can be placed 

9. Total Projected Cost:   For direct POs, enter sum of PO Line Amounts  

10. Vendor Name:    from W-9 

11. Vendor PO Box   (if applicable; if N/A, type “0”) 

12. Vendor Street:    

13. Vendor City:    

14. Vendor Street Zip:   

15. Vendor PO Zip:   (if applicable; if N/A, type “0”) 

16. Contact Name:    Kim Williams 

17. Contact Phone:    479-575-4900 

 

• Select all and change Number Format to Text 

• Copy and paste sheet into Non-Ascii site > Select “Remove Diacritics” 

• Copy the new text from Non-Ascii site to Sheet2 in Excel and save > Select “Erase” on site 

 

Access 

• Blank desktop database 

• File Name: 201_-MM MasterVendorList.accdb, Create 

• External Data > Import Excel Spreadsheet > Browse > 201_-MM MasterVendorList.xlsx, OK, 

Open 

 

• Show Worksheets (Non-ASCII), Next, Next 

• Edit Data Types for different Field Names 
 

1. Integer 
2. Short Text 
3. Short Text 
4. Short Text 
5. Short Text 
6. Short Text 
7. Short Text 
8. Date With Time 
9. Date With Time 
10. Short Text 
11. Short Text 
12. Short Text 
13. Short Text 
14. Short Text 
15. Short Text 
16. Short Text 
17. Short Text 

 



• Next, No primary key, Next 

• Import to Table: 201_-MM MasterVendorList, Finish, Close 

 

• Open 201_-MM MasterVendorList from Tables on left 

• Export to text file 

• Browse – BSVC > Act 557 > Contract Spend > 201_-MM, Save, OK 

• Fixed Width > Advanced 

• Enter Start/Width numbers in Field Information box from Page 2 of EG’s notes (same chart 

that appears two pages prior) 

• Select Leading Zeros in Dates and Four-Digit Year, Next, Next, Finish, Close, OK 

 

WordPad 

• Open, 201_-MM MasterVendorList 

• Save As (MS-DOS format) 

• File, Page Setup, Landscape – verify formatting and change L and R margins to 0.5” 

• Scroll through all pages to make sure everything appears correct 

• Enter line at beginning for Header Record Layout (according to EG’s page 4 notes) 

 

• 0A1352017012008:00:00UNVA135.F01 4       Kallie Tanner                      479-575-8481 

• File, Page Setup, Portrait 

• Save As, unva135.f01 

 

FileZilla 

• Host/Username/Password/Port 

1. aft.arkansas.gov  

2. unv0135   

3. abcd134 

4. 22 

• Quickconnect 

• In bottom left quadrant, drill down on desktop for MS-DOS/.txt file just saved via WordPad 

• Select unva135.f01 and drag/drop to bottom right quadrant  

• Status: File transfer successful, transferred #### bytes in 1 second 

 

 

 



ACT 557: UNVA135.F02 CONTRACT SPEND REPORT 

 
VWR Expenditures via SAS in Excel 

• Excel 

• SAS, Reports, AVCB Report and Stored Process, VWR_eBusiness_Act 557, Open 

• Range Type: Custom 

• From: 0_/01/2017 To: 0_/31/2017   

• Run 

• Save as: 20YY-MM SAS VWR Expenditures 
 
RazorBuy Data Pull 
 

• Documents 

o View Saved Searches 

o Act 557 RazorBuy Data, Act 557 PO Spend (3-14-17) 

o Date Range: Custom Date Range 

OR 

• Documents  

o Search Documents > Advanced Search (default)  

▪ Search: Purchase Orders 

▪ Date: Creation Date (System) 

▪ Custom Date Range: Start Date/End Date (01/01/2000-01/31/2000) 

 

 

• Supplier: Select all vendors that apply (Vendors to Report.xlsx), using Advanced Search  

o If multiple Supplier Names appear for the same vendor, select all  

o Do not select Supplier Name if it is an obvious other business owned by same 

company  

 

 

 

 



VendorsToReport.xlsx:  

 

 

Contract # Supplier Name/Vendor # Suppliers

CNR01141 (Gov)Connection 1

UAR488072/B 3Play Media Inc. 1

ST110186/A AAA Business Systems 1

CNR01291 Airgas 3

ST140125 American Paper & Twine 1

UAR447500 Arkansas Portable Toilets NW 3

UAR488072/A Automatic Sync Technologies LLC 1

UAR502628/B B Virtual Inc. 2

CNR01341 B&H Photos 6

ST110076 Bank & Business Solutions 1

UAR633556 Barcode Label Consultants LLC 3

CNR01330 Beckman Coulter 1

UAR424691/B Broyles & Son Wrecker Service Inc. 1

UAR485376 Buchanan Janitorial 1

ST110186/F Canon USA Inc. 2

102751-04 CDW Government LLC 7

UAR3NSB163 Center Point 5

UAR634842 Chill-It Ice Company 2

UAR482241 Christmas Decor-NW Arkansas 2

UAR607101/A City Wide Building Services 1

CNR01323 Claridge Products 1

UAR631614 Clean Harbors Environmental Services 2

UAR432219 Clean Uniform Co. 2

UAR483569/A Clifford Power Systems 1

ST150032/A Cruse Uniforms & Equipment 1

ST160019 Dell 2

UAR590105 Educational Marketing Group 1

CNR01253 Enterprise Rent-a-Car 8

UAR012508 Evoqua Water Technologies LLC 1

ST150016 Fastenal Company 2

CNR01193 FedEx 7

CNR01138 Filtration Concepts 1

ST160220 Fisher Scientific 9

CNR01328 Global Med Industries 1

UAR550876 GradImages (Event Photography Group Inc.) 1

MA-IS-1340234 Graybar Electric 3

ST150032/B Gulf State Distributors Inc. 1

UAR634843 Henry Schein Medical 1

UAR469080 Heritage AG of AR @ Carlisle 3

CNR01252 Hertz Rent-a-Car 5

CNR01142 Hewlett Packard (HP) 8

ST140076 HF Group LLC 2

CNR01336 HireRight Inc. 2

UAR531845 Intents Inc. 3

UAR448933 James Walton Photo 2

UAR522512 Jostens Inc. 2

UAR519659 Landmark Event Staffing 1

CNR01375 Lowe's 9



 

UAR559108 Marmic Fire & Safety 1

CNR01385 Medline Industries 2

UAR495043 Mid-South Awards 4

UAR507526 Mitchell Communications 2

ST100251; 

ST100279
Moore Wallace North America Inc.

1

ST160016 National Rent-a-Car 1

250508-01 Newegg Business 3

UAR626870 NuPark Inc. 1

UAR483492 Off Campus Partners 1

CNR01214 O'Reilly Automotive 2

UAR477829 Orkin 4

UAR499873 Otis Elevator Company 1

UAR629200 OzarksGo LLC 1

ST150032/C Precision Delta Corp. 1

ST140126R;  

ST130003; 

ST110004

Printing Papers Inc. 

1

UAR502628/A Proctor U 2

UAR531739 Protocall Services 1

UAR448638 Regal Poly Pak 1

UAR446936 Reynolds Greenhouses LLC 1

UAR448288 Riverside Fireworks 1

CNR01204 SciQuest 2

CNR01131 Sherwin-Williams 5

CNR01356 SHI International 3

UAR613793/C Southwest Arkansas Telephone Cooperative 1

ST110186 Standard Business Systems 1

31210 Staples 1

CNR01239 Steris Corporation 2

CNR01309 Tandus Centiva US LLC 3

UAR474590/A Tiger Truck

CNR01146 Today's Office 2

UAR541249 Triple S Alarms 2

CNR01257 United Van Lines (Armstrong) 5

CNR01300 University Sleep Products 1

UAR474590/B Vantage Vehicle 1

UAR607101/B VIP Special Services LLC 1

CNR01163 VWR International 2

UAR281432 Waste Management 5

UAR628967 WebME Technologies LLC 1

UAR507728 West Termite Pest Management 2

UAR613793/B Windstream Communications Inc. 3

UAR615656 WTC Consulting 1

CNR01248 WW Grainger, Inc. 1

CNR01366 Xerox Corporation 4

Last Updated : 07/11/17

No Contracts With: Bio Rad, Sigma Aldrich, Digi-Key



     

 
 

 



• Workflow Status: Completed > Search 

o If new vendors were added to the list 

▪ Save New Search 

▪ NickName 

▪ Select Destination Folder 

▪ Save 

• Export Search  

o File Name: Act 557 Month Year  

o Request Export Template: Act 557 report 

o Submit 

 

• Go to Page Download Exports  

o When Export Status is “Completed,” click on File Name to open and convert to Excel 

o Save As: 201Y-MM RazorBuy Data Act 557 (Contract Spend/Act 557/Contract Spend 

folders) 

 

VWR Expenditures (~30 minutes) 

• Open VWR Expenditures Excel and copy/paste into new Excel workbook 

o Don’t save changes to original 

o Save new file as 201_-MM Act 557 WIP (Act 557/Contract Spend folders)  

 

• Convert PO Number column data (A) and PO Line # (C) to number format 

• Convert Rec Inv Entry # column (B) to number format (custom: 00) 

• Copy/paste Rec Inv Entry # column (B) into column I  

• Data, Sort By, Receiving Inv Entry # 

• Ctrl+F for 10 in Receiving Inv Entry # column (B) to insert a row between 09 and 10 

• Column H:  

o Receiving Inv Entry # 01-09: =CONCATENATE(A2,0,B2) 

▪ Note: This is because the leading zero causes issues otherwise 

o Receiving Inv Entry # 10-99: =CONCATENATE(A259,B259) 



 

 

 

• Copy/paste new concatenated numbers into PO Number column (A) as values, and then 

format as number (make sure to do this process for 01-09 and 10-99) 

• Delete extra row between Receiving Inv Entry #s 09 and 10 

• Hide Rec Inv Entry # column (B) and concatenated PO number column (H)  

 

 

 

• Make sure row 1 is still column headers  

• Data, Sort By, Order Date/PO Number/PO Line # 

• Ensure PO Amt column (F) and Line Cost column (G) is formatted as Number 

• Insert four columns at beginning: Record (3), Contract (CNR01163), Line (1), and Area (A135) 

• Delete row at bottom that says “Generated by the SAS System” 

• Copy/paste (visible cells only) into Act 557 WIP tab 

 

 

 



RazorBuy (~30 minutes) 

• Insert column b/t PO # and Original Revision Date 

• Move PO Line # column to newly inserted, blank column 

• Move Supplier Name column to very right, first blank column 

• Delete blank columns b/t Product Description and Extended PO Total 

• Put Extended Price column after PO Total column (replacing Contract No), then delete 

resulting blank column 

• Insert four columns at very beginning: Record, Contract, Line, and Area 

• Copy Supplier Name into Contract column and then change heading back to Contract 

• Delete columns after Extended Price 

• Move Date Received column b/t PO Line and Item Description column  

• Delete Date Approved column 

• Delete columns b/t Item Description and PO Amount 

• Select all, Data, Sort, Column B (Contract), OK 

• Refer to VendorsToReport list that includes all vendors that are grabbed from RazorBuy 

• Replace Supplier Names in Contract column with the Contract # on VendorsToReport sheet 

o Select Contract column, Ctrl+F, Replace (Find What/Replace With): 

▪ Staples VWR International WW Grainger, Inc. Xerox Corporation 

▪ 31210 CNR01163  CNR01248  CNR01366 

o All others – copy Contract Number from VendorsToReport sheet, select Supplier 

Names in Contract column of WIP sheet, Paste 

• Copy RB WIP data below VWR data in 2016-12 Act 557 WIP Excel sheet/Act 557 WIP tab 

 

Car Rental from Polly Parnell (~10 mins.) 

• Open Polly Parnell/Car Rental Excel and copy/paste into new Excel workbook 

• Insert four columns at very beginning: Record, Contract, Line, and Area 

• Fill in Contract # column 

• Copy all and Paste PP data below RB data in 2016-12 Act 557 WIP Excel sheet 

 

Cleaning Up 

• Fill in the remaining blank columns 

o Record: 3 

o Line:  1 

o Area: A135 

• Date should be formatted as MM/DD/YYYY 

• Data, Sort, Sort By: Line Item Total Data, Then by: PO Total 

o Delete row if Line Item Total or PO Total is < or = 0 

• If cells depend on concatenated columns that are hidden 

o Copy the cells w/ formulas in them, paste as Values into new column, copy/paste 

back  

 

 

 



Submission 

Non-Ascii 

• Sort by: Contract, PO, PO Line, Date 

• Scroll through to make sure everything checks out 

• Copy and paste sheet into Non-Ascii site (http://utils.paranoiaworks.org/diacriticsremover/) 

• Select “Remove Diacritics” 

• Copy the new text from Non-Ascii site Non-Ascii tab in Excel and save 

Access 

• Blank database 

• File Name: 201_-MM Act 557.accdb, Create 

• External Data 

• Import Excel Spreadsheet  

• Browse 

• 201_-MM Act 557 WIP.xlsx, Open, OK 

 

• Show Worksheets, Non-ASCII, Next, select First Row Contains Column Headings, Next 

• Edit Data Types for different Field Names (based on Ann’s page 4) 

1. Record:  Integer 

2. Contract #: Short Text 

3. Contract Line: Short Text 

4. Area:   Short Text 

5. PO #:   Short Text 

6. PO Line #: Integer 

7. Date:   Date w/ Time 

8. Description: Long Text 

9. PO Total Proj.: Short Text 

10. Line Item Total: Short Text 

 
 

http://utils.paranoiaworks.org/diacriticsremover/


 
 

• No primary key, Next 

• Import to Table: 201_-MM Act 557 

• Finish, Close 

 

• Open 201_-MM Act 557 from Tables on left 

• Export to text file 

• Browse – BSVC > Act 557 > Contract Spend > 201_-MM 

• Save, OK 

• Fixed Width, Advanced 

• Select Leading Zeros in Dates and Four-Digit Years 

• Enter Start/Width numbers in Field Information box from Page 4 of EG’s notes 

1. Record:   1 1 

2. Contract #:  2 10 

3. Contract Line:  12 5 

4. PO Business:   17 4 

5. PO #:    21 10 

6. PO Line Item #:  31 5 

7. Date:    36 10 

8. Description:  46 40 

9. PO Total Project: 86 16  

10. Line Item Total:  102 16  



 

 

 

• OK, Next, Next, Finish, Close 

WordPad 

 

• Open, 201_-MM.txt 

• Save As (MS-DOS format), 201_-MM Act 557.txt 

• File, Page Setup, Landscape – verify formatting and change L and R margins to 0.5” 

• Scroll through all pages to make sure everything appears correct 

• Enter line at beginning for Header Record Layout (according to EG’s page 4 notes) 

1. 0A1352017031611:59:00UNVA135.F02 2818    Kallie Tanner                      479-575-

8481     

 
• File, Page Setup, Portrait 

• Save As, “unva135.f02” 

 



FileZilla 

• Host/Username/Password/Port 

1. aft.arkansas.gov  

2. unv0135   

3. abcd1234 

4. 22 

• Quickconnect 

• In bottom left quadrant, drill down on desktop for MS-DOS/.txt file just saved via WordPad 

• Select unva135.f02 and drag/drop to bottom right quadrant  

• Status: File transfer successful, transferred #### bytes in 1 second 

 

Email Jacquie.Hulsey@dfa.arkansas.gov and pparnell@uark.edu requesting confirmation that the file 

uploaded successfully and passed the formatting check.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:Jacquie.Hulsey@dfa.arkansas.gov
mailto:pparnell@uark.edu


DATA ANALYST: QUARTERLY REPORTS 
CONTRACT AND GRANT DISCLOSURE REPORT 

*Based on the Contract and Grant Disclosure and Certification Form provided by Procurement 

Coordinator(s) and Bid Clerk 

 

ALL Contract and Grant Disclosure and Certification Forms for the quarter should be gathered, even if 

they are considered “no hits” i.e. there are no conflicts 

 



How to Report When There Are 0 Hits 

If the “None of the above applies” box(es) is selected, it should be entered as follow at 

https://www.ark.org/dfa/dfa_disclosure_contract/index.php:  

 

How to Report Hits 

If the form has listed an individual and has not selected the “None of the above applies” box, click 

“Yes” for “Do you have anything to report this quarter?” and enter appropriate “Contract Number”: 

• Click “Continue” 

 

• Business Entity Name:   Taxpayer ID Name  

• Name of Discloser:  Person’s Name  

• Name of Relative:  If applicable; if not, type “None”   

• Relation:   If applicable; if not, type “None”   

• Status:    Select “Current” or “Former”  

• Position Held:    Based on “Position Held” column   

• Job Held:   Based on “Name of Position of Job Held” column   

• Percent Owned:   N/A unless specified in “Ownership Interest (%)” Column 

• Position of Control:  Based on “Position of Control” Column 

 

 

 

 

 

https://www.ark.org/dfa/dfa_disclosure_contract/index.php


 



 

 

 

• Click “Continue”, “Add Disclosure”  

• Print the final screen 

If there is more than one disclosure, click “Add Another Disclosure” and repeat process 

 

 

 

 

 

 

 

 

 

 



BIO-BASED PRODUCT USAGE REPORT 

*Based on the e-mailed report from Arthur Maton 

http://www.dfa.arkansas.gov/offices/procurement/Pages/BioBasedProductReport.aspx or  

Procurement  Forms/Reporting  BioBased Product Usage Report 

Open Arthur Maton’s Excel document 

• Sort by vendor  

• Select everything except Grand Total Row 

• Data > Outline > Subtotal (at each change in: Vendor) > Sum: Qty, Part Total 

• Highlight “_____ Total” rows in Group 3 and print 

 

 

 
 

 

Submit 

Print 

Click to go back to previous page to add additional vendors after the first  

Repeat process for each vendor 

Attach Arthur’s Excel to all printed reports 

 

 

http://www.dfa.arkansas.gov/offices/procurement/Pages/BioBasedProductReport.aspx


MINORITY REPORT 

 

 

 

 



 

 

 

 

 

 

 

 

 



*Based on the BASIS report from Cheryl Canfield and the e-Business report from US Bank 

Reporting Guidelines  

• Asian   AS 

• Black   BO 

• Hispanic  HI 

• Native American NA 

• Veteran Owned  VO 

• Disabled Veteran DV 

• Woman Owned  WO 

• Do NOT report on Small Business Entity (8A) or Small Disadvantaged Owned (SD)= unless they 

are also a minority according to above categories 

Generating data from US Bank 

(https://access.usbank.com/cpsApp1/AxolPreAuthServlet?requestCmdId=login) 

 Organization Short Name: STAR 
 User ID:    kmtanner 
 Password:   XXXXXXXXXXXXXXX 

Reporting  Tax and Compliance Management  

Vendor Summary by Socio-economic Indicator 

Date:     Transaction Date Range (quarter’s start/end dates) 

Merchants:   Arkansas 

Socio-Economic Indicator:  All 

Group Report By:  Bank (1425) Agent (1006)  

Company:   (35204) 

 

 

https://access.usbank.com/cpsApp1/AxolPreAuthServlet?requestCmdId=login


 

Run Report > Open Excel document > Save As: FY__Q_ Minority Spend 

Save under Raw Data tab > copy/paste into second tab 

Delete un-needed columns based on last quarter’s report: 

• Start at end with BN (“Sort 4”) through BG (“Data Type”) 

• BE (“Report Date”) through AW (“Secondary NAICS Code/Description”) 

• AU (“Secondary SIC Code/Description”) through AT (“Primary SIC Code/Description”) 

• AR (“Merchant Category Code”) through AP (“Incorporated Status Change Date”) 

• AN (“Sole Proprietor Middle Initial”) 

• AL (“Incorporation Status Code/Description”) through AI (“Merchant Email Address”) 

• AG (“Mailing Zip/Postal Code”) through AA (“Alternate Merchant City”) 

• Y (“Business Legal Name”) through V (“Hub Zone Indicator”) 

• T (“SBA Registered Indicator”) through S (“8A Classification Indicator”) 

• M (“Minority Owned Status Code”) through L (“Number of Transactions”) 

• J (“Number of Credit Transactions”) through F (“Debit Amount”) 

G:\Purchase\Kallie's Folder\Reports\Minority Report\Copy of Minority PCard Spend_FY17_TEST.xlsx 

Remaining columns labeled as follows: 

 

• Data, Filter on: “Not Minority Owned” and “Blanks” for “Minority Owned Status Description” 

(Column G) 

• Filter on Y for Woman Owned Indicator (Column H)  Type “Woman Owned” in Columns G 

and H 

file://///gizmo.uark.edu/avcb/Purchase/Kallie's%20Folder/Reports/Minority%20Report/Copy%20of%20Minority%20PCard%20Spend_FY17_TEST.xlsx


• NOTE: Use the “Select Visible Cells” option  when copying/pasting into large 

range 

• Repeat process for “Veteran Indicator,” “Vietnam Veteran Indicator,” and “Disabled Veteran 

Indicator” until the “Minority Owned Status Description” lists the minority description 

according to the Ys, and all Ns say “Not Minority owned” in column G (or that are blank) 

• View all filters and make sure Minority Owned Status Description displays (1) ethnicity, (2) 

Woman Owned, (3) disabled veteran, or (4) veteran or other indicator, in that hierarchical 

order  

o E.g.  If vendor is both Hispanic and Woman Owned, MOSD should be HI 

 If vendor is a Disabled Veteran and Veteran, MOSD should be DV  

• Insert > Pivot Table 

o Rows: Minority Owned Status Description, Merchant Name, Primary NAICS 

Code/Description, Alternate Merchant Name, Merchant Phone Number, Merchant 

Street Address, Merchant City, Merchant Zip/Postal Code, Total Spend Amount 

o PivotTable Tools > Design > Subtotals: Do Not Show Subtotals > Report Layout: Show 

in Tabular Form  

USBank:  

 

 

BASIS: 

  

 

 

 



• Copy sheet to new tab 

• Data, Sort by: MINORCD, VENDNAME 

• Look at vendor names in the Vendor Management tab in MinorityView portal; if they have a 

Vendor Ethnicity box checked, change MINORCD from 8A/SD to the ethnicity 

• Delete remaining 8A and SD rows 

• Data, Subtotal, At each change in: VENDNAME, Use function: Sum, Add subtotal to: INVAMT 

o Replace current subtotals 

o Summary below data 

• Ensure Grand Total at bottom =SUM(grand total on Sheet1-(8A+SD) 

• View and print group 3 for the report totals 

http://mbo.arkansasedc.com/smb/index.php (or http://www.dfa.arkansas.gov/Pages/default.aspx  

Procurement  Forms/Reporting  MinorityView Portal)  

• Credentials for login 

o E-mail:  lfast@uark.edu 

o Username:  30353  

o Password:  Razorback 

• Agency Code:  0135 

• Agency Name:  University of Arkansas-Fayetteville 

 

• Quarterly MBE Spending tab 

• Press   button on left side to expand the appropriate quarter  

• Press  button to add line for every vendor Type total $ amount in second column and 

select vendor from menu in fourth column Save  Repeat 

 

 

 

 

 

http://mbo.arkansasedc.com/smb/index.php
http://www.dfa.arkansas.gov/Pages/default.aspx


If the vendor does not appear on the drop-down menu because it’s new> click Save and then switch 

to Vendor Management Tab and select Add New Vendor 

Open BASIS for Vendor ID# (VARD) 

 

Vendor Information:  
Verified> Business Name> DBA> Active> 
NAICS> Vendor No.  

 

Contact Information: 
Last Name> First Name> Officer’s Title> 
Phone> Fax> Email> Website 

 

 

 

Address Details:  
Address> City> State> County> Zip 

 

Business Type & Ethnicity:  
Minority Business Enterprise (MBE) 

Vendor Ethnicity 

Save & Close 

 

 

 

NOTES: 

• To determine NAICS for e-Business charges, go to BASIS, UPS, UPO, LIVD 

 

 

 

 

 

 

 

 

 



MV-3 AND MV-4 VEHICLE REPORT  

 

• Based on: Quarterly Travel Report from Cheryl Canfield + MV-3 + MV-4 

• Use same MV-4 for every quarter and only update per Fleet Manager 

• Scan/email MV-3 and MV-4 to StateVehicleAdmin@dfa.arkansas.gov  

 

 

SAVA 

• File MV-3 

• Reporting for Quarter: Quarter, Fiscal Year 

• Divide Grand Total by 0.42 (http://www.dfa.arkansas.gov/travel/Pages/default.aspx) 

to calculate the Miles Traveled 

• Reimbursement Cost: Grand Total rounded to the nearest $ 

• Click to Confirm Data 

• Print Form 

 

 

 

 

 

mailto:StateVehicleAdmin@dfa.arkansas.gov
http://www.dfa.arkansas.gov/travel/Pages/default.aspx


VENDOR PERFORMANCE REPORTS 

 

General Information 

• Quarterly report that captures PO Spending from SAS report 

• Approximately 130 reports are collected and submitted each quarter 

• Procurement Coordinators email or submit physical notification of whether vendors 

listed on the SAS PO Spend Report are exempt or not 

• After receiving notification from PCs, contact Contract Monitor requesting them to 

submit VPR form 

• http://www.dfa.arkansas.gov/offices/procurement/Pages/forms.aspx  

o Forms for monthly reports  

o ACT 557 updates 

• Upon receipt of VPR form, save the originals as .PDF  

• Questions regarding Vendor Performance Reports can be directed toward:  

o Anna Hawthorn 501-371-6066  Anna.Hawthorne@dfa.arkansas.gov 

o Denise Harris  501-682-0247   

SAS 

AVCB EG Project > Procurement > POs by Order Date for Act 557 

• Open Project > SAS Folders > AVCB EG Project > Procurement> POs by Order Date for 

Act 557.egp 

• Run, Date Range, Run Project 

• Send To > Microsoft Excel  

• Save As: PO_Spend_for_VPRs-YYYY-QQQ 

• Rename sheet “Raw Data” 

Copy this Raw Data sheet into additional sheet called “Data Descending”   

• Format columns in the following order for Data Descending sheet: 

o A: pono 

o B:  req_no 

o C:  pbucd 

o D:  buyruser 

o E:  vendname 

o F: itemdesc 

o G: poamt 

o H: invsum 

http://www.dfa.arkansas.gov/offices/procurement/Pages/forms.aspx
mailto:Anna.Hawthorne@dfa.arkansas.gov


 

• Delete blank column J b/t “polineno” and “po_type”  

• Data, Sort, Sort by: poamt, Order: Largest to Smallest 

• Insert, PivotTable, Table/Range: DataDescending!$A$!:$M$552, OK 

 

• Checkmark boxes for: buyruser, pbucd, pono, vendname, itemdesc, poamt, invsum 



 

 
• Design > Subtotals > Do Not Show Subtotals 

• Report Layout > Show in Tabular Form 

• Change format to Currency for last two columns 

• Add sheet and repeat process, but only include $25-99K data for Table/Range 

 



 

 

http://www.dfa.arkansas.gov/offices/procurement/Pages/forms.aspx 

• VPR  Vendor Performance Report Submission 

• Enter New Vendor Performance Report  

 

 

 

 

 

http://www.dfa.arkansas.gov/offices/procurement/Pages/forms.aspx


 

 
 

 



 
 

• Mark ratings according to VRP filled out by department and giver Overall Rating 

• Name of Agency Director or Designee: Linda K. Fast  

• Browse, VPR, select file, Attach 

• Submitted by: Kallie M. Tanner, Email: kmtanner@uark.edu  

• Review 

• Submit 

• Print 

• Write VPR # on upper right hand corner of each VPR submitted online  

• Staple all four sheets together in order – Department VPR, Printed PO, Submitted VPR 

Confirmation 

 

 

 

 

 

 

 

 

 

 

 

mailto:kmtanner@uark.edu


DATA ANALYST: PEPSI & IMPERIAL 
PEPSI & IMPERIAL LIAISON  

The Data Analyst is responsible for maintaining the pepsi4u@uark.edu and bevsnack@uark.edu email 

accounts. The Data Analyst will forward donation request forms to Pepsi and keep track of how much 

donation product remains after each request is processed. In addition, the Data Analyst will attend 

quarterly meetings with Wayne Townsend, Nina Ephremidze, Kelley Line, and Lynne Williams Bell.  

The Donation Request Form is located on the UARK website (Student Activities > Forms > Pepsi 

Beverage Request Form) at http://osa.uark.edu/registered-student-organizations/forms.php. The 

form was created by Pepsi, but may be modified by the Data Analyst and subsequently posted by 

osa@uark.edu. 

Pepsi  

• $50,000/year total marketing budget 

o $20,000 – Marketing reserved (Kelley Line in Campus Card Office) 

o $30,000 – Donations Request Form   

o NOTE:  

▪ At the beginning of each FY, the Senate Staff picnic should be considered 

before handling any other donation requests.  

▪ Put automated reply email account when supply runs out  

▪ JAS and AMJ use about 80% of the total product available, while OND and 

JFM only use about 20% 

• Donations: Criteria and Reminders 

o Must include date of delivery (not necessarily the date of event)  

o Must include phone number on form to get drinks from delivery person  

▪ NOTE: Delivery contact name may be different than email sender  

o Drinks are room temperature, but coolers with ice may be rented from Chartwell’s 

for ~$50 

o Limit to ~50-65 cases (1200-1560 items) 

o Only deliver on campus  

o Must submit 7-10 days ahead of time 

o Must be for a legitimate group and event that has high visibility for marketing 

• Pepsi Contacts 

o Wayne Townsend – Donation Request Form (melford.townsend@pepsico.com) 

o Patrick Aicklen – Regional (Patrick.Aicklen@pepsico.com) 

o James Kyzer – Vending issues (james.kyzer@pepsico.com or 479-313-5866)  

▪ (Off work on Tues. and Wednes.), so cc: Patrick 

Imperial  

• James Pickney – jpickney@imperialco.com  

Refunds 

• Pepsi – Two refund bags on campus, one at Mullins Library and the other in ADMN 321 

• Imperial – Refunds bags at several locations on campus, but ADMN 321 can service entire 

campus if desired 
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DATA ANALYST: FLEET MANAGER 
FLEET SUMMARY 

The university fleet is currently comprised of 548 vehicles, with a contingency cap of 605 vehicles. The 

approximate numbers include vehicles at the University of Arkansas (UA) System Office fleet, 

Agriculture & Agri.-Experiment Stations, Cooperative Extension Center in Little Rock, the School for 

Math and Sciences in Hot Springs, the Fayetteville campus, and the Engineering Research Center.  This 

also includes Razorback Transit (44 general public transit buses), which is partially funded by the 

Federal Transit Authority (FTA).  Razorback Transit carries approximately 1.8 million passengers 

annually, which includes UA students, faculty, and staff, along with the Fayetteville general public. 

 

Management of vehicle procurement and mandated reporting is submitted to the Arkansas 

Department of Finance and Administration: Office of Administrative Services. Reporting is submitted 

through State of Arkansas Vehicle Application (SAVA) computer system at 

https://www.ark.org/sava/index.php.  Fleet management requires in-depth knowledge of State of 

Vehicle Use and Management Handbook (Section 3) and the State of Arkansas Procurement Laws and 

Rules.   
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MV-2 REPORTS 

 

Fifty-seven (57) departments are responsible for submitting their MV-2 reports via email to the Data 

Analyst by the 10th of every month. For example, January 2017 reports would be due on February 10, 

2017. To ensure timely responses, it is advisable to send out a mass email to all 57 contacts on the last 

business day of each month to notify of them of the upcoming deadline. Several days later, a follow-up 

email should be sent to any contacts that have not yet turned in their MV-2 reports.  

To determine if there are missing reports: 

• SAVA > Reports > Missing Vehicle Report: select month and year > Show 

• Look up the Serial Codes (aka VINs) on the FLEET Inventory List or in the SAVA File MV-2 tab 

to determine which department the vehicles belong to 

 

 

 



Many departments use FleetCommander via USBank online to track their vehicle data. (This process is 
explained within the next few sections.) 
 
Burl Scifres (bscifres@uaex.edu or 501-671-2328), the Purchasing Manager at the Cooperative 

Extension Service in Little Rock reports on ~48 vehicles in SAVA. Those 48 vehicles appear on our 

Inventory lists, although the Fleet Manager is not responsible for entering MV-2s for those vehicles. If 

any of the vehicles appear on the Missing Reports list, Burl should be notified. 

Upon the receipt of email submission, the Data Analyst should note the date the MV-2 was received in 

the “Fleet Department Contacts by Month” Excel sheet. 

mailto:bscifres@uaex.edu


 

 

 

 



All departments should use the automated Excel form that was released in January 2017, unless later 

updated by Procurement. The Excel form contains formulas that ensure accurate calculations from 

month-to-month, and the usage of gray highlighting denotes the fields that the Data Analyst does not 

enter into SAVA (because the program automatically inserts them).  

 

 

After the department emails the MV-2 report using the correct Excel form, the document needs to be 

saved as a .PDF (to later be uploaded to PerceptiveContent). To do so: 

• Right-click the first tab 

• Select all sheets 

• Page Layout 

o Width and Height: 1 Page 

o Orientation: Landscape 

• Make sure all columns are wide enough for the text to be visible 

• Highlight the Mfg. Serial # and reporting month in yellow (optional)  

• File, Save As, Browse, Save as type: .PDF 

o Gizmo > Purchase > Kallie’s Folder > Original MV-2s 

o File name: BU YYYY-MM (e.g. ANSC 2017-04) 

 



 

 

Reporting via SAVA after saving the MV-2 report as a .PDF 

• https://www.ark.org/sava/index.php?page=Login&n 

• MV-2 Individual State Vehicle Report 

• Select the Serial Code drop-down box, and type four-digit VIN that you are looking for 

• Verify that the vehicle information that populated in SAVA matches the .PDF MV-2 form you 

are trying to enter (year, make, model, license #, location) 

 

 
 

 

 

 

https://www.ark.org/sava/index.php?page=Login&n


• Enter the information in SAVA exactly as it appears on the MV-2 report submitted by the 

dept. 

 

• NOTE: Some vehicles have incorrect odometer readings in SAVA for unknown reasons. Refer 

to the “FLEET Discrepancies” Excel sheet to confirm if a particular vehicle’s Beginning Mileage 

differs between SAVA and the MV-2 report. If the Beginning Mileage in SAVA is greater than 

the Ending Mileage on the MV-2 report, simply enter the Ending Mileage to be identical with 

SAVA’s Beginning Mileage figure. (This should be addressed with the State Fleet 

Administrator at DFA in the event that a vehicle with a discrepancy is used as a replacement 

vehicle.) 

• Review the data to make sure it was typed correctly into the SAVA form and then Submit 

Report 

• Finished with Forms 

• Repeat process for all remaining MV-2 reports 

 

SAVING MV-2 REPORTS QUARTERLY TO IMAGENOW/PERCEPTIVE 
 

The Data Analyst should upload MV-2 reports to the imaging system at least quarterly. The reports 

are saved according to fiscal year (FY), budgetary unit (BU), and quarter. For example, February 2017 

reports for the Arkansas Union would be saved as FY 2017, ARKU, JFM. By the end of the fiscal year, 

each department’s previous 12 MV-2 reports should be archived in the imaging system.  

Follow the steps below to upload each individual report, and contact Tina (IT Manager) for additional 

help if needed.  

 

 

 

 



HOW TO ADD A VEHICLE TO SAVA 

 

• Look up the SAVA Request # on the FLEET Vehicle Requests FY17 spreadsheet  

• Go to SAVA (https://www.ark.org/sava/index.php) 

• Inventory 

• Add Vehicle 

 

• Date Acquired:   Date of delivery  

• Serial Code (VIN):  Last four digits of the VIN  

o (If another vehicle in the fleet has the same last four digits, must add the letter A to 

the end of the four digits when confirming addition.) 

• Make/Model/Body:  Refer to Vehicle Specifications and Pricing spreadsheet provided on 

DFA state contracts page for vehicles 

• Exterior Color:   Usually white  

• Location:   Department – City  

• Owner:   Leave blank 

• Agency Assigned #:  Fleet # 

• Alt Fuel Type:  Leave blank 

• Engine configuration: Leave blank  

https://www.ark.org/sava/index.php


• Assigned to:   Unassigned  

• Drive Home:   No 

• Purpose:   Used for ________ 

• License Plate Status:  Red plates with agency seal  

• Confirm Addition 

 

 

HOW TO REMOVE A VEHICLE FROM SAVA 

 

When a department replaces one of their existing vehicles with a new (or used) vehicle, the 

old/existing vehicle is turned over to the Surplus Warehouse to be auctioned off to the public. The 

department should keep the old vehicle on their MV-2 spreadsheet and continue reporting on it until 

the Surplus Warehouse Manager confirms that the vehicle is in her possession.  

Wenoah Goodson, the Warehouse Manager, will send documentation via email confirming when a 

department surrenders a vehicle to be sold and/or when it has officially been sold.  

Examples of Documentation: 

 

 

 

 



 

 

   

 

That documentation should be forwarded to the DFA State Fleet Administrator 

(StateVehicleAdmin@dfa.arkansas.gov) in an email message that explicitly states the VIN and 

inventory removal request.  

Several days later, confirm that the vehicle has been removed by checking the Inventory tab in SAVA. 
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GENERATING A TRANSACTION DETAIL REPORT IN FLEET COMMANDER 

 

Departments that submit monthly MV-2 reports may access their monthly costs via Fleet Commander 

using the following steps: 

• Go to https://www.fleetcommanderonline.com/app/auth/userLogin.do 

• Reporting > Transaction Detail Report 

• Output Format: Display report in Default 

• Date Access Parameters: Use Organization Levels 

• Transaction Parameters: Transactions occurred from (begin date) to (end date) 

• Report Sort 
o Organization Levels 

 

 

 

• Order and Sort Columns (right tab toward top of screen) 
o De-select: Transaction Exception Description and Billing Exception Description 
o Select: Vehicle User Code 1 (aka our Fleet #) and Driver Code 1 (aka BU code) 

• Preview Report 

https://www.fleetcommanderonline.com/app/auth/userLogin.do


 

 
 

• Download as Excel 

• Select all information in table, Data, Filter 

• Click on drop-down arrow next to Driver Code filter, deselect all, then select your 
department’s BU code(s) 

VEHICLE SLOTS LIST 

The number of vehicles allowed in the University's vehicle fleet is closely controlled by the State 

Legislature. A fixed number of vehicle slots have been authorized for use. The Office of Business 

Affairs maintains the list of available slots. Any contemplated additions to the fleet must be reviewed 

and approved as to the availability of a vacant slot. 

 

The Fleet Manager should maintain a complete spreadsheet list of vehicle spots that shows how 

many permits are authorized per department and how many permits are currently in use. This will 

determine whether a department has the flexibility to attempt to receive an addition to fleet. 

Periodically, the Fleet Manager should count the number of vehicles in use per department by 

referring to the most recent MV-2 reports submitted. The “In Use” and “Spares” columns are subject 

to change in the Vehicle Slots spreadsheet; however, the “Perm. Authorized” column numbers 

should never change.  



 

 

FLEET INVENTORY LIST 

The Fleet Manager should maintain a complete spreadsheet list of vehicle inventory since SAVA is not 

always exactly up-to-date or accurate, particularly when vehicles are transferred from departments 

or license plate numbers change.  

When vehicles are removed or added to SAVA, they should also be removed or added to the FLEET 

Inventory List.xlsx. 

 

 

 

 

 

 



HOW TO ORDER A VEHICLE (FROM END-USER STANDPOINT) 

 

 

Have department select vehicle from Vehicle Specifications and Pricing on Contracts webpage 

 

 

file:///C:/Users/kmtanner/AppData/Roaming/Microsoft/Word/Vehicle%20Additions%20and%20Removals/ST160001%20Vehicle%20Specs%20and%20Pricing.xlsx


Send the department the following instructions:  

 



 



 

 



HOW TO ORDER A VEHICLE (FROM FLEET MANAGER STANDPOINT) 

 

General Information 

• ~25 new vehicles per year, but up to 50 at times  

• Vehicle Specifications and Pricing sheet  

• Need justification letters for downgrades and upgrades, per State Fleet Administrator 

• Vendor 

o Motor Vehicle Acquisition Fund – less than 1 Ton (MV-5 form) 

o Dealership – at least 1 Ton, per Act 493 (no MV-5 form) 

• Match price in BASIS to Vehicle Specifications and Pricing Excel sheet 

• Sales Tax and Tolerance=0 

 

• Vehicle Requisitions submitted by departments  Buyers  Fleet Manager 

o Exception: Transit buses – Colleen  Tim O.  Chancellor  

• DFA Vehicle Buyer: John Leverett 

o 501-683-2222 

o john.leverett@dfa.arkansas.gov  

• To buy a used vehicle, do a three-quote bid 

o Find a local vehicle and get the vendor to give you specs 

o Send specs to us and the suggested vendor 

o Federal surplus not suggested 

Each fiscal year, the Fleet Manager should keep a log (FLEET Vehicle Requests FY17.xlsx) of all the 

vehicles that departments request via MV-6s. 

 

The log should contain the following columns:  

• BU (department code) 

• Number (chronological order of vehicle requests submitted to Fleet Manager)  

• Type (three-letter code from second column of the Vehicle Specs and Pricing spreadsheet)  

• Date Submitted (to Fleet Manager)  

• To DFA (date an email is sent to State Fleet Administrator, 

StateVehicleAdmin@dfa.arkansas.gov, with SAVA request print-out) 

• DFA Approved (date State Fleet Administrator emails approval with Request Financials) 

• Check Mailed (date the check is sent to State Fleet Administrator via FedEx)  

• Replacement or Addition  

• Upgrade (change in vehicle type)  

• Bid 

• Req. #  

• SAVA # 

• PO # 

• Status  

• ETA (date provided by DFA)  

 

mailto:john.leverett@dfa.arkansas.gov
mailto:StateVehicleAdmin@dfa.arkansas.gov


 

 

 
 

 

 

 

 

 



Hold for Approval 

Upon MV-6 Receipt: Department puts in Requisition  Buyer reviews it  Fleet Manager 

switches it to own desk 

 

The starting point of the vehicle procurement process when you first receive the MV-6, with the 

requisition number written on it.   

BASIS 

To view my desk 

• Command:   LRBS 

 

To move a requisition from another buyer’s desk to my own desk/show that DFA process has started 

• Command:   BACM 

• Action:    U 

• New Activity:  MVA 

• F10 > Enter  

 

• Buyer names 

o Whitney:  wesmith 

o Ellen: ferguso 

o Karen: pur11 

o Andy:  andyf 

 

If the requisition is not on one of the buyer’s desks 

• Command:   REQT 

• Action:    A 

• F11 Options – to see where requisition is in target process (*Desk ID) 

• F3 to exit options 

 



If there is no name associated with the *Desk ID, then note the *Desk ID name 

• Command:   lud 

• Desk ID:  (enter *Desk ID name noted) 

o That tells you whose desk within the department needs to approve the transaction to 

move it forward through the departmental target chain to get it to a buyer.  There 

may be several individuals within the department that need to approve the 

transaction before it gets to a buyer (this varies by department as to how much 

oversite they want for approving encumbrances of funds).   

To confirm price and vehicle description 

• Command:   REQH 

• Action:   V 

• Req:    ________: 1 

o NOTE: Estimated Req Amt should be the total of base + options 

• Compare BASIS/Specs and Pricing spreadsheet/MV-6 

o Vehicle type 

o Vehicle description 

o Estimated Req Amt (take it out when creating PO later) 

o Handling Codes:  C   H 

o Hold for: Kallie Tanner 

o Vendor ID 

• Command: REQL or LRLN, Req: ######: 1 

o NOTE: There should be additional line for every option that the department wants.  

 

• Write three-letter alpha code and price on the right side of the form  

• Add vehicle to Vehicle Requests Log 2016-2017  

Add to Vehicle Requests Log  

 

Log:  Budgetary Unit, Sequential Number, Date Submitted by department, replacement or addition to 

fleet, upgrade/downgrade justification if not type for type vehicle replacement and SAVA #.  

SAVA Process 

Create SAVA request and sign.  Carefully check the vehicle type and options to assure accuracy.  

SAVA (https://www.ark.org/sava/index.php) 

• SAVA Main Menu > State Vehicle Request 

• Fiscal Year: 2017 

• Request Type:  Replacement or Addition 

• Funded By:  Agency Funds (always!) 

• Request Type: Options A, B 

• Cont. Type:  Three-letter alpha code  

• Options:  Leave blank unless specified additional features on MV-6 

 

https://www.ark.org/sava/index.php


Vehicles to be Replaced 

• Serial Code: #### 

• Actual Mileage: (based on MV-6 form)  

• 5+ years or 75K+ miles 

• Justification: (only insert if none of Replacement Codes apply) 

• Click to Confirm Data 

• Finished with Vehicles  

• Print Form  

 

Print  Sign and date  Scan to self and save in Fleet Management folder  

• Write SAVA # off printed form on the Vehicle Requests Log 16-17 

Email StateVehicleAdmin@dfa.arkansas.gov at DFA 

• Subject: Vehicle Request, SAVA #______ 

• Attach the printout of the SAVA request 

• Tell her the funds we will be using (U of A cash agency funds)  

 

 

 

 

mailto:StateVehicleAdmin@dfa.arkansas.gov


Hold for Check 

DFA will send a “Financials Request” if approved 

• Verify cost against requisition, description, other details 

• Include contact name, delivery address, and phone number 

Issue PO 

Takes ~1 business day to cut check)  

• Command: LRBS 

o New Activity: MVA  Select vehicle 

• Command: POH 

o Status:    P 

o Action:   A 

o Purchasing Code: ST  

o PO Max:   Exact $ amount   (change it if it includes tolerance) 

o Handling Code:   H  

C    (only use C if vehicle is less than 1 
ton) 

P   (only use P if vehicles is 1+ ton) 
o Hold For:   Kallie Tanner  (only if using C code; not if using P 

code) 

o Enter, F10 

• Command: POL or LLPO 

o Action:   A 

o Req:   _______: 1, 2, 3… 

o Status:    O  

o Enter, F10  

• Command: POH 

o Action:   U  

o Status:   O 

• Command: LPOR (or LLPO) 

o Action:   U 

o Review 

o NOTE: Shows PO#, if needed 

 

• Ask Linda Hickman (5-6290) to run/return batch for PO (LH or Judy will notify me of check to 

pick up) 

• Once the PO prints 

o Initial and checkmark the printed PO (which is the last page of the batch) 

o Keep the actual PO for fleet file 

o Return other pages to Linda’s box 

Make a copy of “Financials Request” and Purchase Order 

• AP (for Vicki or Donna) 

• Fleet file 

 

 



Complete to Vendor 

After check is printed 

• Write SAVA # on bottom portion of check and make one copy 

• Ask LH (5-6290) to print two labels (one for DFA’s FedEx package and one to attached to 

documentation showing Cheryl Canfield which cost center to charge)  

• BASIS 

o Command: POL 

▪ Action: V 

▪ Enter, F10  

▪ F12 – Comp. Cost Center 

▪ F4 – Cost Center Fund 

• Write cost center # on 2nd FedEx label for Cheryl – “Please charge to 

____.” 

• Verify address on labels to DFA or vendor 

FedEx check overnight to DFA with the MV-6 and Financial Request paper clipped to it (and email DFA 

to verify receipt when it arrives)  

• DFA will send Requisition Voucher to Admin Services  

• Allen Sugey issues state PO to vendor from Motor Vehicle Fund; check made out to 

dealership 

Move the documentation to “Complete to Vendor” file 

• MV-6 

• State Vehicle Request/Fiscal Year 2017 (SAVA printout) 

• Financials Request 

• State Vehicle Request/Fiscal Year 2017 (SAVA printout) – State Fleet Administrator’s return 

• Purchase Order 

• Copy of check  

 

BASIS  

• Commodity code: LCCK (07005) 

 

Cancel Req 

• Command: PURL 

o Action: U 

o Status: X 

o Enter, F10, Enter 

• Command: PURH 

o Action: U 

o Status: X 

o F9 for Justification 

o Purchasing Comments: Incorrect vendor. Department needs to enter a new 

requisition to dealership.  

o F10, Enter 
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INTRODUCTION 
The State of Arkansas has invested heavily in its fleet of vehicles, and it is in the best interests of 
all employees that state-owned vehicles be operated safely and efficiently. This document is 
intended to both help employees of the State carry out these regulations and to inform members 
of the public on efforts by the State to safeguard and manage its vehicle fleet. Report any errors 
you may observe in this handbook to Cheryl Reed, DFA-OAS Administrative Services Manager, at 
(501) 324-9138 or cheryl.reed@dfa.arkansas.gov . 

 

 

 

STATEMENT OF GOALS 

The rules established in this guide are intended to encourage the efficient and appropriate 
operation of every vehicle purchased and operated by the State of Arkansas. In seeking to apply 
these rules, State  employees are encouraged to  keep the  goals  of  efficiency and 
appropriateness in mind. The agencies, boards and commissions of the State each bear the 
responsibility of ensuring that vehicles are used appropriately and in accordance with the laws 
of the State. This responsibility is established not just in the code of the State or the rules 
promulgated by this agency, but in the basic obligation of all public servants to act as good 
stewards of the taxpayers’ investment. Above all, access to a state-owned vehicle is a privilege. 

 

ORGANIZATION 

The rules stated here represent the minimum obligations required of all applicable State agencies, 
boards and commissions. Agencies are encouraged to consider the adoption of  vehicle- related 
rules which are  not in conflict with the  rules stated  here,  and which may  encourage efficient 
and effective management of State resources while also helping to achieve  the broader goals of 
the agency. 

 

The Department of Finance and Administration – Office of Administrative Services (DFA-OAS) 
oversees many of the rules and procedures described in this guide. This guide is a publication of 
DFA-OAS and any questions or comments should be sent to: 

 
Sarayla Harshman, DFA-OAS State Vehicle Program Manager 

1515 W 7th Street, Suite 700 
Little Rock, AR 72201 
(501) 682-6823 
StateVehicleAdmin@dfa.arkansas.gov  

 

mailto:cheryl.reed@dfa.arkansas.gov
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1.0  AUTHORITIES 
The following rules and regulations are promulgated under the authority of Acts passed by the 
Arkansas General Assembly and Executive Order 10-14. An appendix at the conclusion of this 
guide will provide updated versions of these statutes and orders. 

 
2.0  EXEMPT PERSONS AND AGENCIES 
The rules established in this handbook are not applicable to elected and constitutional officers 
or their employees, or to guests of the state. 

 
3.0  OBLIGATIONS OF AGENCIES 
All state-owned vehicles are the property of the State of Arkansas and have been entrusted to 
the care and management of individual agencies, boards and commissions. Those individual 
entities are responsible for the management of vehicles in their care, and for seeing that the 
rules stated in this handbook, as well as the law of the State, are followed and enforced. 

 
4.0  REGISTRATION OF STATE-OWNED VEHICLES 
All state-owned vehicles must be registered and licensed as State property and, when 
appropriate, carry license plates and seals that clearly identify the vehicle as being owned by 
the State. All State-owned automobiles must be registered and licensed to the State. 

 
4.1 Legal Title 
While all State-owned vehicles are the property of the State, legal title to the vehicle will 
rest with the owning agency, board or commission. It is the responsibility of the head of 
every agency, board and commission to ensure that all vehicles owned and operated by 
the state entity be licensed and registered in compliance with this rule. 

 
4.2 Licensed as Registered 
License plates are at all times to remain attached to the vehicle to which that license number 
is registered with the Department of Finance and Administration – Office of Motor Vehicles. 

 
5.0  LICENSE PLATES AND SEALS 
It  is  the  policy  of  the  State  of  Arkansas  that  state-owned  vehicles  be  operated,  when 
appropriate, in a manner that clearly identifies the vehicles as state-property. See Appendix B of 
this handbook: Executive Order 10-14. 

 
5.1 Official License Plates 
All vehicles purchased with state funds, or which are otherwise owned by and registered to 
the State, must carry red, “Official Business Only” license plates or any other license plate 
issued to State agencies for an official purpose. 

 

5.2 Official Seals 

All state-owned vehicles must carry either the red, official seal of the State or the seal of 
the owning agency. Seals must be permanently adhered to a State vehicle, and temporary 
or removable seals, i.e. magnetic seals, etc., are specifically prohibited. Both the red “Official 
Business Only” license plates and the red official seals of the State are available 



 

through the Department of Finance and Administration – Office of Motor Vehicles, Ragland 
Building, 1900 W. 7th St., Ste. 1100, Little Rock, AR 72201. 

 
5.3 Requirements for Agency-Specific Seals 
DFA approval is not required prior to the adoption of an agency-specific seal. Any agency 
opting to create and adopt a seal in lieu of the red official seal of the State is asked to 
ensure that the agency seal be large enough to clearly identify the vehicle as property of 
the State and to clearly present the name of the owning agency. 

 
5.4 Requests for Waivers 
A waiver from the requirement to operate a vehicle without either official plates or seals or 
both can be obtained from DFA. Requests for a waiver from this requirement should be 
made in writing to DFA-OAS. Requests must identify the vehicle to be operated without 
tags and/or seals and the circumstances under which such a waiver is warranted. Waivers 
of this requirement will only be approved when a requesting agency is able to clearly establish 
a strong State interest in operating vehicles in a manner that does not clearly identify them 
as State property. Primarily, this exemption will apply to public safety and law enforcement 
vehicles. 

 
5.5 Change in Use 
Waiver requests should be made when a change in the use of a vehicle requires a waiver 
from the tags and seals requirement. Waivers will remain in effect for as long as the State 
interest justifying the waiver can be established by the using agency. Any change in the use 
of a vehicle which eliminates the need for a waiver must be reported to DFA-OAS 
immediately, and official tags and seals must be placed on the vehicle. 

 
5.6 Reporting License Plates and Seals Through State Agency Vehicle Application (SAVA) 
Agencies will use the SAVA system to identify those vehicles which are being operated 
without either tags or seals. Information on vehicles operating without tags or seals will be 
posted online on the Arkansas State Vehicle Inventory for public review. 

 
5.7 Oil and Gas Commission Exempt 
The requirements of this section do not apply to vehicles owned and operated by the 
Arkansas Oil and Gas Commission. 

 
6.0  REPORTING REQUIREMENTS – STATE OWNED VEHICLES 

 
6.1 Record-Keeping and Reporting Authority of DFA 
The Chief Fiscal Officer of the State has the authority to establish and enforce reporting 
and record-retention requirements related to the ownership and use of State-owned 
vehicles. See Ark. Code Ann. § 19-4-907. 

 
6.2 Required Reports 
DFA-OAS will compile information submitted by agencies, boards and commissions for 
reports required under Arkansas Code. These reports include: 

• The Automobile Efficiency Report required under Ark. Code Ann. § 25-1-110. 



 

Information required for this report includes: 
  The number of vehicles owned by the reporting agency at the conclusion of 

each three-month quarter in the prior year 
  The number of miles driven in vehicles owned by the agency during each 

quarter of the prior year 
  The amount paid in personal mileage reimbursement for use of privately 

owned vehicles on State business. 
 

Information for this report must be submitted by June 1 of each year. The reporting 
period for each report is for the 12-month period from April 1 to March 31. 

 
Information for this report can be submitted using the MV-3 form available in SAVA. 
See Section 7.3 below for more information on submitting the MV-3 report. 

 
This report is submitted to Arkansas Legislative Council. Prior to submission, DFA- 
OAS will validate information submitted by agencies for accuracy and timeliness. 
Agencies should ensure that information submitted on personal mileage, when 
appropriate,  matches  amounts  reported  as  personal  mileage  reimbursement  in 
AASIS. 

 
For purposes of the Ark. Code Ann. § 25-1-110 report, agencies should report on any 
personal mileage reimbursement paid by the agency directly or which uses 
appropriation assigned to the agency. 

 
• The Annual Inventory Report required under Ark. Code Ann. § 22-8-101. 

Information required for this report includes: 
  The number of vehicles owned by an agency at the end of a calendar year. 

Information for this report is drawn from the SAVA system. Agencies submit 
the required information simply by maintaining the monthly and quarterly 
reports required in SAVA. See Section 7.0 for more information on reports 
required under SAVA. 

 
7.0  STATE AGENCY VEHICLE APPLICATION 
Executive branch agencies, boards and commissions who own and operate State vehicles are 
required to submit regular reports to DFA through SAVA, the State Agency Vehicle Application. 

 
For more information on SAVA, to receive training on entering information in SAVA, or to gain 
access to SAVA, please contact DFA-OAS. 

 
The main SAVA login page can be accessed here: https://www.ark.org/sava/index.php 

 
From the main menu page of SAVA, agencies will have access to a variety of forms. These forms 
are the primary method of collecting information on State-owned vehicles. 

https://www.ark.org/sava/index.php


 

7.1 Usernames and Login 
Username and login information will be assigned on an agency-specific basis. Utilization of 
a specific username and login will give a user access only to information on vehicles owned 
by one agency. The user will be able to enter or alter information on vehicles owned by 
that agency alone. 

 
Username and login information are available from DFA-OAS. 

 
A detailed guide on using the SAVA system can be found under the “Help” tab of the Main 
Menu. 

 
7.2  Main Menu 
The primary SAVA functions can be accessed from the Main Menu page. These functions are: 

•  File an MV-2 Individual State Vehicle Report 

•  File an MV-3 Quarterly State Vehicle Report 

•  File a Vehicle Acquisition Request 

•  File an MV-1/MV-4 Personal Mileage and State Mileage Reimbursement Report 
•  View Reports 

•  View Inventory 

•  Help Functions 
 

7.3 MV-2 Individual State Vehicle Report 
Agencies must use the MV-2 Individual State Vehicle Report form to file basic information 
on the status of every vehicle owned and operated by the agency. 

 
An MV-2 report is created upon acquisition of the vehicle. An MV-2 report must be filed for 
every month that a vehicle is owned by a reporting agency. Agencies should file these reports 
upon the conclusion of every month. 

 
Information collected by the MV-2 includes: 

• The last four digits of the Vehicle Identification Number (VIN); 

• The year, make, model and body type of the vehicle; 
• The color of the vehicle; 

• The vehicle’s primary location when not in use; 

• The date on which the vehicle was acquired; 

• Whether the vehicle is assigned to a specific state employee or unassigned; 

• If the vehicle is authorized for use by a State employee to drive to and from the 
employee’s home; 

• If such an authorization has been granted, the waiver under which it was granted – 
Regular Travel, Public Health Safety & Welfare or Commuter. (See Section 14.0 
Vehicle Pools and Assignment of Vehicles); 

• The type of license plate carried by the vehicle; 

• The cost of any maintenance or repairs incurred in the prior month; 
• The cost of any insurance paid during the prior month; 



 

• The type of fuel used by the vehicle, including any Alternative Fuels 

• The cost of all fuel consumed in the prior month; 

• The number of gallons of fuel consumed during the prior month; 
• The  vehicle’s  mileage  at  the  beginning  of  the  month  and  its  mileage  at  the 

conclusion of the prior month. 
 

Please note: The Department of Finance and Administration – Office of State Procurement 
is required under Ark. Code Ann. §19-11-217(2)(A) to report annually on the number of 
vehicles in the State fleet which operate on “Alternative Fuels.” SAVA provides the 
information for this report, and Agencies entering information through the MV-2 must 
provide correct information on the nature and type of fuel used by specific vehicles. 

 
For purposes of the MV-2, alternative fuels include: 

• 85 percent or greater Methanol 

• 85 percent or greater Ethanol 

• Natural Gas 

• Petroleum 

• Hydrogen 
• Coal 

• Biological fuels 

• Electricity 
 

Vehicles which can operate on E85 fuel are considered alternative fuel vehicles and must 
be identified as such in SAVA. 

 
7.4 MV-3 Quarterly State Vehicle Report 
Agencies are required to report Personal Mileage Reimbursement payments on a quarterly 
basis using the MV-3 report. The MV-3 is the primary agency reporting tool used by DFA- 
OAS to monitor and report on the State fleet. 

 
Information required by the MV-3 report includes: 

• The total number of miles driven on vehicles owned by the agency within the last 
three calendar months 

• The total amount paid in personal mileage reimbursement during the quarter 
 

Information submitted in the MV-3 report is necessary for DFA to meet its obligations 
under Ark. Code Ann. § 25-1-110. Information provided through the MV-3 will be included 
in an annual report to  the Arkansas  General  Assembly.  In reporting  personal mileage 
reimbursement on the MV-3, agencies are to include all reimbursement paid for use of a 
private vehicle on State business. This includes mileage paid to members of boards or 
commissions overseeing an agency as well as any reimbursement paid by an agency to a 
State employee. 

 
DFA-OAS may, from time to time, validate mileage reimbursement amounts reported on 
MV-3 reports against personal mileage reimbursement amounts reported through the 
Arkansas Administrative Statewide Information System (AASIS). 



 

All  information  included  in  the  MV-3  is  to  be  provided  on  an  agency-wide  basis. 
Information, including the amount paid in personal mileage reimbursement, does not need 
to be reported on a per-employee basis. 

 
7.5 MV-4 State Vehicle Mileage Reimbursement 
Any employee who utilizes, but whose job does not require them to utilize a State-owned 
motor vehicle for transportation to or from his or her permanent residence from or to his 
or her official station  on   a daily basis,  must reimburse   the  State  for  this  use. 
Reimbursement must be paid in the same amount paid by the agency to employees who 
use their private vehicles while traveling on State business. 

 
This form is to be filed quarterly. The form requires the name of the commuter, the last 
four digits of the VIN number on the vehicle used, the number of  miles traveled, the 
amount paid in reimbursement during the quarter, and the amount reimbursed during the 
agency by all commuters at the agency. See Section 15.0 of this handbook for more 
information on the taxable benefits of commuting in a State vehicle. 

 
7.6 Vehicle Acquisition Request 
Executive branch agencies wishing to acquire a new or used vehicle must use SAVA to file a 
Vehicle Acquisition Request. The process of acquiring an additional State vehicle is 
established under Arkansas Code. For more information on acquiring State Vehicles, see 
Section 10.0 of this guide, Acquiring a State Vehicle. 

 
Agencies wishing to acquire a State vehicle must first file a vehicle request form through 
SAVA, and provide the following: 

• Requesting agencies must state whether the vehicle being requested is to be an 
overall  Addition  to  the  agency’s  fleet  or  if  the  requested  vehicle  will  be  a 
Replacement for an existing vehicle in the agency’s fleet. 
 If a replacement vehicle is sought, the requesting agency will be required to provide 

the last four digits of the vehicle identification number (VIN) and the actual mileage 
of the vehicle to be replaced, and provide a reason for its replacement using the 
appropriate Replacement Code: 
▪  A if the vehicle is five years old or older; 
▪  B if the actual mileage exceeds 75,000; 
▪  C if the projected repair cost of the vehicle over the next year is more than 

half the wholesale value of the vehicle, or 
▪  J if the requesting agency wishes to support its request with a Justification 

Letter to be submitted to DFA-OAS providing more explanation on the need 
for the replacement. 

• Requesting agencies must identify the source of the funds to be used to acquire the 
vehicle, either the Motor Vehicle Acquisition Fund (MMV) or funds to be provided 
by the requesting agency, Agency Funds. Note: If an agency wishes to use special 
revenue for the purchase of a vehicle, the requesting agency will be required to 
identify the source of these funds and the authority establishing that those funds 
can be used to purchase a vehicle. 



 

• Requesting agencies must also state whether they wish to purchase a vehicle off of 
an existing state contract, Option A, or if they wish to purchase a type of vehicle 
which is not currently available on an existing state contract, Option B. 
  After selecting Option A, requesting agencies will be required to select the specific 

Contract Type they wish to purchase from and the options available from   that 
contract. For more information, see Section 11.0 Procurement of this  handbook. 

  Agencies selecting Option B will be required to provide a brief description of the 
desired vehicle, including the number of cylinders in its engine. 

 
After an  attempt to  submit  a request to acquire  a  vehicle through  SAVA, requesting 
agencies should contact DFA-OAS to confirm submission. 

 
7.7 SAVA Reports 
Agencies can use SAVA to create reports on any information previously entered in the 
forms described above. These reports are specific to the requesting agency for a specified 
calendar year. More information on the creation of these reports can be found in the SAVA 
Users Guide located under the Help tab on the Main Menu page. 

 
7.8 Agency Vehicle Inventory 
Agencies can use SAVA to view and print the agency’s current vehicle inventory. This 
option is accessible under the Inventory tab under the Main Menu. 

 
8.0  ONLINE INVENTORY 
Information submitted through SAVA is used by DFA to meet various reporting requirements 
established under state code. It is also the primary source of information used to maintain the 
State’s online vehicle inventory, as mandated under Executive Order 10-14. 

 
8.1 Intent of Inventory 
The inventory is designed to allow members of the public to search for individual 
automobiles or gather information on the State’s fleet. Agencies acting in accordance with 
these rules should be aware that information submitted via SAVA and which is used to 
populate the inventory will be made available to the public. Information posted to the 
online inventory is updated on a weekly basis. 

 
8.2 The State Vehicle Inventory Search Page 
The vehicle inventory search page houses information on state vehicles, including a 
searchable state vehicle database. Information in the database is updated on a weekly 
basis. 

 
Primary inventory web page: https://www.ark.org/dfa_statevehiclesearch/index.php 

 
Archive of prior inventories: 
http://www.dfa.arkansas.gov/offices/administrativeServices/Pages/vehicleInventoryArchiv 
e.aspx 

https://www.ark.org/dfa_statevehiclesearch/index.php
http://www.dfa.arkansas.gov/offices/administrativeServices/Pages/vehicleInventoryArchive.aspx
http://www.dfa.arkansas.gov/offices/administrativeServices/Pages/vehicleInventoryArchive.aspx
http://www.dfa.arkansas.gov/offices/administrativeServices/Pages/vehicleInventoryArchive.aspx


 

Information on commuting waivers are posted on the website: 
http://www.dfa.arkansas.gov/offices/administrativeServices/Pages/vehicleWaiverRequest 
s.aspx 

 
8.3 Inventory Reporting on Waivers 
The inventory page will also provide information  on  waivers authorizing use of  State 
vehicles  to  commute to  and  from  an  employee’s  home.  A complete file detailing all 
vehicles in the State fleet is also available at the following link: 
https://www.ark.org/dfa_statevehiclesearch/index.php?download=1 

 
8.4 Excluded Information 
Not all information submitted via SAVA and which is required above is made available to 
the public. Excluded information includes the license plate information for vehicles used 
primarily in a law-enforcement or public safety role. 

 
9.0  AGENCY FLEET CAPACITY 
State law limits the number of vehicles each Executive branch agency, board or commission 
may own and operate. See Ark. Code Ann. § 19-4-906. 

 
9.1 Excess Vehicles Prohibited 
Vehicles acquired by any agency listed under Ark. Code Ann. § 19-4-906 will count against 
the agency’s cap. Requests to acquire vehicles in excess of the amount authorized by law 
will be denied by DFA as part of the Vehicle Acquisition Process established by law and 
which is described in detail in this handbook. 

 
9.2 Limitations 
This provision applies to all vehicles, including automobiles, trucks and vans, which are 
licensed for use on State highways. This includes vehicles which may  be acquired by 
Executive branch agency boards and commissions, with the exception of vehicles which 
have been donated to institutions of higher education for the purpose of teaching automotive  
maintenance, repair,  operator training  and related instructional  programs. Vehicles 
donated to an educational institution for these purposes will not count against that 
agency’s vehicle cap. Note: This exemption applies only to vehicles which have been donated 
for instructional purposes. 

 
9.3 Emergency Relief Requests 
Agencies, boards and commissions may, in emergency situations, request relief from the 
vehicle  fleet  limitations  established under  Ark.  Code  Ann.  §  19-4-906  by  requesting  a 
proclamation from the Governor for this purpose. Requests must be made in writing to 
DFA-OAS. 

 
9.4 Agency Fleet Tracking 
Agency fleet sizes will be calculated and tracked by DFA-OAS. Reports will be made to the 
Arkansas General Assembly in compliance with Ark. Code Ann. § 25-1-110, Exec. Order 10- 
14 and other reporting requirements deemed necessary by the Director of DFA. 

http://www.dfa.arkansas.gov/offices/administrativeServices/Pages/vehicleWaiverRequests.aspx
http://www.dfa.arkansas.gov/offices/administrativeServices/Pages/vehicleWaiverRequests.aspx
http://www.dfa.arkansas.gov/offices/administrativeServices/Pages/vehicleWaiverRequests.aspx
https://www.ark.org/dfa_statevehiclesearch/index.php?download=1


 

10.0 ACQUIRING A STATE VEHICLE 
The Director of the Department of Finance and Administration is authorized to purchase new 
and used vehicles for all executive branch State agencies, boards, commissions, departments 
and institutions of higher education. 

 
10.1 Which Agencies Must Participate 
The vehicle acquisition process described here must be followed by executive branch 
agencies who receive any funding from the following funds as established under by the 
Arkansas General Assembly: 

• Ark. Code Ann. § 19-5-302, The State General Government Fund 

• Ark. Code Ann. § 19-5-303, The University of Arkansas Fund 

• Ark. Code Ann. § 19-5-306, The Department of Human Services Fund 

• Ark. Code Ann. § 19-5-307, The Public Health Fund 

• Ark. Code Ann. § 19-5-1011, The Technical Colleges Fund 

• Ark. Code Ann. § 19-6-404, Arkansas State Police Fund 
• Ark. Code Ann. § 19-5-411, State Forestry Fund 

• Ark. Code Ann. § 25-4-117, Delinquent Accounts 
 

Agencies, boards and commissions receiving support from these funds will be considered 
“non-exempt entities” and will be required to participate in the vehicle acquisition  process 
described in this section. 

 
10.2 Exempt Agencies 
The process described in this section does not apply to Constitutional Offices or 
constitutionally created agencies, including the Arkansas Game and Fish Commission and 
the Arkansas Department of Highway and Transportation. 

 
10.3 Which Vehicles Are Covered 
The process described in this section and which is authorized under Ark. Code Ann. § 22-8- 
201 et seq., applies only to motor vehicles, including  passenger vehicles, emergency 
vehicles, and pickup trucks with a load capacity of three-quarters of a ton or less. 

 
10.4 Rules & Regulations 
The Director of DFA is authorized to promulgate rules and regulations necessary to 
implement the vehicle acquisition process established under Ark. Code Ann. § 22-8-201 et 
seq. 

 
10.5 Filing a Vehicle Acquisition Request 
Any executive branch agency wishing to add a new or used vehicle to its fleet must file a 
Vehicle Acquisition Request with DFA-OAS. A Vehicle Acquisition Request form is available 
through the main menu page on SAVA. Please see Section 7.6 of this handbook for more 
information on filing a vehicle acquisition request through SAVA. 



 

Prior to making a request to acquire an additional vehicle, agencies must maintain a 
complete inventory of the agency’s existing fleet with DFA, that inventory must not be in 
excess of the amount authorized under Ark. Code Ann. § 19-4-906, and the inventory 
must include information on a vehicle’s history, its need for replacement and the current 
situation of any vehicle to be replaced. 

 
10.6 When to file a Vehicle Acquisition Request 
Vehicles can be acquired through two different processes: (1) the prioritized list process 
through the Motor Vehicle Acquisition Fund and (2) through purchases made with agency 
funds. 

•  Requests to purchase a vehicle through the prioritized list process of the Motor 
Vehicle Acquisition Fund will be accepted by DFA-OAS between July 1 and Sept. 15 
of every year. 

•  Requests to purchase vehicles using agency funds can be made to DFA-OAS at any 
time. 

 
10.7 Purchases of Vehicles through the prioritized list process Motor Vehicle Acquisition 
Fund (MMV). 

 
The Arkansas General Assembly appropriates funds for the purchase of new motor vehicles 
weighing less than one-ton through the Motor Vehicle Acquisition Fund. Ark. Code Ann. § 
22-8-206. These funds are limited. 

 
Agencies wishing to purchase a vehicle using these funds must make a request to purchase 
the vehicle through the MMV prioritized list process. 

 
10.7A Using the MMV to Replace an Existing Vehicle 
In making a request to purchase a vehicle through the prioritized list, state entities must 
file a Vehicle Acquisition Request which states the entity’s desire to utilize funds from 
the MMV. If the vehicle to be added is to serve as a replacement for an existing vehicle, 
the requesting entity must identify the vehicle to be replaced. 

 
The requesting agency must meet several requirements before a replacement vehicle 
will be approved. 

 
• The  vehicle  to  be  replaced  must  meet  at  least  one  of  the  following 

requirements: 
  The vehicle has more than 75,000 miles; or 
  Is five years old or older; or 
  The anticipated cost to repair the vehicle exceeds 50 percent of the 

vehicle’s estimated value. 
• Replacement vehicles must be of a similar type, and purpose, as the vehicle 

to be turned in. Agencies seeking an upgrade, i.e. a replacement vehicle of 
significantly improved quality or different purpose, must provide a letter on 
agency letterhead justifying the upgrade and establishing the State’s interest in 
allowing the upgrade. 



 

• The vehicle to be replaced must currently be in the agency’s fleet and cannot 
have been  offered  for  replacement under another,  existing  vehicle 
acquisition request. 

 
If an agency meets the requirements above, its request for an acquired vehicle will be 
added to the Prioritized List of vehicles to be purchased through the MMV. 

 
The requesting agency will be notified when and if their request has been approved for 
funding through the prioritize list process. 

 
10.7B The Prioritized List 
Vehicle Acquisition Requests which have met the requirements described above will be 
collected and prioritized in a single list. Agencies make far more requests to purchase 
vehicles than can be funded from the MMV. For this reason, the majority of requests are 
not granted. 

 
After Sept. 15 of each year, DFA-OAS will collect all Motor Vehicle Acquisition Requests 
filed in the prior month to acquire vehicles using the MMV. DFA-OAS will prioritize 
these requests into a single list based on the following criteria: 

•  The age of the vehicle to be replaced if the request is for a replacement 
vehicle; 

•  The actual and projected mileage of the vehicle to be replaced; 

•  The history and cost of any repairs required by the vehicle to be replaced; 

•  The number and average age of the requesting agency’s fleet; 

•  The  overall  condition  of  the  State  fleet  and  the  cost  of  maintaining  its 
vehicles. 

•  The priority ranking assigned to the vehicle by the owning agency. 
 

DFA has the authority to reassign vehicles between state agencies based on age, 
condition,  utilization  and   justification.  DFA-OAS   is  responsible  for  compiling  the 
prioritized list based on the categories above and in compliance with Ark. Code Ann. § 
22-8-205. Upon compiling the Prioritized List, DFA-OAS will then submit the list to the 
Director of DFA for review. The Director has the authority to make any changes necessary. 

 
10.7D Agency Rankings 
In order to help identify those vehicles most in need of replacement, agencies which file 
requests to purchase vehicles through the prioritized list are asked to rank these requests 
in order of need. Rankings are intended to provide requesting agencies an opportunity 
to identify those vehicles most in need of replacement. If vehicles are no  longer 
operational or are unsafe to operate, they should be at the top of a requesting agency’s 
ranking. Rankings should be based on need. 

 
10.8 Purchasing a Vehicle through Agency Funds 
Agencies wishing to acquire a vehicle with funds from some source other than general 
revenue must identify the source of funding in the Vehicle Acquisition Request. 



 

 

10.8A Agencies should ensure that the proper authority exists to purchase a vehicle 
This should be done prior to filing a vehicle acquisition request with DFA-OAS.  DFA- 
OAS may request proof of the authorization to use funds for this purpose. 

 
10.8B Vehicle acquisitions with agency funds must still comply with the limitations 
Requesting agencies  must comply with the process described above to either replace 
an existing vehicle or   add an additional vehicle to the agency’s fleet, as well as the 
conditions regarding agency fleet size established under Ark. Code § 19-4-906. 

 
The requesting agency must meet several requirements before a replacement vehicle 
will be approved. 

 
• The  requesting  agency  must  establish  that the  vehicle  to  be  replaced 

qualifies  for replacement by meeting least one of the following: 
    The vehicle has more than 75,000 miles, or 
    Is five years old or older, or 
    The anticipated cost to repair the vehicle exceeds 50 percent of the 

vehicle’s estimated value. 
• Replacement vehicles must be of a similar type, purpose, and value as  the 

vehicle to be turned in. Agencies seeking an upgrade, i.e. a replacement 
vehicle of significantly improved quality or different purpose, must provide a 
letter  on  agency  letterhead  justifying  the  upgrade  and  establishing  the 
State’s interest in allowing the upgrade. 

• The vehicle to be replaced must currently be in the agency’s fleet and cannot 
have   been   offered   for   replacement   under   another,   existing   vehicle 
acquisition request. 

 
10.8C Appropriation for Sales and Use Taxes on Agency-funded vehicles 
Under Act 1485 of 2013, appropriation for the payment of sales and use taxes on vehicles 
purchased with non-general revenue will be paid by the Motor Vehicle Acquisition Fund. 
Agencies seeking approval to purchase a vehicle with agency funds are responsible for 
determining the amount necessary to pay sales and use taxes and communicating that 
information to DFA as part of the vehicle-request process. To determine sales and use 
taxes, a purchasing agency must: 

• Determine the address where the vehicle to be purchased will be delivered. 

• The vehicle’s delivery address will be the basis for the calculation of sales 
and  use  taxes  to  be  paid  by  the  purchasing  agency.  Agencies  must 
determine the applicable tax rate for this address and apply that rate to the 
purchase  price  of  the  vehicle  prior  to  submitting  a  vehicle-acquisition 
request. 

• Agencies can determine applicable State and local sales and use taxes by 
entering delivery-address information here: 
http://www.arkansas.gov/dfa/excise_tax_v2/st_zip.html. 

http://www.arkansas.gov/dfa/excise_tax_v2/st_zip.html


 

• Once an agency has submitted sales and use tax information with a vehicle 
acquisition request, DFA will transfer funds from the purchasing agency in 
an amount equal to the purchase price of the vehicle and any applicable taxes. 
These funds will be transferred back to the purchasing agency when the 
purchase is to be completed. 

• At the time that funds are transferred back to the agency, DFA will transfer 
to the purchasing agency appropriation in an amount equal to the purchase 
price of the vehicle and applicable sales and use taxes. Appropriation 
transferred to an agency for payment of sales and use taxes is to be used 
only for this purchase. 

 
10.8D Upon approval of a request to acquire a vehicle using agency funds 
The requesting agency will be required to create the adequate asset shells in AASIS for 
the purchase. The agency must transfer funds sufficient to support the purchase of the 
vehicle  and  any  applicable  sales  and  use  taxes  to  DFA-OAS.  DFA-OAS  will  then 
generate the necessary purchase order and, at the proper time, transfer the funding 
and necessary appropriation to the requesting agency, which will ultimately purchase 
the requested vehicles. 

 
10.9 Purchasing a Vehicle which is not covered by an existing State contract 
Agencies  can  acquire  vehicles  which  are  not  covered  by  State  contract  under  limited 
circumstances based on the value of the vehicle to be acquired. 

• If the total value of all vehicles to be acquired is less than $10,000 in total value, 
the agency need only file a vehicle acquisition request as described in this section 
and comply with all applicable requirements as established by DFA-Office of State 
Procurement. The vehicle(s) will then be acquired in a manner similar to that used 
to acquire a vehicle covered by an existing State contract. Note: Agencies wishing 
to acquire a vehicle valued at less than $10,000 will not be required to seek bids 
on the purchase. 

• If the total value of all vehicles to be acquired is between $10,000 and $50,000, 
the requesting agency will be responsible for seeking and receiving at least three 
(3) competing bids for the vehicle before the acquisition request will be approved. 
Proof of the competing bids must be submitted to DFA-OAS. 

• If the total value of all vehicles to be acquired is more than $50,000, the vehicle 
acquisition request will be turned over to DFA-Office of State Procurement. DFA- 
OSP will handle the process of soliciting bids for the vehicle. In order to facilitate 
this process, requesting agencies will be asked to provide detailed specifications of 
the vehicle or vehicles to be purchased, a contact person at the requesting agency 
and contact information and the quantity of vehicles to be purchased. More 
information on this process is available from DFA-OSP, c/o John Leverett, (501) 
683-2222, john.leverett@dfa.arkansas.gov. 

 
10.10 Turn-In Requirement 
Vehicles to be replaced through the Vehicle Acquisition Process described above must be 
turned in to DFA-Marketing & Redistribution (M&R) within 30 days of the arrival of the 
newly acquired replacement vehicle. Failure to turn in vehicles in compliance with this 
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section could cause the delay or rejection of future vehicle-acquisition requests. See Section 
12.0 for more information on turning in vehicles to M&R. 

 
10.11 Credit for Turned-In Vehicles 
In order to encourage the removal of worn-out or inoperable vehicles from the state fleet, 
agencies can turn in vehicles that are no longer operational or which require repairs which 
cannot immediately be funded, and credit for the turned-in vehicle will be given to the agency 
on a future vehicle acquisition for a period of up to one year from the date the vehicle 
was turned in. 

 
11.0 PROCUREMENT 
DFA is the authorized purchaser of new and used vehicles for all executive branch State agencies, 
boards, commissions, departments and institutions of higher education. Upon   approval of a 
Vehicle Acquisition Request and pending the availability of funds, DFA will   purchase the 
requested vehicle on behalf of the requesting agency. This applies to both  vehicles purchased 
through the MMV and through agency funds. 

 
11.1 Exclusive Jurisdiction 
The Department of Finance and Administration – Office of State Procurement (OSP) has 
exclusive jurisdiction over the procurement of passenger motor vehicles and trucks. Through 
OSP, the State negotiates purchase contracts with dealerships specializing in a variety of 
vehicles. 

 
Current contracts to purchase vehicles, as well as other items under state contract, can be 
viewed here: 
http://www.dfa.arkansas.gov/offices/procurement/contracts/Pages/default.aspx 

 
More  information  on  the  procurement  process  and  any  rules  can  be  found  here: 
http://www.dfa.arkansas.gov/offices/procurement/Documents/lawsRegs.pdf 

 
Agencies wishing to purchase a state vehicle will be required to state whether the vehicle 
to be purchased is covered by a state contract and, if so, to identify the state contract 
through SAVA. 

 
 
 

12.0 DISPOSAL OF VEHICLES 
 

12.1 Marketing & Redistribution 
Vehicles owned and operated by executive branch agencies must be turned into the 
Department of  Finance and  Administration – Marketing and  Redistribution  (M&R) as 
state personal property under  Ark. Code Ann. § 25-8-106. This requirement includes 
those vehicles to be replaced through vehicle acquisition either under the MMV or using 
agency funds. Additional information on the disposal of State owned vehicles can be 
obtained from Marketing and Redistribution, 6620 Young Rd., Little Rock, AR 72209, via 
email to marketing@dfa.arkansas.gov or online at http://arstatesurplus.com. 
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12.2 Distribution of Proceeds 
In most cases, proceeds derived from the sale of a State-owned vehicle through M&R are 
placed in the Motor Vehicle Fund (MMV) to fund the purchase of new vehicles. These 
funds are not returned to the agency which originally owned the vehicle. However, 
proceeds from the sale of a state-owned vehicle are not placed in the MMV and are instead 
returned to the owning agency if: 

 
• The vehicle in question weighs more than one-ton. This generally applies to 

passenger vehicles capable of carrying more than 12 people, semi-tractors and 
other larger vehicles. 

•  The vehicle is supported by a state or federal grant whose terms require the 
return of any sale proceeds to the owning agency. In this case, funds will be 
returned to the owning agency only after the agency provides documentation 
establishing that grant funds were used to purchase the vehicle and that the 
grant requires the subsequent return for any sale proceeds that result. 

 
12.3 Thirty-Day Turn-In Requirement 
Vehicles which have been offered for replacement through the vehicle-acquisition process 
described in Section 10 of this handbook must be turned over to M&R within 30 days of 
the arrival of any vehicle purchased as a replacement. 

 
13.0  LEASING AND RENTING VEHICLES 
The short-term lease or rental of a vehicle is subject to strict oversight by the State under Ark. 
Code Ann. § 22-8-102.  For purposes of the law, a vehicle lease means any  non-purchase 
agreement for the use of a motor vehicle for a period of thirty-one (31) days or more. Vehicle 
rentals are non-purchase agreements for the use of a vehicle for fewer than thirty (30) days. 

 
13.1 Vehicle Leases 
Requests to lease a vehicle must be made in writing to the Director of State Procurement, 
DFA-Office of State Procurement in the form of a “lease justification letter.” The Director 
of State Procurement can order requesting agencies to supply any facts or information 
necessary for the Director to determine the economics, need and feasibility of the lease. 
These facts must be included in the letter. The letter must be sent to both the Office of State 
Procurement and DFA-OAS. 

 
If the  Director approves the lease,  and if the requesting agency has  established the 
availability of funds to pay for the lease, the Director must obtain approval for the leasing 
arrangement from the Legislative Council of the Arkansas General Assembly. No lease of a 
motor vehicle will be allowed without the approval of both the Director of State 
Procurement and Legislative Council. 

 
If a lease is approved by both the Director of Procurement and Legislative Council, the 
Director will notify DFA-OAS, which will process and approve a vehicle lease request on 
behalf of the requesting agency. 



 

13.2 Vehicle Rental 
Use of rented vehicles for short periods is allowed but only upon a finding that use of a 
rented  vehicle  serves  the  requirements  of  the  State  most  economically  and 
advantageously. 

 
The director or travel administrator of the requesting agency shall authorize in writing the 
use of rental vehicles only when it is more economical than taxi, airport shuttle, or other 
available modes of transportation or where due to unavailability of other modes of 
transportation use of rental vehicles is the most practical mode of travel. Agencies must 
use the statewide vehicle rental contract if one is in force. If a statewide contract is not in 
force when travel occurs, agencies will use the lowest available rates. The Office of State 
Procurement issues contracts for vehicle rental and should be contacted for information 
about contract arrangements. See the Travel Portal on the DFA-OSP website at: 
http://www.dfa.arkansas.gov/travel/Pages/default.aspx 

 
Information on the State rental vehicle contract can be found here: 
http://www.dfa.arkansas.gov/offices/procurement/contracts/Pages/VehicleRental.aspx 

 
13.3 Insurance on Rented and Leased Vehicles 
The cost of both physical damage and liability insurance purchased in conjunction with 
the rental of a vehicle from a vehicle rental company may be paid where the vehicle rental 
is billed directly to and in the name of the agency, charged on the Sponsored Business 
Travel Card (SBTC) or paid by the traveler and claimed as a reimbursable expense on 
his/her Travel Reimbursement Request TR-1 form. 

 
14.0 VEHICLE POOLS AND ASSIGNMENT OF VEHICLES 

 
14.1 Pooled Vehicles 
Unless otherwise stated below, all state-owned vehicles must be available for use by all 
qualified employees and not assigned to specific employees for their exclusive use. Pooled 
vehicles must remain on state property when not in use. 

 
14.2 Assignment of Vehicles 
State vehicles can be assigned to specific employees only when such an assignment is in 
the best interest of the State. Employees can use assigned vehicles to travel to and from 
their home to their work location in a state vehicle only when doing so is in the best business 
interests of the State. State agencies can establish this interest under three separate 
circumstances: 

 
14.2A Regular Travel Status 
State vehicles may be assigned to specific employees whose responsibilities require 
regular travel to locations throughout the state which vary on a regular basis. Examples 
would include employees charged with carrying out the periodic inspection of public 
or private facilities located throughout the State or in any other circumstance in which 
access to a State vehicle will be less costly than payment of reimbursement for use 
of the employee’s personal automobile. In no case should 
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this status be claimed by individuals who work from a single state office on a day-to- 
day basis. Agencies are not required to obtain DFA approval before granting Regular 
Travel status. 

 
An employee who qualifies for Regular Travel status must meet the following 
conditions: The employee either: 

 
(1) does not at any point work from a work station that is provided by the State 

for their exclusive use (their official work station is their home) or 
 

(2) works on a very limited or sporadic basis from a state-provided work station 
other than their home; and 

 
The employing agency must make a written determination, based on the employee’s 
regular, documented travel on State business, that the assignment of a State vehicle 
to the employee will be less costly to the State than the cost of reimbursing the 
employee for the use of a personal automobile in fulfilling the employee’s 
responsibilities to the State. 

 
If the employing agency determines that the employee meets these requirements, 
the agency must prepare a written justification detailing the facts supporting its 
conclusion that the employee qualifies for Regular Travel status in accordance with 
Executive Order 10-14. This written justification must be reviewed and signed by the 
head of the issuing agency, board or commission, and the justification must be kept on 
file for as long as the need for the status designation remains. 

 
14.2B Public Health, Safety & Welfare 
State vehicles may be assigned to specific employees who are certified law 
enforcement, or to individuals whose duties may require their availability outside of 
normal business hours to provide specific skills, services, tolls, equipment or supplies 
on an emergency basis. Agencies are not required to obtain DFA approval before 
granting Public Health, Safety & Welfare status. 

 
An employee qualifies for Public Health, Safety & Welfare status only if one of the 
following conditions has been met: 

 

 

•  The employee is certified law enforcement officer as required for their job 
as defined under Ark. Code Ann. § 12-9-102, or 

•  The employee is assigned  a vehicle which  is specifically equipped  with 
items  unique  to  the  job  functions  of  the  employee  that  allow  the 
employee to carry out his or her assigned duties in responding to 
emergencies which threaten the public health and welfare of the State. 

 

 

If the employing agency determines that the employee meets these requirements, 
the agency must prepare a written justification detailing the facts supporting its 
conclusion that the employee qualifies for Public Health, Safety & Welfare status in 



 

accordance with Executive Order 10-14. This written justification must be reviewed 
and signed by the head of the issuing agency, board or commission, and the 
justification must be kept on file for as long as the need for the status designation 
remains. 

 
14.2C Commuting 
Commuting in a state vehicle means driving a state vehicle from the employee’s 
home to a central state office on a daily basis when the employee is not in regular 
travel status or  is not a  certified  law enforcement officer. Appropriate use of  a 
vehicle under either Regular Travel or Public Health Safety & Welfare exceptions will 
not be considered commuting, however use of either of these exceptions can’t be 
the basis for properly categorizing the vehicle use as commuting. Agencies must 
obtain DFA approval before granting Commuter status to any employee. 

 
Commuting in a state vehicle is prohibited except when a legitimate business interest 
is established. 

 
For more information of the implementation of Executive Order 10-14, see Appendix 
B of  this  handbook, Executive Order 10-14, as well  as Appendices C & D, which 
provide more information on the tax responsibilities of those assigned the use of a 
state vehicle. 

 
14.3 Commuting Waivers 

 
14.3A Waiver requests must be made in writing to DFA-OAS 
Requests must clearly state the name of the employee requesting the commuting 
waiver, their title and agency, and the license plate, VIN and make/model of the vehicle 
they will be assigned. Requests must succinctly state the justification for the waiver 
request and why the waiver would serve the best business interests of the state. 

 
14.3B Requests for commuting waivers 
Waivers should be made whenever a change in duties establishes the need for 
commuting privileges. Employees who have been granted commuting privileges  must 
immediately inform DFA-OAS of any change in duties which may mitigate the need 
for the waiver. Commuting waivers will remain in effect as long as the need for  the 
waiver remains. DFA-OAS reserves the authority to ask for further justification  after 
a commuting waiver has been granted, and the Director of DFA has the  authority to 
revoke a commuting waiver if necessary. 

 
14.3 Vehicles assigned to employees under a Commuting Waiver 
As with all other state vehicles, vehicles assigned to employees under a Commuting 
waiver must carry both the red “Official Business Only” license plates and either the 
red official seal of the state or the seal of the owning agency. Waivers from this 
requirement can be requested from the Director of DFA. 



 

14.4 Agencies assigning vehicles to individual employees 
Agencies will be required to  identify the vehicles involved  and  the status under 
which  they  have  been  assigned.  This  information  will  be  posted  online  on  the 
Arkansas State  Vehicle Inventory. Additionally,  copies  of  waiver requests  will  be 
posted   to   a   state   website   for   public   review.   That   website   is   located   at: 
http://www.dfa.arkansas.gov/offices/administrativeServices/Pages/vehicleWaiverRe 
quests.aspx 

 
14.5 DFA Approval is required only for Commuting waivers. 
Individual agencies have the authority to grant Regular Travel and  Public Health 
Safety & Welfare exemptions to employees on an as-needed basis in accordance 
with these rules and Executive Order 10-14. DFA-OAS retains the authority to request 
written justification for any vehicle assignments made under this chapter  and will, 
if necessary, revoke any status designations granted by an agency which fail  to meet 
these requirements. 

 
14.6 Agencies are responsible for maintaining waiver statuses. 
If a change in responsibilities or position removes the need for a waiver, the waiver 
shall be eliminated immediately. Agencies shall provide notice of the change to DFA- 
OAS and will note the change in status on SAVA. 

 
14.7 Staging 
Employees may be allowed to use a state vehicle to travel to and from their home to 
their work location on occasion if approval is obtained from the employee’s 
supervisor. An example of appropriate staging would be a supervisor’s allowing an 
employee to take a State vehicle home the night before embarking early the next 
morning on state business. This exception is applicable only in an as-needed or project-
only basis. This exception should be used only in very limited circumstances when it is 
in the best business interest of the State to employ. 

 
14.8 Record Keeping Requirements 
Vehicles assigned to specific employees must still meet the record requirements 
established in Section 17.0 of this handbook. 

 
15.0 TAXABLE USE OF A STATE VEHICLE 
Use of a state-owned vehicle for commuting purposes is a taxable event and will increase the 
employee’s taxable income and require a reimbursement to the state agency paying the operating 
expenses of the vehicle. The reimbursement will be calculated by multiplying the number  of  
non-business  miles  driven  times  the  standard  mileage reimbursement currently being paid to 
reimburse state employees for personal usage of their vehicles on state business. 

 
15.1 Taxable Event Reporting 
Individuals who use a state vehicle for commuting purposes must report this use as a 
taxable event to their agency head for tax reporting purposes.  Generally, for non-elected 
state employees the rate is $1.50 per leg of the commute from their home to office. 
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15.2 Obligations of Administrator 
The administrative head of each agency or elected official shall ensure that the Payroll 
Unit of their respective office, agency, department or institution performs proper reporting 
for taxable use of state-owned vehicles. 

 
The administrative head of each state agency, board, commission, department and 
institution must determine whether any employees of the entity utilizing a state-owned 
or state-leased vehicle for transportation to and/or from their permanent residence to 
their official place of duty creates a taxable event as described in the Arkansas Financial 
Management Guide (see below). 

 
15.3 Calculation of Taxable Benefits 
State employees and officials who drive state-owned vehicles to commute from and to 
their residence, must compute the value of the benefit and report the amount to payroll 
officials to include on their taxable earnings. Reimbursements paid to the State must be 
made at the same rate paid by the employing agency for use of a privately owned vehicle 
on state business. Ark. Code Ann. § 19-4-903(b)(2)(B). The calculation method and tables 
for computing the benefit may be found at: http://www.irs.gov/pub/irs-pdf/p15b.pdf. 

 
Additional information on this procedure can be found in Title 19, Chapter 4, Subchapter 
9, the Arkansas Financial Management Guide, located here: 
http://www.dfa.arkansas.gov/offices/accounting/financialManagementGuide/Pages/Sub 
chapter9.aspx. 

 
The circumstances under which a State employee will be required to report the taxable 
use of a State vehicle may be determined by their status under Executive Order 10-14. 
For more information, see Appendices C&D of this handbook. 

 
Regular Travel: Employees operating a state vehicle under the status designation of Regular 
Travel must report the $1.50 one-way commuting benefit for every instance in which the 
employee uses a State vehicle to commute between their home and their State-
provided work station. Employees operating a State vehicle under a Regular Travel status 
designation are excused from this obligation if they travel from their homes to any other 
place of work other than their official, state-provided work station. 

 
Public Health Safety & Welfare: Employees designated as Public Health, Safety & Welfare 
status and whose responsibilities and qualifications meet the minimum requirements of 
the status are excused from reporting $1.50 one-way commuting benefit. 

 
Commuting: Employees designated as Commuters must report the $1.50 one-way 
commuting benefit for every instance in which the employee uses a State vehicle to 
commute between their home and their State-provided work station. 
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15.4 Record Keeping Requirements: Taxable Benefits 
The obligation to report the use of a State-owned vehicle as a taxable benefit applies to 
any qualifying employee of a state agency, board, commission, department or state- 
supported   institution   of   higher  education,   constitutional   officer,   or   constitutional 
officer’s employee. 

 
A permanent record of such employees shall be established in each agency containing 
the following: 

▪  Name of the employee 
▪  Address of their permanent residence and official duty station 
▪  Number of  miles between their permanent residence and their official duty 

station 
▪  The  amount  each employee will  be  required to  reimburse the  State at  the 

current rate of reimbursement for private automobile usage on State business 
▪  Amount billed to each employee 
▪  Amount paid by each employee 

 
15.5 Billing and Reimbursement System 
Each agency will establish a system of billing employees for reimbursements required and 
receipting for payments received from the employees. Each state agency, board, 
commission, department and institution shall be responsible for maintaining records 
prescribed herein and copies of transactions concerning mileage reimbursement for audit 
purposes. 

 
16.0 LIMITATIONS ON USE AND COMPLAINT PROCESS 
Use of a State vehicle is a privilege. Employees entrusted with the use of a State vehicle are 
strongly encouraged to act appropriately and to use sound judgment. Failure to comply with 
these rules could lead to administrative action against the employee. 

 
16.1 Official Use Only 
All state-owned vehicles must be used solely for purposes of official State business. An 
employee’s misuse of a state-owned vehicle can lead to corrective or disciplinary action. 

 
16.2 Duly Licensed 
Only  employees  who  are  duly  licensed  in  accordance  with  the  requirements  of  all 
applicable state laws may operate a State vehicle. Additionally, all State employees must 
complete and  sign  the Authorization to  Operate State and  Private Vehicles on  State 
Business (VSP-1) form before being authorized to use a State vehicle. The VSP-1 form can 
be located here: 
http://www.dfa.arkansas.gov/offices/administrativeServices/hr/Documents/vsp1.pdf. 

 
Individual agencies, boards and commissions are responsible for ensuring that employees 
assigned to use State vehicles meet the requirements of this section, and that documents 
confirming their compliance are maintained. 
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16.3 Maintenance Schedules 
All State agencies owning and operating State vehicles should, when appropriate, conform 
to any preventative maintenance programs that are recommended by the vehicle 
manufacturer. 

 
16.4 Pooling When Not in Use 
All State vehicles not assigned for the use of a specific employee and which are not in use 
on overnight business should be kept on agency location and available for use by any 
qualified State employee. 

 
16.5 Misuse of State-Owned Vehicles 
State  employees  must  obey  all  traffic  laws  and  must  practice  safe  driving  habits. 
Employees entrusted to operate a state-owned vehicle on the streets and highways of 
Arkansas are representatives of the State. Failure to observe safe driving habits and the 
rules of the road will reflect poorly on State government in general. 

 
16.6 Complaints 
DFA-OAS accepts and processes reports of alleged misuse of state-owned vehicles. 

 
Reports of misuse can be made by telephone during normal business hours to (501) 682- 
6823 or through an online complaint form located on the state government website 
located at: 
http://www.dfa.arkansas.gov/offices/administrativeServices/Pages/stateVehicleMisuse.as 
px. 

 
After receiving a complaint, DFA-OAS will attempt to identify the vehicle in question and 
forward the complaint to the director of the agency, board or commission which owns the 
vehicle. The director of the owning agency then has ten (10) days to provide a response to 
DFA-OAS describing the circumstances of the incident and any disciplinary actions taken 
as a result. Agencies are responsible for the conduct of their employees and should be 
prepared to take administrative action when and if warranted by a complaint. 

 
DFA-OAS will record complaints and will provide responses to both the individual filing the 
complaint and the agency responsible for the vehicle or vehicles in question. 

 
16.7 Seatbelts 
Seatbelts are to be used at all times by both drivers and passengers traveling in state- owned 
vehicles. 

 
16.8 Smoking and the use of Tobacco Products 
Smoking and the use of other tobacco products is prohibited in State-owned vehicles. 

 
16.9 Security 
All State-owned vehicles should be locked when not occupied. Employees are encouraged 
to   consider   the   security  of   vehicles   when   forced   to   leave   state-owned   vehicles 
unoccupied. 
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16.10 Turn off Engines 
Vehicles should be completely turned off and the keys removed from the ignition before a 
driver exits the vehicle. 

 
17.0 REQUIRED DOCUMENTATION 
All State-owned vehicles must carry the following documents at all times. 

 
17.1 Vehicle Use Log 
Every vehicle owned by the State of Arkansas must carry a log, and drivers of the vehicle 
must update the log with each use. The log must, at a minimum, record the following 
information every time the vehicle is used: 

• Date and Time of use 

• Starting location and destination 

• Beginning and Ending Mileage 

• Cost and Amount of Fuel purchased, if any 
• Any problems encountered with the vehicle 

 
17.2 Registration, Insurance, and Motor Vehicle Accident Report 
Upon registering a new vehicle, the owning agency should immediately ensure that the 
proper proof of registration and insurance is placed inside the vehicle and is readily 
accessible. The owning agency must also ensure that a clean Arkansas Motor Vehicle 
Report Form (SR-1) is likewise available. Current copies of these documents are to be kept 
in the vehicle at all times. A PDF of the SR-1 form is available here: 
http://www.dfa.arkansas.gov/offices/driverServices/Documents/SR121.pdf. 

 
18.0 ARKANSAS MULTI-AGENCY VEHICLE INSURANCE POLICY 
The State of Arkansas insures vehicles operating on official State business through the Arkansas 
Multi Agency Insurance Trust. The policy is managed by the Arkansas Department of Insurance 
– Risk Management Division. Note: Not all State agencies participate in the Multi-Agency 
Vehicle Insurance Policy. 

 
18.1 Insurance coverage for Use of Personal Vehicles 
It is the responsibility of every employee who uses their personal vehicle while on official 
State business to contact their primary insurance provider and confirm that “business 
use” coverage is provided. An employee’s personal automobile policy will be the primary 
insurance coverage if a claim results from use of the vehicle while on official state business. 
The State vehicle policy will provide secondary coverage and does not provide  physical 
damage coverage for the vehicle. 

 
18.2 Vehicle Safety Program 
All agencies purchasing insurance through the State Master Vehicle Insurance Program 
must participate in the state Vehicle Safety Program. More information on the program 
and its requirements can be found here: 
http://insurance.arkansas.gov/Risk/Riskfiles1/VSPNovember2010.pdf 
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18.3 Adding Vehicles to State Master Vehicle Policy 
Agencies which participate in the State insurance program must register newly acquired 
vehicles with the Department of Insurance – Risk Management Division. Information to be 
submitted includes the year, make/model, VIN and original cost of the vehicle. Agencies 
wishing to add a vehicle to the State policy can access the required form here: 
http://insurance.arkansas.gov/Risk/StateVehicle.pdf 

 
The form should be submitted to the Risk Management Division either via fax (501) 371- 
2842 or email insurance.risk.management@arkansas.gov. 

 
18.4 Distribution of Insurance Proceeds 
If a vehicle is destroyed as a result of an accident or other damage, proceeds from any 
insurance benefits paid as a result will be deposited into the owning agency’s account of the 
Motor Vehicle Acquisition Fund. These funds will remain in the Motor Vehicle Fund for the 
exclusive  use of  the  owning  agency toward  the  future purchase of  vehicles. Any agency 
wishing to inquire about the availability of these funds or to use these funds toward 
the purchase of a vehicle should contact DFA-OAS. 

 
19.0 REPORTING ACCIDENTS AND THEFT 

 
19.1 Reports filed within 24 Hours 
Accidents must be reported to an employee’s supervisor and to the insurance carrier or 
designated  risk  management representative within  24  hours  of  the  accident.  Reports 
should be made by the employee in control of the vehicle at the time of the accident. If 
the employee is prevented from making this report due to injuries suffered in an accident, 
the report required under this section is to be completed by the employee’s supervisor 
within 24 hours of the supervisor’s learning of the accident. 

 
19.2 State’s Insurance Carrier 
Accident reports must be made to the State’s insurance carrier. Reports can be made to: 

 
Bancorp South Insurance Services 

For Claims Reporting between 8 a.m. and 4 p.m., Monday - Friday: (501) 664-7705 
After Hours Claims Reporting: (501) 664-9252 

 
Claims that are not reported in a timely manner may be denied. Any legal correspondence, 
including briefs,  motions,  summons,  complaints,  from  any  claimant’s   attorney, should 
be forwarded immediately to Bancorp South Insurance Services. 

 
19.3 Defensive Driving Class 
Drivers who have an at-fault accident must attend a Defensive Driving Class within sixty 
(60) days. Written confirmation that the course has been completed must be sent to the 
director  of  the  employing  agency.  Information  on  defensive-driving  classes  can  be 
obtained from the Risk Management Division, 1200 W. Third, Little Rock, AR 72201-1904, 
(501) 371-2690 or insurance.risk.management@arkansas.gov. 
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19.4 Vehicles Lost to Theft 
Agencies which are unable to locate a vehicle due to a suspected theft are to report the 
loss to the following entities within 24 hours of attributing the loss to theft: 

•  Local law enforcement agencies 

•  DFA-Office of Accounting 

•  The Office of the Attorney General 

•  The Division of Legislative Audit 
 

Additionally, agencies are to report the loss immediately to the State insurance carrier. 
 

20.0 TRAFFIC AND PARKING VIOLATIONS 
 

20.1 Reporting Traffic Citations 
Employees who are cited for a traffic violation while driving a state-owned vehicle must 
report the citation to their immediate supervisor within 24 hours or by the next business 
day as appropriate. 

 
20.2 Administrative Action Required 
Administrative action will be required if employees who are required to drive on State 
business receive excessive traffic citations. Administrative action will be dictated by the 
State Vehicle Safety Program based on the number of points a driver has accumulated 
according to DFA-Office of Driver Services. Drivers who accumulate excess points may lose 
the privilege of having access to State vehicles. 

 
20.3 Parking Tickets 
Employees are personally responsible for resolving any parking citations received while 
using a State Vehicle and for the payment of any parking fines arising from their use of a 
State vehicle. Failure to adequately resolve any parking fines could lead to administrative 
action against the employee. 

 
 
 

21.0 CEULLAR PHONES AND TEXTING 
The use of cellular phones to carry out conversations or convey text messages while operating a 
State vehicle is strongly discouraged. 

 
22.0 USE OF STATE VEHICLES BY VOLUNTEERS 
Volunteers may utilize agency vehicles in the performance of their duties provided they are 
duly licensed in accordance with the requirements of all applicable state laws and have completed 
the required forms authorizing the operation of a state vehicle and the release to obtain his/her 
Traffic Violation Record. Volunteers utilizing State vehicles are subject to all rules and regulations 
which would otherwise govern state employees acting in the same manner. 

 
23.0 GLOBAL POSITIONING UNITS 
State-owned vehicles are authorized to carry Global Position devices (GPS). Agencies, boards 
and commissions opting to install GPS devices on State vehicles are asked to consider the cost 
of doing so and the best business interests of the State. Records generated by a GPS unit and 



 

which describe the location and travel of State-owned vehicles are subject to disclosure under 
the Arkansas Freedom of Information Act (FOIA). Disclosure under FOIA is appropriate only 
after 30 days have elapsed from the time the travel took place. 

 
24.0 FUELING OF STATE OWNED VEHICLES 

 
24.1 Self –Service Pumps 
State employees operating a State-owned vehicle shall only use self-service gasoline pumps. 
If the vehicle operates on a fuel other than gasoline for which self-service pumps are not 
available, the State employee will use the most cost-effective alternative that is reasonably 
available. 

 
24.2 Biofuel 
All diesel-powered motor vehicles, light trucks and equipment owned or leased by a State 
agency shall operate using diesel fuel that contains a minimum of two-percent biofuel by 
volume. 



 

Appendix A: Statutes Related to State Vehicles 
 

Title 15: Natural Resources and Economic Development 
 

15-13-202. Biofuel standard for state vehicles and state equipment. 
 

Beginning  on  January  1,  2009,  all  diesel-powered  motor  vehicles,  light  trucks,  and 
equipment owned or leased by a state agency shall be operated using diesel fuel that contains 
a minimum of two percent (2%) biofuel by volume. 

 
Title 19: Public Finance 

 
19-4-901. Rules and regulations generally. 
The Chief Fiscal Officer of the State shall promulgate rules and regulations with respect to 

travel and travel allowances and prescribe the forms and procedures for reporting, approving, 

and paying such travel allowances for all officers and employees of the state government  or  

for  other  persons  who  are  authorized  to  carry  out  official  duties  in connection with 

the business of the state. 
 

 

19-4-902. Authorization for travel. 
(a)(1) The responsibility for authorizing travel, or any expenses in connection therewith, 

shall be placed upon the board or commission in charge or upon the administrative head of 

each state agency. 

(2) No travel expenses shall be authorized or allowed without the approval of the board, 
commission, or administrative head of any agency. 
(b) It shall be the responsibility of the administrative head of any agency to keep on file in 

the place of business of the agency, subject to audit, copies of all supporting documents and 

required receipts for expenses incurred in connection with the travel authorizations and 

allowances for persons traveling on behalf of the agency. 

 
19-4-903. Standard reimbursements and special authorizations. 

(a)(1) Except for special authorization by the Chief Fiscal Officer of the State, 

reimbursement for meals and lodging while traveling on official business of the state shall 

not exceed the maximum rates as prescribed by the Federal Travel Directory published by 

the United States General Services Administration. 

(2)  Requests for special authorization shall be limited to those rare occasions where 
unusual circumstances may cause the existing rates to be inadequate and shall be set out 

in writing in such detail as shall be required in the state travel procedures and shall be 

executed  on  behalf  of  each  individual  traveler  for  each  special  authorized  occasion. 

Provided however, that requests for special authorization by employees of institutions of 

higher education shall be subject to the approval of the chief executive officer of the 

institution and not the Department of Finance and Administration. 



 

(3)  Under such emergency conditions as shall be determined by the Governor, the 

limitations of this subsection with respect to meals and lodging may be waived or modified. 

(b)(1)  As used in this subsection, state-owned motor vehicle means a motor vehicle 
purchased or leased by: 

(A) The State of Arkansas; 
(B) The office of a constitutional officer of the State of Arkansas; 

(C) A constitutionally independent agency or commission; and 

(D)  A state-supported institution of higher education. 

(2)(A)  Unless  otherwise  provided  by  law,  reimbursement for  the  use  of  privately 

owned motor vehicles while traveling on official business for the state shall not exceed the 

allowable rate of the Internal Revenue Service per mile for business use of privately owned 

motor vehicles. 

(B)  A state agency director may authorize reimbursement for travel expenses for 

meals, lodging, and private automobile or airplane usage at amounts less than that 

established under the authority of this section. 

(C)  The Chief Fiscal Officer of the State by regulation may establish procedures and 

the rate for reimbursing individuals for the use of privately owned airplanes while traveling 

on official business for the state. 

(3)(A)(i) Any employee of the State of Arkansas who utilizes, but whose job does not 
require the state employee to utilize, a state-owned motor vehicle for transportation to or 

from his or her permanent residence from or to his or her official station on a daily basis shall 

reimburse the fund from which the operating expenses of the state-owned motor vehicle are 

paid at the same rate authorized by the state agency director of the agency employing 

the state employee for reimbursements for private automobile usage under subdivision 

(b)(2)(B) of this section. 

(ii) As used in subdivision (b)(3)(A)(i) of this section, state employee: 
(a)  Means an employee of a state agency, board, commission, department, or 

state-supported institution of higher education; and 

(b) Includes a constitutional officer and an employee of a constitutional officer. 

(B)   All  state-owned  motor  vehicles or  state-leased motor  vehicles shall  be  for 

official business use only. 
(c)   The  Chief  Fiscal  Officer  of  the  State  shall promulgate  rules  and  regulations to 

implement the provisions of this subchapter. 

 
19-4-904. Exempt persons and agencies. 

(a)(1)   The  limitations  of  this  subchapter  relating  to  travel  regulations  shall  not  be 

applicable to: 

(A)  Except as provided in 19-4-903(b), the constitutional or elective officials and 

their employees; or 



 

(B) Official guests of the state. 
(2) The provisions of this subchapter shall not be used to supersede or set aside the 

provisions of law providing for fixed allowances, established amounts for per diem, or to 
special travel privileges provided by law for specific purposes when the allowances exceed 
those authorized in this subchapter. 

(b)(1) Personal reimbursement will not be allowed to any state official, state employee, 
or any other person traveling on official business for expenses covering personal 
entertainment, flowers, valet service, laundry and cleaning, or other personal expenses, as 
those expenses shall be defined in the state travel regulations. All such persons shall be 
required to  submit their  travel  reimbursement  requests  upon forms  prescribed by  the 
Department of Finance and Administration, itemized in such detail as shall be necessary to 
carry out the purposes and intent of this section. 

(2)  The tip reimbursement amount shall not exceed fifteen percent (15%) of the meal 
amount expended. 

(3)  The total reimbursement for meals and tips shall not exceed the maximum rates 
prescribed by the Financial Management Guide published by the Office of Accounting of the 
Department of Finance and Administration. 

(c)  The cost of meals, lodging, and mileage of state employees who are designated by a 
supervisor or agency director to attend official or special board meetings or other functions 
recognized as being in the performance of their official duties may be paid either as 
reimbursement to the employee or on direct billing, in the case of meals and lodging, 
subject to approval of the superior. 

(d)  It is recognized that within the state-supported institutions of higher education there 
exists an obligatory inherent cost of providing travel expenses for a group or number of 
students who, when accompanied by those who instruct the students in the fundamentals 
of a competitive sport and direct team strategy, must travel and be recognized as a cohesive 
unit representing not only their institution, but exemplifying the State of Arkansas   in their 
behavior,  attitudes,  interests,  presentation,  and  conduct.  In  these  circumstances  the 
payment of group travel expenses, including those of students and employees, may be 
authorized as follows: 

(1) Meals and lodging; 
(2)  Transportation; 
(3)  Entertainment, within reasonable limits, to ease the pressure on students of their 

objectives; 
(4)  Costs of group activities, including gratuities, laundry, cleaning, and favors; and 
(5)  Other personal expenses to be paid only from auxiliary funds not inconsistent with 

standards, rules, regulations, or prohibitions established by recognized national or state 
governing associations pertaining to the respective students and employees and the 
institutions they are representing. 

 
19-4-905. State-owned motor vehicles generally. 
(a) All state-owned motor vehicles which are purchased under the authority of the Chief 

Fiscal Officer of the State shall be licensed in such manner so as to identify each vehicle as 

state property. 

(b) The Chief Fiscal Officer of the State shall provide a special license plate suitable for  all 
state-owned motor vehicles and shall establish procedures for the purpose of   supplying 



 

information on all state-owned motor vehicles, both those which are purchased and those 

which are sold, traded in, or otherwise disposed of. 

(c) The Chief Fiscal Officer of the State shall make rules and regulations for obtaining the 

required license plates and for returning the plates when the vehicles are disposed of and 

shall notify all state agencies of procedures to be followed. 

(d) ) Each agency shall be required to pay the regular license fee for the special state property 
license plate in the manner prescribed by the department. 
(e) In the event the best interests of the state would be served by not displaying a special 

tag, such as in police work, an exception to the provisions of this section may be obtained 

only upon the written approval of the Governor. 

 
19-4-906. Motor vehicle restrictions and authorizations. 
(a) None of the funds  appropriated for  the various state agencies, authorities, boards, 

commissions, departments, and institutions of higher education listed below shall be used 

to purchase, lease for over thirty (30) days, operate, repair, or provide services for more 

than the maximum number of passenger motor vehicles as set out in this section, except in 

an emergency as proclaimed by the Governor. Passenger motor vehicles are defined as 

those licensed for highway use, including, but not limited to, automobiles, trucks, and vans. 

Mileage reimbursement for employees' utilization of their personal automobiles shall not 

be deemed to be included in this restriction. 

(b)(1) The General Assembly recognizes that, in some cases, motor vehicles are donated to 

educational   institutions   and   agencies   primarily   for   use   in   automotive   repair   and 

maintenance courses and in instructional programs for truck operators and that such motor 

vehicles are not normally used for other purposes by the institutions and agencies and 

should  not  be  included  in  the  maximum  number  of  authorized  passenger  vehicles 

prescribed for such institutions and agencies in this section. 

(2)(A) Therefore,  motor  vehicles  donated  to  educational  institutions  and  agencies 

primarily for  use in  programs of  instruction  in  automotive  maintenance and  repair, in 

operator  training,  and  in  related  instructional  programs  shall  not  be  included  for  the 

purpose of determining the number of vehicles authorized for any such institutions or 

agencies. 

(B) The provisions of  this  section shall not  be applicable to these motor  vehicles. 
(c)(1) The Department of Human Services is exempt from the provisions of this section. 

(2) The Department of Human Services may purchase vehicles utilizing federal funds and 

the appropriate state matching funds required. 
 
 

19-4-907. Motor vehicle records. 
The Chief Fiscal Officer of the State may direct all state agencies to maintain records with 

respect to all state-owned motor vehicles and may require that the agencies file reports on 

the vehicles covering the operating costs thereof. 



 

19-5-1002. Motor Vehicle Acquisition Revolving Fund. 
(a) There is established on the books of the Treasurer of State, the Auditor of State, and the 

Chief Fiscal Officer of the State a fund to be known as the "Motor Vehicle Acquisition 

Revolving Fund". 

(b) ) This fund shall be used for the purpose of acquiring motor vehicles as authorized by 
§§ 22-8-201 - 22-8-209. 
(c) The fund shall be financed by: 

(1) Its  proportionate share  of  moneys  made available  from  the  allocation  of  general 

revenues   as   authorized   by   the   Revenue   Stabilization   Law,   §   19-5-101   et   seq.; 

(2) Moneys made available upon the disposal of used vehicles, which moneys shall be 

deposited to the credit of the Motor Vehicle Acquisition Revolving Fund rather than being 

deposited to the owing state agency's fund; 

(3) Deposits of moneys from benefiting state agencies; and 
(4) Transfers from other Treasury funds and fund accounts of benefiting state agencies. 

 
Title 21: Public Officials and Employees 

 

 

21-13-107. Meals, lodging, and transportation. 
(a)(1)  Every department which utilizes the services of volunteers is authorized to provide 

volunteers with incidental reimbursements as are consistent with allowances authorized by 
law for reimbursement for state or local employees. 

(2) Such  reimbursements include transportation costs, lodging,  and subsistence, as 
the  department  deems  appropriate,  to  assist  volunteers  in  performing  their  duties, 
provided that sufficient funds are available. 

(b)(1)(A) Departments may furnish meals without charge to regular-service volunteers, 
provided  that  the  scheduled  work  assignments  of  such  volunteers  extend  over  an 
established meal period. 

(B)  Meals may be furnished without charge to occasional-service volunteers at the 
discretion of the department's executive head. 

(2) Lodging, if available, may be provided temporarily at no charge to regular-service 
volunteers, at the discretion of each department. 

(3)(A)(i) Transportation reimbursement may be furnished to those volunteers whose 
presence is determined to be necessary to the department. 

(ii)  Rates or  amounts of  such  reimbursement shall  not  exceed  the  allowances 
provided under applicable state travel regulation for state departments or under applicable 
travel regulations with respect  to volunteer  services rendered to  departments  of political 
subdivisions and school districts. 

(B)  Volunteers may utilize department vehicles in the performance of their duties, 
subject to the rules and regulations governing use of state vehicles by paid staff. 



 

Title 22: Public Property 
 

 

22-8-101. Registration of state-owned motor vehicles -- Report. 
(a)(1)  In order that a complete inventory of all state-owned motor vehicles is maintained, 

every state agency, including the Arkansas State Highway and Transportation Department, the 

Arkansas State Game and Fish Commission, the Department of Arkansas State Police, the 

Arkansas  National   Guard, and all constitutional   offices shall annually register   each motor 

vehicle owned by the State of Arkansas with the Director of the Department of Finance 

and Administration in a manner prescribed by the director. 

(2)  The registration shall include a description of each motor vehicle, including the 
year, make, model, license number, vehicle identification number, and other information 
which the director might require. 

(3)  Whenever any state agency sells or disposes of a motor vehicle, a complete record 
thereof shall be furnished to the director as authorization for the removal of the vehicle 
from the official state inventory. 

(4)  Whenever any state agency acquires a new or additional motor vehicle, the 
information required by this subsection to be placed in the state inventory shall be furnished 
to the director within ten (10) days after the acquisition of the vehicle by the  agency. 

(5)  The director shall keep the inventory of motor vehicles owned by the State of 
Arkansas and its agencies current at all times, categorized in accordance with the motor 
vehicles owned by each of the respective state agencies. 

(b)(1)  The director  shall  make an  annual  report  to the  Legislative Council  as  to the 
number of motor vehicles owned by the State of Arkansas. 

(2) The report shall include a comparison of the current inventory of motor vehicles 
with an inventory of the preceding year. 

 
22-8-102. Leasing and renting of vehicles by state agencies. 

(a)  For purposes of this section: 

(1)  Lease means obtaining the use of a motor vehicle from any source for a monetary 
fee, for a period of thirty-one (31) days or more; and 

(2)  Rental means obtaining the use of a motor vehicle from any source for a monetary 
fee for a period of thirty (30) days or less. 

(b)(1) Before any state agency shall lease any motor vehicle or renew any existing lease for 
a motor vehicle, the agency shall submit a written request to the State Procurement Director 
identifying the motor vehicles sought to be leased by the agency and all facts and 
circumstances the director may request to enable him or her to determine the economics, 
need, and feasibility of leasing the motor vehicle. 

(2)  Upon receipt, the director shall review the request to lease the motor vehicle, and if 
he or she determines that the lease is in the best interest of the State of Arkansas and that the 
agency has adequate funds to pay the lease, he or she may approve the request but only if he 
or she has first received the approval of the Legislative Council. 

(3)  After receiving the approval of the Legislative Council, the director shall stamp his or 
her approval on the request and return it to the state agency, which may then proceed to 
enter into the lease as proposed and approved by the director. 



 

(4)   In emergency situations, the director may approve a temporary lease of a motor 
vehicle, not to exceed thirty (30) days, but only if he or she has sought the advice of the Chair 
of the Legislative Council and scheduled the temporary lease of a motor vehicle for 
consideration at the next meeting of the Legislative Council. 

(c) If the director disapproves a proposed lease of a motor vehicle, he or she shall stamp 
his or her disapproval on the request and return it to the state agency, and it shall be unlawful 
for the state agency to proceed to lease the motor vehicle. 

 
22-8-103. Penalty for noncompliance with §§ 22-8-101 and 22-8-102. 
Any department head or employee of the State of Arkansas failing or refusing to carry out 
the  provisions  of  §§  22-8-101  and  22-8-102  shall  be  deemed  guilty  of  a  Class  B 
misdemeanor and upon conviction shall be punished in the manner provided by law. 

 
22-8-104. Private use of state or county vehicles -- Penalty. 
(a) It shall be unlawful for any state or county employee who is employed by the Arkansas 

State Highway and Transportation Department or by a county highway department, county 

judge, or road commissioner to use trucks and automobiles that belong to the state or 

county for  any  purpose  other than  performing actual  service for  the state  or  county. 

(b) ) The use of publicly owned cars and trucks for individual use to make pleasure trips  on 

Sundays and other holidays, except when going to and from the place of employment  or 

transporting tools,  material,  and  other  supplies  to  places  of  necessity,  is   prohibited. 

(c) The provisions of this section shall not be so construed as to prevent judges and road 

commissioners from making road inspection trips when the judge or road commissioner 

deems the inspections necessary. 
(d) Any person who violates any of the provisions of this section shall be guilty of a misdemeanor 
and  upon  conviction  shall be  fined  not  less than  fifty  dollars  ($50.00)  and  not  more  than one 

hundred dollars ($100). 

 
22-8-105. Global positioning devices on certain state-owned vehicles. 
(a) As used in this section, "global positioning device" means a device that can access a 

global navigation satellite system or that uses radio frequency information technology and 

provides reliable location and time information and is capable of recording the travel and 

location of a vehicle. 

(b)(1) A global positioning device may be installed on a state-owned vehicle. 

(2) Each state agency, board, or commission may keep records of its vehicles' travels and 

locations as recorded by the global positioning device. 
(c)(1) The  records kept by a state agency, board, or commission under this section are 

subject to disclosure under the Freedom of Information Act of 1967, § 25-19-101 et seq. 

(2) However, disclosure shall not be made for the travels or locations of any state-owned 

vehicle under this section until thirty (30) days have elapsed after the travel or after the state-

owned vehicle was at the location. 

(d) ) The records kept by a state agency, board, or commission under this section are  subject 

to audit by the Division of Legislative Audit and shall be kept for at least five  (5) years. 



 

(e) Each state agency, board, or commission that uses global positioning devices on   its 

vehicles may promulgate rules for the implementation and administration of this  section. 
 

 

22-8-201. Title. 
This subchapter may be known as the "Automobile and Pickup Truck Acquisition Act for the 
State of Arkansas 

 
 

22-8-202. Purpose. 
The purpose of this subchapter is to establish procedures for the acquisition, disposal, and 
reassignment by the Department of Finance and Administration of automobiles and pickup 
trucks, as defined in § 22-8-203, to be acquired, owned, or otherwise disposed of by certain 
state agencies, boards, commissions, departments, and institutions of higher education. 

 
22-8-203. Definitions. 

As used in this subchapter: 
(1) "Automobile" means a motorized vehicle equipped with pneumatic tires used for 
the transportation of persons, as commonly known and recognized by the Revenue 
Division of the Department of Finance and Administration, as a pleasure vehicle for 
licensing purposes as established by § 27-14-601(a)(1); 
(2) "Emergency vehicle" means an automobile or pickup truck used in law enforcement 

or for  protection of the public peace and health of the citizens of Arkansas; 

(3) "Pickup truck" means a motorized vehicle equipped with pneumatic tires which are 

regularly and commonly rated as having a load capacity not exceeding three-fourths 

(3/4) ton, as recognized by the Revenue Division of the Department of Finance and 

Administration, for licensing purposes for trucks and trailers as established in § 27-14- 

601(a)(3)(A); 
(4) "State agency" means a state agency, board, commission, department, or institution 

of higher education which derives any financial support from the fund accounts 

enumerated in §§ 19-5-302 -- 19-5-304, 19-5-306, 19-5-307, 19-5-1011, 19-6-404, 19-6- 

411, and 25-4-117; 
(5) "State  Vehicle   Inventory  and   Control  System"  means  an   automated  system 

maintained by the Department of Finance and Administration to record and control the 

size and composition of the state's vehicle fleet and to accumulate historical data on 

the costs associated with the vehicle fleet; and 

(6) "Vehicle" or "motor vehicle" means an automobile or pickup truck as defined in this 
section, unless used out of context in implementing the purposes and intent of this 

subchapter. 

 
22-8-204. Applicability. 
This subchapter shall not apply to the elected constitutional officers of the state, to the 
moneys appropriated by the General Assembly for financing the statutory responsibilities of 
these officers, to the Arkansas State Highway and Transportation Department, nor to any 
local political subdivision. 



 

22-8-205. Allocation of vehicles -- Priority listing. 
(a) Each state agency requesting the acquisition of an automobile or pickup truck shall: 

(1) Have  its  existing  automobiles  and  pickup  trucks  included  on  the  state  vehicle 

inventory and control system; 
(2) Not exceed the number of motor vehicles as authorized by law for the agency; and 
(3) Submit a schedule as required for replacing its automobiles or pickup trucks reflecting 

each vehicle's historical information, the need for replacement, and the disposition of the 

existing vehicle. 

(b) ) From   the   information   provided   by   state   agencies   requesting   the   acquisition 

of automobiles or pickup trucks, the Department of Finance and Administration shall prepare 

a prioritized ranking for the then-current fiscal year based upon: 

(1) Age of the vehicle to be replaced; 
(2) Actual and projected mileage of the vehicle to be replaced; 

(3) A history of repair costs of the vehicle to be replaced; 

(4) Number and average age of each state agency's fleet of vehicles; and 
(5) Condition of state agency fleet and cost of maintenance of its vehicles. 

(c) The Director of the Department of Finance and Administration, through its Marketing 

and Redistribution Section,  shall  have  the  authority  to  reassign a  vehicle  from  a  state 

agency  to   another   state   agency  based  upon  need,  age,  condition,  utilization,  and 

justification  but  not  to  decrease  a  state  agency's  actual  number  of  vehicles  owned. 

(d) ) The director shall review the schedule of prioritized ranking for acquiring vehicles,  and 

he or she shall have the authority to make changes, as he or she deems necessary, to  the 

priority listing. He or she shall then forward the priority listing to the Governor for his or  her 

approval or modification. 

(e) Upon  securing  the  Governor's  approved  priority  listing  for  acquisition  of  motorized 
vehicles, the director shall then proceed to acquire the vehicles, and he or she shall ensure 

that the replaced vehicle is transferred to the Marketing and Redistribution Section of the 

Department of Finance and Administration within thirty (30) days for disposal. 

 
22-8-206. Purchase of automobiles. 

(a)   The  Director  of  the  Department  of  Finance  and  Administration  shall  purchase 
vehicles for state agencies from moneys as appropriated and made available by the General 
Assembly. 

(b)  There is created and established upon the financial records of the Department of 
Finance and Administration, the Treasurer of State, and the Auditor of State a fund to be 
known as the Motor Vehicle Acquisition Revolving Fund, which shall be used for the purpose 
of acquiring motor vehicles as authorized by this subchapter. 

(c)(1) The Motor Vehicle Acquisition Revolving Fund shall be financed by its proportionate 
share of moneys made available from: 

(A)  The allocation of general revenues as authorized by the Revenue Stabilization 
Law, 19-5-101 et seq.; 



 

(B)  Moneys made available upon the disposal of used vehicles, which moneys shall 
be deposited to the credit of the Motor Vehicle Acquisition Revolving Fund rather than 
being deposited to the owning state agency's fund; 

(C) Deposits of moneys from benefitting state agencies; and 
(D)  Transfers from other State Treasury funds and fund accounts of benefitting state 

agencies. 
(2) Upon approval by the Chief Fiscal Officer of the State, the appropriation and funds 

shall be transferred from the Motor Vehicle Acquisition Revolving Fund to the designated 
appropriation and fund of the state agency. 

(d)(1) In the event that the director determines that any state agency, as defined by 22- 
8-203(4), has sufficient funding from sources other than general revenues that may be used 
to purchase vehicles requested by the agency, he or she shall transfer on his or her books 
and on the books of the Auditor of State and the Treasurer of State an amount equal to the 
price of the vehicles from the fund from which the funding is available to the Motor Vehicle 
Acquisition Revolving Fund. 

(2)   Upon  approval  by  the  Chief  Fiscal  Officer  of  the  State,  the  Motor  Vehicle 
Acquisition  Revolving  Fund  appropriation  shall  be  transferred  from  the  Motor  Vehicle 
Acquisition Revolving Fund to the designated appropriation of the state agency. 

(3)  In the event that the funds are held in depositories other than the State Treasury, 
the administrative head of the affected state agency shall issue a check drawn against the 
funds, which shall be deposited into the Motor Vehicle Acquisition Revolving Fund as a 
nonrevenue receipt. 

(e)  After seeking the advice of the Legislative Council, in order to effectuate the intent 
and purposes of this subchapter, the Chief Fiscal Officer of the State shall have the authority 
to transfer: 

(1)   Appropriations  from  the  Property  Sales  Holding  Fund  to  the  Motor  Vehicle 
Acquisition Revolving Fund; and 

(2)  Appropriations or funds from the Motor Vehicle Acquisition Revolving Fund to the 
designated state agency appropriation and fund from which the payment for the purchase 
of vehicles is to be made. 

(f)  The Department of Human Services is hereby exempt from this section insofar as 
federal funds and state general revenues necessary to match the federal funds may be 
transferred to  the  Motor  Vehicle Acquisition  Revolving  Fund when the Director  of  the 
Department of Finance and Administration has determined that the Department of Human 
Services has sufficient funding that may be used to purchase requested vehicles. 

 
22-8-207. Purchase from qualified vendors. 
The Director of the Department of Finance and Administration shall have the authority to 
purchase new or used vehicles from qualified vendors in accordance with the Arkansas 
Procurement Law, § 19-11-201 et seq. 

 
22-8-208. Vehicle ownership. 
Vehicles acquired or assigned under the provisions of this subchapter shall be the property 
of the state agency to which the vehicle is assigned, and legal title to the vehicle is to rest with 
the agency. 



 

22-8-209. Rules and regulations. 
The  Director  of  the  Department  of  Finance  and  Administration,  through  his  or  her 
disbursing officer, is authorized to promulgate such rules and regulations as deemed necessary 
to implement the provisions and intent of this subchapter. 

 
22-8-210. Motor vehicle renovation. 
(a) Funds deposited into the Motor Vehicle Acquisition Revolving Fund created by § 19-5- 
1002(a) and § 22-8-206(b), which may be made available for the purchase of motor vehicles 

for the Department of Arkansas State Police, may in addition be made available and used 

for expenses associated with the renovation of state police motor vehicles. 

(b) If  the  Director  of  the  Department  of  Arkansas  State  Police  determines  the  cost 

associated  with  renovating  or  repairing  state  police  motor  vehicles  is  economically 

beneficial, he or she shall contract with a qualified vendor and, when invoiced, shall submit 

said invoice to the Chief Fiscal Officer of the State, who shall direct payment from moneys 

set aside in the fund for the department. 

 
Title 25: State Government 

 
25-1-110. Cost-effectiveness of state-owned vehicles. 
(a) Each agency shall ensure that the purchase and continued ownership of state-owned 
vehicles is cost effective for the agency. 
(b)(1) Each agency shall determine if the purchase or continued ownership of a vehicle is 
cost effective based upon a comparison between state vehicle ownership and private car 

mileage   reimbursement   break-even   points,   as   established   pursuant   to   regulations 

promulgated by the Department of Finance and Administration. 

(2) The comparison shall be  based  upon  the previous year's use of  the state-owned 

vehicle. 
(c) On June 1 of every year, each agency shall provide the department a report including: 

(1) The number of agency vehicles; 

(2) The mileage used on the agency vehicles; 
(3) Any private car mileage reimbursements; and 
(4) Justification     for     retention     of     all     vehicles     identified     as     under-utilized. 

(d) By  September  1  of  each  year,  the  department  shall  provide  each  agency  and  the 

Legislative Council with recommendations concerning the continued ownership of state- 

owned vehicles by each agency. 

(e) )  The  provisions of this section do not apply  to institutions of higher education and 
vocational technical institutes. 



 

Appendix B: Executive Order 10:14 
 

EXECUTIVE ORDER GOVERNING THE USE OF MOTOR VEHICLES OWNED OR LEASED BY 
EXECUTIVE BRANCH AGENCIES, BOARDS AND COMMISSIONS 

 
I, MIKE BEEBE, Governor of the State of Arkansas, acting under the authority vested in me 
by law, do hereby order and direct as follows: 

 
1. SCOPE: For purposes of this Executive Order, "state vehicles" means "automobiles," 
"emergency vehicles," and "pickup trucks" (as defined in Ark. Code Annotated § 22-8-203(1) 
through (3)),  which are  owned or  leased by  any  agency,  board,  or  commission of the 
executive branch of state government. 

 
2.  OFFICIAL  BUSINESS:  State  vehicles  shall  be  used  only  for  purposes  of  official  state 
business, as provided in this Order. 

 
3.  VEHICLE POOLS: Except as otherwise provided in this Order, all state vehicles not assigned 
to individual officials or employees of an agency, board, or commission must be  pooled 
and   available  to   any   authorized  officials   or   employees  of   that   agency,   board,   or 
commission who require use of a state vehicle for official purposes. Pooled vehicles must 
remain on state property when not in authorized use. 

 
4. TAGS AND OFFICIAL MARKINGS: All state vehicles shall be clearly marked with either 
the seal of the State of Arkansas or the seal or insignia of a state agency, board, or 
commission. All state vehicles shall be licensed with and display State "Official Business 
Only" license plates, except for those state vehicles used for purposes in which it is in 
the best interest of the State for such vehicles not to bear such plates and insignia, such 
as vehicles used for law enforcement or similar purposes, pursuant to Ark. Code Ann. § 
19-4-905(e). 

 
5. ASSIGNMENT OF STATE VEHICLES TO INDIVIDUAL OFFICIALS OR EMPLOYEES: State 
vehicles may not be assigned to or permanently reserved for the use of a single official 
or employee except when such assignment is in the best interest of the State, pursuant 
to this section. Circumstances under which the assignment of a state vehicle to an 
individual agency official or employee shall be deemed to be in the best interest of the 
State are as follows: 

 
A. REGULAR TRAVEL STATUS: State vehicles may be assigned to individual officials or 
employees whose responsibilities require regular travel  from their  homes to job 
assignments, the locations of which vary on a regular basis. This provision shall not be 
applied to employees who commute from their homes to a single state office. Examples 
include an employee who drives daily from her home to audit businesses, check scales, 
monitor pollution, etc. at locations that vary on a regular basis, and in other such 
circumstances in which the use of a state vehicle is likely to be less costly to taxpayers 
than the cost of regularly reimbursing the employee for ongoing use of a personal 
vehicle for official state business. 



 

 

individual officials or employees who are certified law-enforcement officers as required 
for their job. Vehicles may also be assigned to individual officials and employees whose 
job duties require them to be available to respond after normal business  hours  to  
public  health,  safety,  or  welfare  emergencies  that  require immediate  travel  
from  a  personal  residence  to  a  location  where  specific  skills, services, tools, 
equipment, or supplies are necessary to perform the job. 

 
C. COMMUTING: Commuting in state vehicles is prohibited except when a legitimate 
state business purpose is established. State vehicles may be used to commute only if 
a waiver is granted by the Director of the Department of Finance and Administration 
authorizing commuter status for such a purpose. 

 
i. "Commuting" means driving a state vehicle from the state employee's home to a 
central state office on a daily basis when the employee is not in regular travel 
status or is not a certified law-enforcement officer. Appropriate state vehicle use 
by individuals under Sections 5.A and 5.B of this Order shall not be considered 
"commuting." 

 
ii. Vehicles used to commute shall be clearly marked with either the seal of the 
State of Arkansas or the seal or insignia of a state agency, and shall be licensed 
with and display red state "Official Business Only" license plates, unless a waiver of 
these requirements has been obtained from the Director of the Department of 
Finance and Administration. 

 
iii. The Director of the Department and Finance and Administration shall establish 
the  effective  period of  any  waivers  granted for commuting,  and establish the 
circumstances, such as change in the employee's job status or duties, which may 
require the submission and approval of a new waiver application. 

 
iv. Heads of agencies, boards and commissions are responsible for determining, 
with assistance from the DFA Office of Accounting, whether individual employees 
who have been assigned a state vehicle are subject to income tax or other similar 
withholding or reporting for use of the state vehicle. 

 
6. REPORTS OF MISUSE: Reports of alleged misuse of state vehicles received by the 
Department of Finance and Administration will be communicated by the DFA-Office of 
Administrative Services to the office of the department or agency director that owns the 
vehicle.  Responses  to  such  reports  shall  be  submitted  to  DFA-Office  of  Administrative 
Services within ten business days of receipt. Such responses shall be signed by either the 
director or assistant director of the agency/department and shall include a brief description 
of the circumstances generating the report and corrective/disciplinary action, if any, that 
was taken. 

 
7.  ANNUAL  INVENTORY  REPORT:  The  Department  of  Finance  and  Administration  shall 
prepare an Annual Inventory Report (AIR) on state vehicles.  The  AIR  shall  include 



 

 

owned   or  leased   by  constitutionally-established  agencies,  boards,  commissions,   and 
officers.   The   AIR   shall   be   posted   on   the   Arkansas   Department   of   Finance   and 
Administration's  Web  site,  and  other  information  about  state  vehicles  shall  be  made 
available upon request, as is required by the Arkansas Freedom of Information Act. 
Subsequent to the effective date of this Order, the Annual Inventory Report shall include 
information on each state vehicle, including vehicle type; whether the vehicle is assigned to 
an individual state official or employee and that employee's position or job title; whether an 
assigned vehicle is used by employees designated as Regular Travel Status or Public Health, 
Safety or Welfare; whether a vehicle has been assigned to an employee who has been granted  
a  waiver  to  commute;  and  the  nature  of  the  primary  use  of  the  vehicle. 

 
8. EFFECTIVE DATE: The terms of this Order shall be effective beginning November 1, 2010. 
Any existing waivers permitting the assignment of a state vehicle for commuting and/or 
permitting the use of a state vehicle without state or agency insignia and "Official Business 
Only" license plates shall expire as of that date. Applications for new waivers pursuant to 
Section 5.C. of this Order should be submitted to the Director of the Department of Finance 
and Administration in advance of the effective date of this Order, on such forms and in such 
manner as the Director may require. 

 
9. VOLUNTARY COMPLIANCE: State governmental boards, commissions, agencies or officials 
who are not subject to the terms of this Order are encouraged to voluntarily comply with its 
provisions. The Director of the Department of Finance and Administration shall cooperate 
fully with any such agencies that wish to voluntarily comply. 

 
10. CONFLICT WITH OTHER LAWS: This Order does not supersede, alter, amend, or repeal 
any applicable state statutory law, or any applicable federal statutory law or rules or 
regulations that may apply to state vehicles. In the event of any conflict between the terms 
of this Order and the provisions of any state statutory or federal law, the provisions of the 
latter shall control. 

 
11.  GPD-3:  This  order  shall  supersede  any  conflicting  provisions  in  previously  issued 
Governor's Policy Directive No. 3. 

 
IN WITNESS WHEREOF, I have hereunto set my hand and caused the Great Seal of the State 
of Arkansas to be affixed at the Capitol in Little Rock on the 5th day of October, in the Year 
of our Lord 2010. 



 

 

Appendix C: Implementation of Executive Order 10-14 & Act 1021 of 2011 
 

Executive Order 10-14 establishes three circumstances under which a State vehicle may be 
assigned to an employee. These circumstances, or status designations, are strictly limited in 
nature. The terms of the executive order are to be strictly applied, and the purpose of this 
document is to help State agencies in correctly applying its limitations. 

 
All status designations are specific to individual employees and not positions. 
Arkansas Code Section 19-4-903 (b)(3)(A)(i)) requires that the cost of personal use of a State 
vehicle by an employee be reimbursed to the agency. 

 
For employees granted the status designation of either, Regular Travel or Public Health, Safety 
and Welfare, complete compliance with these rules will result in no reimbursement for de 
minimis personal use of the vehicle per (A.C.A. 19-4-903 (b)(3)(A)(i)). However usage of the 
vehicle for the occasional commute to an assigned office for those designated  Regular Travel 
Status will require additional income be recorded on the employee’s W-2  (IRS Publication 
15b). 

 
Employees who  are  assigned  a  State  vehicle but  whose responsibilities fall  outside the 
scope of either, Regular Travel or Public Health, Safety & Welfare, as defined in these rules, 
must instead apply with the Department of Finance and Administration – Office of 
Administrative Services for a status designation of Commuter. 

 
Employees operating under the status designation of the Commuter must report additional 
taxable income on their W-2 and will be required to reimburse the State for personal use of 
the State vehicle. 

 
Regular  Travel  Status:  Vehicles  may  be  assigned  to  specific  employees  whose 
responsibilities require regular travel from their homes (official work station) or office to job 
assignments, the locations of which vary on a regular basis. The assignment of the vehicle is 
dependent upon the assignment being in the best interest of the State based on cost or 
other reasons specific to the employee’s job assignment. Generally this is based on the 
volume and distance of travel required by the employee’s job function. Examples of 
employees that meet these criteria are: Tax auditors, driver license hearing officers, and 
field inspectors. 

 
An employee qualifies for Regular Travel Status only if all of the following conditions have 
been met: The employee either 

(1) does not at any point work from a work station that is provided by the State for their 
exclusive use (their official work station is their home) or 
(2) works on a limited or periodic basis from a State-provided work station other than 
their home; and 

The employing agency has made a written determination, based on the employee’s regular, 
documented  travel  on  State  business,  that  the  assignment  of  a  State  vehicle  to  the 
employee will be less costly to the State than the cost of reimbursing the employee for the 
use of a personal automobile in fulfilling the employee’s responsibilities to the State. 



 

 

If the employing agency determines that the employee meets both of these requirements, 
the agency must prepare a written justification detailing the facts supporting its conclusion 
that the employee qualifies for Regular Travel status in accordance with Executive Order 10- 
14. This written justification must be reviewed and signed by the issuing agency, board or 
commission, and the justification must be kept on file for as long as the need for the status 
designation remains. 

 
Public Health, Safety & Welfare: An employee qualifies for Public Health, Safety & Welfare 
status only if one of the following conditions has been met: 

 

 

The employee is certified law enforcement officer as required for their job as defined under 
Ark. Code Ann. § 12-9-102, or 
The employee is assigned a vehicle which is specifically equipped with items unique to the 
job functions of the employee that allow the employee to carry out his or her assigned 
duties in responding to emergencies which threaten the public health and welfare of the 
State. 

 
If an agency determines that an employee meets either of these requirements, the agency 
will prepare a written justification detailing the facts supporting its conclusion that the 
employee qualifies for Public Health, Safety & Welfare status in accordance with Executive 
Order 10-14. This written justification must be reviewed and signed by the issuing agency, 
board or commission, and the justification must be kept on file for as long as the need for 
the status designation remains. 

 
Commuter: If an agency believes that a strong business interest of the State can only be 
served through the assignment of a State vehicle to an employee but that employee does 
not meet the criteria established above for the status designations of either Regular Travel 
or Public Health, Safety & Welfare, the agency can seek approval from the Director of the 
Department of Finance and Administration for a status designation of Commuter. 

 
Requests for approval of the status designation of commuter must be made in writing on 
forms prescribed for that purpose by the Department of Finance and Administration. Requests 
can be made at any time. If approved, the status designation of Commuter will remain 
effective for as long as the business interest established by the requesting agency remains 
in effect. Employees granted the status designation of Commuter will be subject to additional 
reporting requirements necessary to comply with federal and State laws. 

 
The status designation of commuter requires additional income be added to the employee’s 
W-2, and any employee granted a commuter designation will be required to pay a 
reimbursement to the State for the commuter miles driven (A.C.A. 19-4-903 (b)(3)(A)(i)). 
The rate of reimbursement must be equal to the rate paid by the employee’s agency as 
reimbursement for use of  a personal vehicle on  State business. Employees operating a 
vehicle under a commuting waiver are responsible for logging every mile driven in that vehicle 
on the vehicle’s log. Employees must clearly identify which miles were driven for personal use 
only and for which reimbursement must be paid to the State. The amount paid 



 

 

in reimbursement to the State must match the number of miles reported on the vehicle log 
as personal use. 

 
The additional income to be added to the employee’s W-2 is generally the $3.00 Commuter 
Rule rate per day ($1.50 per each way commute) as detailed in IRS Publication 15-B (page 
25 of the 2012 publication). Elected officials and highly compensated employees may be 
required to calculate a lease value rate instead of using the Commuter Rule (page 26 of the 
2012 publication). 



 

 

Appendix D: Executive Order 10-14 & Act 1021 of 2011: Implementation 
Matrix 

 

 
 

 

Status 
Designation 

Under Executive 
Order 10-14 

 

 

 

Is the employee required to report $1.50 one- 
way commuting benefits under IRS Publication 

15-B? 

 

Is the employee required to 
reimburse the employing 

agency for non-business use of 
a State Vehicle under Act 1021 

of 20111? 

 

Regular Travel 
(EO 10-14, 
Paragraph 5A) 

 

Employees designated as Regular Travel Status 
and whose responsibilities meet the minimum 
requirements of the status must report the 

$1.50 one-way commuting benefit for every 
instance in which the employee uses a State 
vehicle to commute between their home and 
their State-provided work station. Employees 
operating a State vehicle under a Regular Travel 
status designation are excused from this 
obligation if they travel from their homes to 

a n y place of work other than their official, 
state-provided work station. 

 

The employee is not required 
to reimburse the employing 
agency for use of a State 
vehicle to travel to and from 
their homes. 

 

Public Health, 
Safety & Welfare 
(EO 10-14, 
Paragraph 5B) 

 

Employees designated as Public Health, Safety 

& Welfare status and whose responsibilities 
and qualifications meet the minimum 
requirements of the status are excused from 
reporting $1.50 one-way commuting benefit. 

 

The employee is not required 
to reimburse the employing 
agency for use of a State 
vehicle to travel to and from 
their homes. 

 

Commuting 
(EO 10-14, 
Paragraph 5C) 

 

Employees designated as Commuters must 
report the $1.50 one-way commuting benefit 
for every instance in which the employee uses 
a State vehicle to commute between their 
home and their State-provided work station. 

 

The employee is required to 
reimburse the employing 
agency on a per-mile basis for 
any miles driven in a State 
vehicle while traveling between 
an employee’s home and their 
official work station. 

 

 

 

 

 

 

 
1 Ark. Code Ann. § 19-4-903(3)(A)(i)  



 

 

ALTERNATIVE FUEL REPORT 
 

In February each year, the Energy Efficiency Arkansas (EEA) Facilitator, Patti Springs 

(springs@adeq.state.ar.us or 501-682-8065), at the Arkansas Department of 

Environmental Quality will request that we provide feedback for the Arkansas Clean 

Cities Coalition Annual Report on Alternative Fuel and Vehicles. 

 

mailto:springs@adeq.state.ar.us


 

 

Refer to the FLEET Inventory List and the SAVA Inventory tab to search for models that have 
the word “Hybrid” in them. Compile a list of the vehicles, and calculate the average mpg and 
the average number of miles traveled per year using data from the SAVA Reports tab. 
 

 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

DATA ANALYST: CONTRACT ADMINISTRATOR 
GENERAL INFORMATION 

 

Whenever a new contract is established, the Procurement 
Coordinator and the Bid Clerk should fill out the Bid Cover 
Sheet for it. Then, the Contract Administrator files it after 
entering it in the Contract Expiration Dates spreadsheet, 
RazorBuy and BASIS.  
 
Contracts typically run for seven years and must be renewed one day prior to the begin date 
every year; however, some contracts may be for a different period of time. The Bid Cover 
Sheet initiates the data entry for new contracts, while the Contract Renewal Letter (and 
Pricing Sheet, if applicable) is used thereafter.  
 
Documents that are typically filed in the electronic contract files include: Contract Renewal 
Letter, Purchase Order, Terms & Conditions,  Service Performance Standards, etc.  
 
All contracts should be entered in RazorBuy, even if no forms or lines are intended to be 
used. Lines should be entered in BASIS and RazorBuy for contracts that have multiple services 
or items for different prices (such as bags of ice, hourly rate for temporary staff, etc.), 
whereas forms are used for more general services and items. Lines should be updated yearly 
to reflect any price changes after the Contract Renewal Letter is completed.  
 Forms allowed the departments to fill in the blanks where needed and are used for extensive 
detailed lists of products (think nuts and bolts) or very complex items (think trash disposal  
services).  
 
 
 
 

 

 

 

 

 

 

 

 

 



 

 

CURRENT TERM CONTRACTS 
 

ANDY 

 
 

ELLEN 

 
 

KAREN 

 
 

WHITNEY 

 



 

 

COOPERATIVE & CURRENT MANDATORY STATE CONTRACTS 

Cooperative and State Contracts  

• DFA State Contracts 
• DIS 
• E&I 
• HGACBuy 
• MHEC 
• NASPO 
• National IPA/TCPN 
• NCPA 
• NJPA 
• PCMG 
• TCPN 
• Tips/Taps 
• U.S. Communities 

 

http://www.dfa.arkansas.gov/offices/procurement/contracts/Pages/default.aspx
http://www.dis.arkansas.gov/
https://www.eandi.org/
http://www.hgacbuy.org/program/contracts/default.aspx
http://www.mhectech.org/contracts
http://www.dfa.arkansas.gov/offices/procurement/contracts/Pages/Computers.aspx
http://www.nationalipa.org/
http://www.ncpa.us/
http://www.njpacoop.org/
http://www.pcmg.com/
http://www.tcpn.org/Pages/default.aspx
http://www.tips-usa.com/
http://www.uscommunities.org/


 

 

 

 
 

CONTRACT EXPIRATION DATES SPREADSHEET 

 

Gizmo (G:) > Purchase > Contracts > Contract Expiration Dates 

 

 
 



 

 

BID COVER SHEET (TRANSACTION HISTORY) 

 

 



 

 

ENTERING A CONTRACT IN BASIS 

A contract is ready to enter in Basis after a service has gone out to bid and an award has been 

given to a specific vendor. The Bid Clerk will provide the necessary bid documentation to create a 

hard copy file for reference. The hard copy file will be used as a repository for any and all 

additional information obtained during the terms of the contract. An electronic copy will be 

maintained by the Contract Administrator, however, in the Gizmo > Purchase > Contracts folder. 

 

 

Steps for entering a Contract Header in Basis 

 
1. In the UPS command field type CONH (Contract Header) with the action “A” – Hit Enter 

 
2. Contract No. field: Enter the contract # using the format UARxxxxxx for an Agency 

contract, and STxxxxxx for a State contract. The Bid # is normally used for the numerical 
part of a term contract (Ex. UAR123456) and a State contract # (Ex. ST123456) can be 
located on the DFA/Procurement/Contracts website. If the contract was a multi award 
bid, you will use an extension after the contract number. (Ex. UAR123456/A, 
UAR123456/B etc.). 

 
3. Vendor ID field: Hit F1, type in the vendor name, and make a vendor selection making sure 

the address is the same as the one shown on the bid documentation. 

 
4. Type of contract field: Enter “A” for an Agency contract or “S” for a State contract. 

 
5. General Description field: Use the name that appears on the first page of the bid 

documentation or a short summary of the services/product that are provided on the 
contract. 

 
6. Contract Begin field: The date entered will be the day of the award or another date given 

to you by the buyer responsible for the bid. 

 
7. Contract End field: The date entered will be a year from the Contract Begin date that was 

entered. 

 
• Example for Contract Begin and End Date: Begin Date:07/01/15 End Date 06/31/16 

 
8. Unless otherwise noted in the bid documentation, each contract is set up with 6 (six) 

additional yearly renewals available, 

 
9. Remaining Renewals field: The number of renewals will be placed here which will 

decrease every year as the contract is renewed. 



 

 

 
10. Buyer: Enter the first or last name of the Buyer responsible for the bid. The buyer’s name 

can be located on the first page of the bid documentation. 

 
11. Go to Screen 2: On this screen you will enter the BU’s that will be allowed to use this 

contract. If the contract is to be used campus-wide, no BU’s will be entered. Hit enter then 
F10 to complete and save the contract information. 
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Steps for entering a Contract Line in Basis 

 
1. In the UPS command field type CONL (Contract Line) with the action “A” – Hit Enter 

 
2. Contract No. field: Enter the contract # which was created on CONH.  Tab to the next field, which is  

where you will enter the contract line #. In most cases line numbering will begin with the number 1 
(one), and continue in numerical order (1,2,3,4…..) until all of the contract lines have been entered. 

 
3. Item Description field: Line description and detail can be found on the bid documentation. Since 

space is limited, enter the most pertinent information so the user will have a clear understanding of 
what is available for ordering. 

 
4. Line Status field: Enter an “A” to indicate the line is active and available for use. 

 
5. Vendor Item No. field: Used on State contracts where the vendor number is available on the 

contract documentation. 

 
6. Unit of Measure field: Units of measure are normally located on the bid documentation with the line 

description. If you are unsure of a UOM abbreviation, with your cursor positioned in the UOM field, 
hit F1 for a list of UOMs available. 

 
7. Discount field: N/A 

 
8. Retail Price field: N/A 

 
9. Unit Price field: The unit price can be located on the bid documentation with the line description 

and UOM. 

 
10. CCI field: This code is for the commodity code that best describes the product/services bid. With 

your cursor positioned in the CCI field, hit F1. Type in a product or service keyword, then hit Enter to 
search through the options available. 

 
11. Item Keywords field: At least one keyword must be entered for each contract. It can be the vendor 

name, the product (paper, vehicle, etc), or something that you think will help locate a particular contract 
when a user is searching for a contract using a keyword. 

 
12. Hit enter then F10 to complete and save the contract line information. 

 

 

 

 



 

 

ENTERING A CONTRACT IN RAZORBUY 

 

 
Getting Started 

 

• Razorbuy.uark.edu > Contracts > Create New Contract  

• Contract Name:  (name of vendor) 

• Contract Type: (State of AR or U of A) 

• Supplier Name: (name of vendor; make sure address is current/active in BASIS)  

• Contract Status:  Active 

• Start Date:   

• End Date: 

• Renewals Remaining:  

• Auto-Renew:   NO 

 

 
 

eProcurement Setup 

• Active for Shopping: (depends on whether it is in RB for reminders or forms/lines) 

• Restrict Products To: Any Supplier Product  

• Automatically Apply Purchases from this Supplier to this Contract: Yes  

• Allow Portal Invoice Enabled Suppliers to Edit Contract Item Price: Yes  



 

 

Applies To 

• UNSPSC 

• Put in 8-digit code that most closely resembles the contract’s products/services  

Goods and Services 

• Do not touch if the contract is only in RazorBuy for reminder purposes  

• Forms 

o Add Form > Non Catalog Form and Standing Exempt Orders  

• Non-Catalog Items (lines) 

o Add Contract Non-Catalog Item; should have 1 item/line for every line in BASIS  

 
Users and Contacts 

• Contract Managers: Kallie Tanner 

• Stakeholders:   Buyer and Department Contact 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Notifications  

 
 

 

 

 

 

 

 

 

 



 

 

CONTRACT RENEWAL LETTER 

  
 

 

 



BID CLERK  
RFP/IFB/BID PROCESSING INSTRUCTIONS 

 

Procurement Coordinator gives the Bid History Sheet and specifications to the Bid Clerk. Bid Clerk works up the 

bid document to give back to the Procurement Coordinator for review and approval. After receiving the bid 

document back from the Procurement Coordinator it is then sent to the Department for review and approval.   

The Bid Clerk emails Whitney Smith or Ellen Ferguson to post the bid to the Hogbid Page website.  

After the bid is posted, a bid notice is sent by fax to the Vendors on the bidders list, or any suggested vendors. 

The Bid Clerk faxes a document to the Arkansas Democrat Gazette to advertise the bids.   

 

SAMPLE AD DOCUMENT:  

 



 

 
PRINTING BIDS PROCESS 

 

Bid clerk fills out the Bid History Sheet.  Puts the specifications sheet with any suggested vendors with the Bid 

History Sheet.  Bid Clerk works up the bid document.  Sends the bid document to the Department for Approval.   

Also sends the bid document to the Procurement Coordinator for their review and approval.     

After the approvals.  The Bid Clerk will email the bid document to the Department’s suggested Vendors including 

any other vendors on the Bid Clerk list.   

(The bid will be open in about 5 working days).  The Bid Clerk will record the response on the Tab Sheet and then 

email the tab sheet and the responding bid responses to the Department for evaluation.  The department will go 

with the low bidder unless they do not meet the specifications.  The department will have to in detail write and 

justification to why the low bidder does not meet the specifications required.    

When the Department is ready to award the bid, they will send the signed tab sheet and justification memo (if 

applicable).  The Bid Clerk will give the Procurement Coordinator the bid package to issue a purchase order. 

 

 



 

MONTHLY LOG BIDS 

 

 

Email to Cheryl Canfield (canfiel@uark.edu) after all bids processed for the month. 

 

GETTING BIDS READY TO SCAN 

 

Remove all staples, then sort and paper clip in the following order:  

• Bid History Sheet (with PO# written at the top) 

• Purchase Order  

• Tab Sheets (Original first, signed tab sheet second)  

• Any award-related sheets or memos 

• Original IFB, RFQ, RFP document 

• Vendor lists 

• Memos or specifications 

• Winning bidder’s bid  

• All other bid responses 

• All “no bids” and disqualified bids  

• Proof of advertising 

 

 

 

 

 

 

 

 

mailto:canfiel@uark.edu


 

RUNNING BATCHES 

 

Log into BASIS 

Enter an application ID: UPS  

Command: JOBS 

Enter 

Action: S 

Enter 

• To create Auto PO’s Batch 

• Job: UPJJCAPO 

• Action: S 

• Enter 

• F10 (to submit) 
 

• To create & issue purchase order batches 

• Job: UPJCIPO   

• Action: S 

• Enter 

• F10 (to submit) 
 
 

REPRINTING PURCHASE ORDERS 

 

Log into BASIS 

Enter an application ID: UPS 

Command: JOBS 

Enter 

Action: S 

Enter 

Job: UPJPFPO 

Go to PO to print:  Enter the PO 

F10 (to submit) 



 

 

 
 

MONTHLY REPORTING DATA COLLECTION 

 

Each month the Bid Clerk gives copies of purchase orders to the Data Analyst & Contract Administrator for the 

Delegation Printing Report.   For the Recycle Paper Report gives the PO number, total paper cost for either 

Recycle or Virgin.  Bid Clerk gets this information from the winning Vendor’s bid quote. 

 
 



May 2017 
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I. Business Services Plan Overview 
 
This plan was developed to facilitate the department to resume critical functionality following a major 
disruption of operations and recover full capabilities within prescribed time frames. 
 

Scope 
 
Business Services provides Accounts Payable, Contract Management, eBusiness, Procurement, RazorBuy, 
Surplus, Travel and Vendor Management services across the UAF campus community. Business Services 
staff support the full supply chain life cycle of goods and services across campus and its colleges and 
departments.  
 
Number of People:  27 
 

Purpose 
 
The Business Continuity Plan is a tool to assist in preparing for "disasters" that could leave resources such 
as personnel, records, information, housing and physical facilities unavailable for both short term or 
extended periods. 
 
Use this document to learn about the issues involved in planning for continuity of the institution and its 
functions, as a checklist of preparation tasks, for training personnel, and for recovering from a disaster. 
 
The Business Continuity Plan will be reviewed annually and revised as business and technology 
environments change. The plan will be tested as part of an annual incident response testing to ensure 
that responsible staff are prepared in the event of a disaster. 
 

Audience and Distribution 

 
This plan is primarily addressed to the University of Arkansas Police Department and its Emergency 
Management Team. They have the responsibility of preparing for, responding to, and recovering from any 
event that affects our ability to perform our mission. 
 

Continuity/Recovery Staff Responsibilities 
 
Business Services staff representing the units of Management, Procurement/Surplus, IT/RazorBuy, 
Travel/AP/eBusiness (Department Continuity Team) will be required to execute the Business Continuity 
Plan in the event of a disaster. Each unit will designate staff to be trained and test the plans annually. All 
designated staff will rotate job roles in plan testing to ensure that plans are properly executed in the event 
of a disaster.  
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Worksheet #1:  Department Continuity Team (DCT) 

Name Title 

Kimberly Williams Director of Business Services 

Linda Fast Manager of Procurement 

Donna Carter Manager of Travel, AP & eBusiness 

Tina Lester Manager of IT, RazorBuy & Vendoring 

Senior Management: AVCB Colleen Briney 

 
The duties of the DCT include executing the Business Continuity Plan and its Recovery Procedures to 
restore the minimal necessary resources to continue operation in a limited capacity until a full recovery 
can be made. The DCT is responsible for protecting assets of Business Services and maintaining services 
during a disaster as set forth in this plan.  
 

 
 
 

II.  Recovery Procedures 
 
The following section provides the action plan by departmental unit for resumption of critical processing 
during or following a disaster. 
 

Procurement  
 
In the event of an incident that limits the ability of key management within procurement, the following 
worksheet is the line of succession that will be in effect. If during the course of recovery from the incident 
a person higher up in the list becomes available, that person will assume responsibility. Note: The Line of 
Succession does not necessarily relate to the order and responsibility for managing the recovery effort.  
 

 
 

Worksheet #2:  Administration Emergency Contact List

Name Title Contact Information Emergency Contact

Kimberly Williams Director of BSVC Cell: 479/799-2324  kimwill@uark.edu

Rodney Williams (Husband) 

479/283-2770

Business Manager 6255 W. Grays Gap Rd., Fayetteville, AR 72704

Internet, cell phone and computer capability at home.

Ann Gallaher Executive Assistant Cell: 479/841-9928 Home: 479/751-7551 eagallah@uark.edu

Martin Gallaher (Husband) 

479/841-9929

BSVC and BA 17812 Bluff View Dr Springdale AR, 72764

Internet capability, fax, printer, cell phone & computer at home.

Worksheet #3:  Order of Succession

Name Title

Linda Fast Manager of Procurement

Andy Fletcher Procurement Manager

Karen Walls Procurement Coordinator
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Emergency Procurement Information and Forms 
 

Emergency Procurement Procedures (See Appendix A).  

Emergency Requisition Procedures (See Appendix B).  

 

 
 

Travel  
 

In the event of an incident that limits the ability of key management within Travel, the following worksheet 
is the line of succession that will be in effect. If during the course of recovery from the incident a person 

Worksheet #4:  Procurement Emergency Contact List

Name Title Contact Information Emergency Contact

Linda Fast Manager of Procurement Cell: 501/730.5177   lfast@uark.edu Buddy Fast (Husband)

435 N. Garland Ave. Box 2290, Fayetteville, AR 72701 501/472-4990

34728 U.S. Hwy 160, Caulfield, MO 65626

Internet capability, computer & printer available in Fay. Can 

access email on cell; Hot Spot (As Necessary)

Andy Fletcher Procurement Manager Cell: 479/225-2648    andyf@uark.edu Joey Fletcher: 479/595-3135

1040 Valley View Drive, Fayetteville, AR  72701

Internet capability, computer and printer available in 

Fayetteville

Karen Walls Procurement Coordinator Cell: 479/936-6871  Home: 479/631-6536  kwalls@uark.edu

Frank Walls (Husband): 

479/790-1162

2815 Highland Drive, Rogers, AR  72756

Anita Buttram (Mom): 

479/636-1654

Internet capability and computer available in Rogers * Email and 

Text on cell phone

Home e-mail: inkwalls@cox.net

Mom’s Cell: 479/531-3775

Ellen Ferguson Procurement Coordinator Cell: 479/409-9164  ellenf@uark.edu Bruce McGee 479/200-0756

1805 Willard St., Springdale, AR 72762 Patti Purcell 479/466-5303

Internet capability and personal computer available in 

Springdale. Can access email on cell phone.

Whitney Smith Procurement Coordinator Cell: 479/ 841-0169 Home: 479/587-9341 wesmith@uark.edu

Allison Thompson (Sister): 

479/841-0186

1772 N. Sioux Ct, Fayetteville, AR 72701 Randy Knight: 479/644-4822

Internet capability and computer available

Linda Hickman Bid Clerk Home: 479/582-0293 lindah@uark.edu

Mary Jane Johnson:                

479/442-4139
102 N. Crider Ave, Greenland, AR 72737

No internet capability or personal computer available

Kallie Tanner Data Analyst
Cell: 479/849-5924  kmtanner@uark.edu

Crystal Shepard (Mother, not 

local) 479/849-5923

2103 N. Garland #1, Fayetteville, AR  72701

Internet capability and computer available in Fayetteville

Oulmide “Sam” Akinola 

(Boyfriend, Local)                

479/502-1312

Wenoah Goodson Warehouse Manager Cell: 479/530-5392  goodson@uark.edu Joy Goodson 479/530-5397

220 Kelsey Ln Farmington, AR 72730

Internet capability at home.
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higher up in the list becomes available, that person will assume responsibility. Note: The Line of Succession 
does not necessarily relate to the order and responsibility for managing the recovery effort.  
 

 
 
Travel advance payments depend on restoration of electricity, internet service and access to the BASIS 
accounting system.  The Travel office will work with the Treasurer's office and Cash Management to issue 
emergency travel advance payments where necessary via manual check or wire transfer.  The travel office will 
coordinate emergency payments for travel arrangements by University T-Card where necessary.   The travel 
manager and travel supervisor will work with US Bank via internet portal (if available) or phone where needed 
to coordinate use of the credit cards. Travel will also work with Cash Management to coordinate wire transfer 
payments to vendors for travel arrangements where needed.  
 

 
 

Accounts Payable  
In the event of an incident that limits the ability of key management within Accounts Payable, the 
following worksheet is the line of succession that will be in effect. If during the course of recovery from 
the incident a person higher up in the list becomes available, that person will assume responsibility. Note: 
The Line of Succession does not necessarily relate to the order and responsibility for managing the 
recovery effort.  

Worksheet #5:  Order of Succession

Name Title

Donna Carter Travel Manager

Grace Henderson Travel Supervisor

Shavawn Smith Travel Analyst

Worksheet #6:  Travel Emergency Contact List

Name Title Contact Information Emergency Contact

Donna Carter 

Manager of Travel, AP & 

eBusiness Cell: 479/287-9331  dcarter@uark.edu Billy Carter: 479/263-3285

13086 Bethel Blacktop Road, Farmington, AR 72730

Internet capability, cell phone and computer available at home.

Grace Henderson Travel Supervisor Cell: 501/733-3592  ghenders@uark.edu Carly Squyres 903/520-0298

1947 Olympic Loop #205, Springdale, AR 72762

Internet capability, cell phone and computer available at home.

Shavawn Smith Travel Analyst Cell: 775/830-3276  sms017@uark.edu Michael Bock 775/527-7571

1341 N. Heritage Ave., Fayetteville, AR 72704

Internet capability, cell phone and computer available at home.

Gina Swanson Travel Analyst Cell: 713/598-7206  gswanson@uark.edu Todd Swanson 713/410-9668

1450 Equestrian Way, Fayetteville, AR 72703

Internet at home.

Will Bailey Travel Support Cell: 479/595-4430  wrbailey@uark.edu Sandra Bailey 479/409-5963

11248 Little Elm Rd., Farmington, AR 72730

Internet capability at home. 

Elena Degago Travel & AP Support Cell: 479/871-7355  edegago@uark.edu Julie Murie 479/871-1772

420 N. Oliver Ave., Fayetteville, AR 72701

Internet capability, cell phone and computer available at home.
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Invoice payments depend on the restoration of electricity, internet service and access to the Razorbuy 
and the BASIS accounting system.  In the event of loss of service, emergency payments will be made by 
University P-Card where necessary. Accounts Payable will work with the Buyers to schedule and 
accomplish payment where needed via P-card. Accounts Payable will also work with Cash Management 
to coordinate wire transfer payments where needed. The Accounts Payable Manager and P-Card Manager 
will work with US Bank via internet portal (if available) or phone where needed to coordinate use of the 
credit cards.  
 

 
 

Credit Card Management  
 

In the event of an incident that limits the ability of key management within Credit Card Management, the 
following worksheet is the line of succession that will be in effect. If during the course of recovery from 
the incident a person higher up in the list becomes available, that person will assume responsibility. Note: 
The Line of Succession does not necessarily relate to the order and responsibility for managing the 
recovery effort.  
 
 
 
 
 

Worksheet #7:  Order of Succession

Name Title

Donna Carter AP Manager

Vikki Necessary AP Supervisor

Becky Bowerman AP

Worksheet #8:  Accounts Payable Emergency Contact List

Name Title Contact Information Emergency Contact

Donna Carter 

Manager of Travel, AP & 

eBusiness Cell: 479/287-9331  dcarter@uark.edu Billy Carter: 479/263-3285

13086 Bethel Blacktop Road, Farmington, AR 72730

Internet capability, cell phone and computer available at home.

Vikki Necessary AP Supervisor Cell: 479/957-5421  vnecessa@uark.edu

Brian Necessary (Husband) 

479/957-6324

2753 E. Par St., Fayetteville, AR 72703

Internet capability, cell phone and computer available at home.

Becky Bowerman AP Support Cell: 479/601-3471  bowerman@uark.edu

Jeremy Bowerman 

(Husband) 479/601-3935

20385 Cedar Bluff Rd., Fayetteville, AR 72701

No Internet capability at home, cell phone available at home.

Bobbie Kennedy AP Support Cell: 479/595-2508 Home: 479/521-0420  bkenned@uark.edu

Don Kennedy (Husband) 

479/966-5566

4031 Brookhollow Ct., Fayetteville, AR 72703

Internet capability, cell phone and computer available at home.
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Travel Card  
 

 

 

Procurement Card (includes Voyager* and VWR**) 
 

 
 

*Voyager is managed by Fleet Commander (separate US Bank company), Contact Information:  
Ryan Rasnic – Direct (913)725-6244 
Direct email: Ryan.Rasnic@usbank.com 
Toll Free Voyager Customer Service: 800-278-6191 
Main Customer Service Email: VoyagerState@usbank.com 
Web address to Voyager Login page: 
https://www.fleetcommanderonline.com/app/auth/home.do  
 

**VWR Contact Information:  
Gwen McCoy-Technical Contact  email:  Gwendolyn_McCoy@vwr.com  
Cell: (Gwendolyn)  856-716-3441 
Cassandra Cloninger:  Account Rep  email:  Cassandra_Cloninger@vwr.com 
Office:  856-241-5749 
Fax:  484-881-6594 

 
In the event of an emergency, if electricity/internet service is available the primary and or alternate 
contact(s) for each card type can manage the credit cards online. A list of critical contact information and 
account details for the P-Card and T-card is being maintained by the Travel, Accounts Payable, and 
eBusiness Manager, see the contacts listed herein.  In the event that electricity/internet service is 
unavailable, credit cards can be managed (ordered, cancelled and credit card limits adjusted) by calling 
US Bank representative. US Bank Contact – Ashier Vetcick, (855) 250-6421 x156-6273.  An authorized 
contact must call US Bank to make all changes on accounts.  The primary contact and alternate(s) for each 
card type are listed herein.  If all alternates are unavailable the State of Arkansas representatives in Little 
Rock may call on our behalf and request credit limit modifications, order cards, cancel cards. 
 

Worksheet #9:  Order of Succession

Name Title

Donna Carter Travel Manager

Grace Henderson Travel Supervisor

Shavawn Smith Travel Analyst

Worksheet #10:  Order of Succession

Name Title

Carol Wade Pcard/eBusiness Manager

Donna Carter eBusiness Manager

Michael Senkevech eBusiness/Pcard

mailto:Ryan.Rasnic@usbank.com
mailto:VoyagerState@usbank.com
https://www.fleetcommanderonline.com/app/auth/home.do
mailto:Gwendolyn_McCoy@vwr.com
mailto:Cassandra_Cloninger@vwr.com
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❖ Darlene Hicks (501) 671-1405 darlene.hicks@dfa.arkansas.gov  
❖ Access online weblink (managing credit card accounts): 

https://access.usbank.com/cpsApp1/AxolPreAuthServlet?requestCmdId=login 
❖ DDSA weblink (download of credit card files): https://www.ddsa.usbank.com/Main.htm  
❖ The emergency credit card accounts (physical cards) will be stored in the fireproof locked 

file cabinet at the Business Affairs front desk (ADMIN 321 - 1125 W. Maple St. Fayetteville, 
AR).  The Travel, Accounts Payable, eBusiness Manager and identified alternate(s) will also 
maintain a thumb drive and physical copy of the details in a secure location. 
 

 
 

RazorBuy/IT 
 
In the event of an incident that limits the ability of key management within RazorBuy and Information 
Technology, the following worksheet is the line of succession that will be in effect. If during the course of 
recovery from the incident a person higher up in the list becomes available, that person will assume 
responsibility. Note: The Line of Succession does not necessarily relate to the order and responsibility for 
managing the recovery effort.  
 

 
 
RazorBuy is dependent on BASIS for approvals to process PO’s to vendors. It is also dependent on the 
Internet for connectivity to Jaggaer data handling and sending out cXML, fax PO’s. E-mail PO’s could be 
sent directly from RazorBuy. In an emergency, we would need to restore power, BASIS, and the internet 
for full functionality. With these in place, personnel could access RazorBuy from offsite locations with 
Internet connectivity. 
 
It would systematically be possible for the Administrator to expedite processes through RazorBuy and 
process transactions without BASIS TARGET approvals ONLY if approved and no other means possible, and 
the Internet was available.  A PO could be sent to supplier. Processes and Procedures will need to be 
developed for this type of Purchase Order as it is outside the normal processing and would require 
allocation of funds without TARGET approval.  This should ONLY be considered a last resort option with 

Worksheet #11:  eBusiness Emergency Contact List

Name Title Contact Information Emergency Contact

Carol Wade

Pcard & eBusiness 

Manager Cell: 479/422-0679   cawade@uark.edu

Dewayne Wade (Husband) 

479/422-0675

712 Grant Ave., Prairie Grove, AR 72753

Internet capability at home.

Michael Senkevech Pcard & eBusiness Cell: 479/268-8493  masenkev@uark.edu

Lisa Senkevech (Wife) 

479/372-0855

13874 Dartmoor, Bentonville, AR 72712

Internet capability, cell phone and computer available at home.

Worksheet #12:  Order of Succession

Name Title

Tina Lester IT/Vendoring/RazorBuy Manager

Brette Hughes Program Trainer

Roselea Hernandez Vendor Maintenance

mailto:darlene.hicks@dfa.arkansas.gov
https://access.usbank.com/cpsApp1/AxolPreAuthServlet?requestCmdId=login
https://www.ddsa.usbank.com/Main.htm
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prior approval of Associate Vice Chancellor of Business Affairs/Financial Affairs, Director of Business 
Services and Procurement Manager. Recommendation of identifying a cost center for use to process 
transactions in this type of situation to be billed back to correct department. 
 

Jaggaer Administrator Backup Plan 
 
In the event that the RazorBuy Administrator (currently Tina Lester) was unavailable to perform Jaggaer 
Administrative duties the alternate of the RazorBuy Training Coordinator (currently Brette Hughes) 
would be contacted.  The Training Coordinator can perform limited backup for the Administrator and 
can also work with Jaggaer to get additional access if needed. 
 
Secondly, the following plan would be executed. Instruction on how to train a new Administrator.  Note:   
Client Partner for UA at Jaggaer (Currently Will Hughes) can designate a person in the system to role of 
administrator.  Director of Business Services, Administrator and Training Program Coordinator have 
contact information. 
 

Backup Plan: 
❖ Jaggaer library include free training snippets (videos) that cover the primary tasks of a 

shopper, requisitioner which are available to designated administrator. There are also free 
intro training webinars through Jaggaer University for administrative tasks.  Advanced 
courses are also available at cost to institution.  Handbooks are also available to designated 
administrator from Jaggaer.  

❖ The site also has all the help tool tips built in to assist new administrators.  
❖ Jaggaer offers new administrator support/training package which involves: 

▪ Planning session with education team 
▪ Access to 5 of the virtual courses 
▪ 1:1 individual training & support session on any topics that the new admin needs 

help with.  
❖ Customer support and Tina are also resources that a new administrator may utilize for 

assistance. 
❖ Business Services Jaggaer administrator handbook from prior training available.  

Administrator processes documented in binders on Administrator bookshelf.  Second set of 
documents located at current administrator’s residence and in electronic form on 
administrator’s computer and within Tina’s mydocs stored on UA network. 
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III.  Critical Resources and Personnel 
The following section lists both the people and items needed for normal operations and minimal  
requirements for restoring critical operations and related services in a disaster situation. 
 
If the current BSVC office is functional, the entire staff shall report for duty and decisions will be made for 
job duties and continued reporting based on extent and duration of emergency/crisis.  If the current BSVC 
office is not functional, essential staff (Director of Business Services, Procurement Manager, 
AP/Travel/eBusiness Manager, P-Card Manager, IT/RazorBuy Manager, Travel Supervisor, a Buyer and a 
Payer) will report for duty from an alternate work location.  Remaining staff will be placed on standby. 

 
The essential function of Business Services and minimum number of employees required to perform each 
function include: 
 

 
 
 
 

Worksheet #13:  IT/RazorBuy/Vendoring Emergency Contact List

Name Title Contact Information Emergency Contact

Tina Lester

Manager of IT, RazorBuy 

& Vendor Mgt. Cell: 479/957-5744 Home: 479/751-5632 tlester@uark.edu

Dick Lester (Husband) 

479/903-3926

1665 Lester Cove, Springdale, AR 72762

Internet, printer and computer at home

Brette Hughes Training Coordinator

Cell: 870/403-3300                               mbhughes@uark.edu3851                                                  

W Shoal Creek Ln APT 104 Fayetteville, AR 72704

Christal Green (Mother)      

Not Local 870/245-7447   

Kathryne Rocole (Friend)  

Local 870/260-1424

Internet and computer at home; email on phone

Roselea Hernandez Vendor Maintenance Cell: 479/366-1924  hernand@uark.edu

Rey Hernandez (Husband) 

479/366-1923

3939 S Old Wire Rd Rogers, AR 72758

Judith Drummonds Administrative Support Cell: 479/530-8236 Home: 479/756-9578 jdrummo@uark.edu Doug Drummonds (Son)

2597 McRay, Springdale, AR 72762 479/236-1984 or        

479/820-8979

Worksheet #14:  Staffing Requirements

BSVC Unit Minimum # of Employees Required

Director 1

Procurement 2

IT/RazorBuy 1

Credit Card/eBusiness 1

A/P 1

Travel 2

Total 8
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Worksheet #15:  Office Support Equipment   

Type Normal Minimal 

Workstations 24 8 

Phones 24 1 

Laptops 6  0 

Ipads 2 0 

Fax Machines 5 1 

Printers 11 1 

Copiers 1 1 

Scanners 11 1 

Shredders 5 0 

Postage Machines 0 0 

Local Servers 0 0 

 

 
IV. Relocation Strategy and Department Operations Center (DOC) 
 
If the event causes loss of facilities for a short, or extended period of time, we need to understand what 
has to move, when that needs to be done and what functionality of the operations must be carried out. 
This section defines a Department Operations Center (DOC) for key staff to implement the plan and 
discuss emergency issue and potential alternate locations to work from if the building were unusable for 
an extended period of time. This is important for improving communications and assisting in locating 
individuals. 
 
The Department Operations Center is the place for departmental management and other critical 
personnel to meet to discuss and subsequently manage the situation. Four sites are suggested, one being 
a room in the building to use if the building is still functional. The second is a site outside the building-on 
campus if evacuation is necessary. Third is a site off main campus, but still a UA facility in Fayetteville. The 
fourth site is a UA facility located outside of Fayetteville. Access to communications (voice and data) is 
suggested. Establish a liaison with the Incident Commander on the scene or with the University Emergency 
Contact if it is established for the situation.  
 
The following section lists emergency and alternate operating facilities: 
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Worksheet #16:  Emergency and Alternate Operating Facilities   

Type Place Contact 

Emergency Meeting Site  On  Campus - Administration Bldg. DCT 

Alternate Emergency Meeting Site  
#1 

Uptown 
DCT; Polly Parnell 

Alternate Emergency Meeting Site 
#2 

Global Campus 
DCT; 855/402-3300; 479/464-5024 
uarogers@uark.edu 

Alternate Department Operations 
Site (Inside Our Bldg) 

Administration Bldg.; 1st Flr., Rm. 
115 

Marcia Overby 5-4149 
moverby@uark.edu 

Alternate Department Operations 
Site (Outside Our Bldg #1) 

On Campus - Mullins Library User Services 5-4104 

Alternate Work Location #2 Uptown 
Polly Parnell  5-7543  
pparnell@uark.edu 

Alternate Work Location #3 Global Campus 
855/402-3300; 479/464-5024 
uarogers@uark.edu 

 
 

V. Notification and Communication 
 
In the event of a disaster, notify all persons listed below. 
 
The following worksheets list DCT member contacts and critical additional contacts. The DCT is 
responsible for keeping these notification worksheets up-to-date though it can be delegated to a person 
working with the information in the department. 
 

 
 

Worksheet #17: DCT Emergency Contact List

Name Title Contact Information Emergency Contact

Kimberly Williams Director of BSVC/
Cell: 479/799-2324  kimwill@uark.edu

Rodney Williams (Husband) 

479/283-2770
Business Manager 6255 W. Grays Gap Rd., Fayetteville, AR 72704

Internet, cell phone and computer capability at home.

Linda Fast Manager of Procurement Cell: 501/730.5177   lfast@uark.edu Buddy Fast (Husband)

435 N. Garland Ave. Box 2290, Fayetteville, AR 72701 501/472-4990

34728 U.S. Hwy 160, Caulfield, MO 65626

Internet capability, computer & printer available in Fay. Can 

access email on cell; Hot Spot (As Necessary)

Donna Carter 

Manager of Travel, AP & 

eBusiness
Cell: 479/287-9331  dcarter@uark.edu

Billy Carter (Husband): 

479/263-3285

13086 Bethel Blacktop Road, Farmington, AR 72730

Internet capability, cell phone and computer available at home.

Tina Lester

Manager of IT, RazorBuy 

& Vendor Mgt.
Cell: 479/957-5744 Home: 479/751-5632 tlester@uark.edu

Dick Lester (Husband) 

479/903-3926

1665 Lester Cove, Springdale, AR 72762

Internet, printer and computer at home
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Aside from the DCT members already identified, the following worksheet lists contact information for all 
additional individuals who would need to be notified in the event of an emergency.  
 

 
 
BSVC will need to be in communication with other units on campus to provide assistance in restoring 
and supporting campus systems during an emergency. 
 

 
 

 
 
 
 
 
 

Worksheet #18: AVCB Emergency Contact List

Name Title Contact Information Emergency Contact

Colleen Briney Associate Vice Chancellor Cell: 479/871-8235  cbriney@uark.edu

Pat Briney (Husband) 

479/790-5334

Business Affairs 760 N Cedarwood Ave Fayetteville AR, 72701

Internet and cell phone  at home.

Cheryl Canfield AVCB Financial Manager Cell: 479/445-7655 canfiel@uark.edu

Ben Canfield 479-966-0512                    

Alex Canfield 479-966-0671

14020 S Hwy 71 West Fork, AR 72774

Internet at home.

James Ezell

Director of Risk & 

Property Mgmt. Cell: 479/879-2117  Home: 479/521-3720 jezell@uark.edu

Brooke Moore Workers' Comp Coord. Cell: 479/575-4195  brookem@uark.edu

Facilities Management:

Mike Johnson Office 575-6601 Cell 263-4157

Bill Thompson            Office 575-6172          Cell 871-0257

Susan Boles                Office 575-6593          Cell 313-5814

Arthur Maton Office 575-8460 Cell 422-5038

Scott Turley Office 575-6181 Cell 263-6718

Keith Roberts             Office 575-6185          Cell 305-4066

Kelly Sharp Office 575-5470 Cell 879-3564

Housing:

Florence Johnson
Assistant Vice Chancellor 

for University Housing
479/575-6088

Jeffery Vinger
Dir. Of Residential 

Facilities
479/575-2217

Stephanie Haase-

Good
Buyer 479/575-3478
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Additional UAF Community Contacts: 
 

 
 
 

VI. Business Services Continuity Emergency Checklist 
 
The following are specific tasks related to the Department Continuity Team during an emergency. These 
are in addition to the usual responsibilities of the individual(s). The Department Continuity Team is 
responsible for ensuring the listed actions are assigned and completed. 
 
 
 
 
 
 

Worksheet #19: UAF Community Emergency Contact List

Washington County Department of Emergency Management:

Primary Number Operations Center 479/444-1722

911 Operator 911 479/444-1721

John Luther Emergency manager 479/444-1721 jluther@co.washington.ar.us

Website: https://www.co.washington.ar.us/government/departments-a-e/emergency-management

City of Fayetteville Purchasing Department:

Purchasing Manager Andrea Rennie 479/575-8289 aforen@fayetteville-ar.gov

Purchasing Agent Les McGaugh 479/575-8220 lmcgaugh@fayetteville-ar.gov

Purchasing Clerk Joanna Main 479/575-8304 jmain@fayetteville-ar.gov 

Website: http://www.fayetteville-ar.gov/331/Purchasing

JB Hunt:

Corp. Security Mgr. Jared Robinson 800/643-3622 jared.robinson@jbhunt.com

Website: https://www.jbhunt.com

Tyson:

Primary Contact 800/233-6332

Website: https://www.tyson.com

Walmart Foundation:

Program Mgr.                   

Global Disaster
Roger Norman 479/258-2255 roger.norman@walmart.com

Northwest Arkansas Community College Purchasing Department:

Procurement Srvs. Mgr. DentonWeddle 479/619-4141 dweddle@nwacc.edu

Procurement Srvs. Spec. Ruth Brenneman 479/619-4210 rbrenneman@nwacc.edu

VP OFC Learning CAO Dr. Ricky Tompkins 479/619-4325 rtompkins1@nwacc.edu

Website: http://www.nwacc.edu/web/administrativeservices/procurement%20services
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Worksheet #20:  Emergency Checklist

Item Task Description Assigned To Date Completed

1

Receive notification of emergency. (RazALERT & Senior Mgt) 
http://emergency.uark.edu/emergency-notification-system/index.php

2 If necessary, contact for emergency assistance (Fire, Police, EMS)

3

If evacuation is required, direct staff to Emergency Meeting Site 

and conduct headcount of personnel.

4

Notify Department Continuity Team (DCT) and UAF Emergency 

Management of emergency situation.

5

Notify campus police (911) for immediate assistance if needed; 

Police, Environmental Health and Safety and Facilities will respond 

to life safety, health and facility/utility related events.

6 Direct and assist emergency personnel as required.

7

Retrieve BSVC Business Continuity Plan by using Server, hardcopy, 

flash drive, etc.

8 Activate the Business Services Business Continuity Plan.

9

Determine if a Department Operations Center (DOC) or conference 

call activation is required. If so, notify, Department Continuity 

Team to report to the pre-defined location. Notify Emergency 

Management of its location and contact information.

10

Assess the estimated length of time of the outage, and report the 

assessment to Department Continuity Team and Incident 

Commander at the University if necessary.

11

Review the scope of the problem, noting areas affected, probable 

duration, location to resume operations, number of users involved, 

plan for recovery, staff requirements, and staff availability.

12 Ensure that safety measures are put into effect.

13

Provide Situation Reports and updates to Emergency Management 

/ University and Senior Management (AVCB).

14

Prepare Incident Action Plans to facilitate Operations and shift 

turnovers.

15

Coordinate and communicate with the various campus continuity 

team members and the University Incident Commander if 

additional resources are required. Establish a liaison with the 

Incident Commander if appropriate.

16 Initiate staff notification using Contact Lists or other systems.

17

Initiate external communications for applicable external contacts 

such as vendors or other third party providers.
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Worksheet #20:  Emergency Checklist

Item Task Description Assigned To Date Completed

18

Take appropriate preventive measures, such as covering items to 

protect equipment that will not be relocated and secure critical 

files and data.

19

Activate Emergency Account number(s) if needed and Notify 

Department Continuity Team to charge all activities to this account 

number.

20

Essential personnel begin movement to alternate location, if 

applicable.

21

Notify remaining staff and appropriate departments for movement 

to alternate location.

22

Consider canceling or postponing events, meetings, and/or other 

activities.

23 Critical staff have their UAF identification card.

24

Review policies for sending employees home and/or working from 

home implement if needed.

25 Monitor the Department Continuity Team efforts.

26

Review and assess the damage to the facility. List all departmental 

equipment and resources affected and the extent of the damage.

27

Assemble vital files, records, databases, critical equipment and 

supplies required for re-establishing and performing essential 

functions at alternate work location.

28

Notify other departments and customers that operations have 

shifted to alternate work location.

29 Establish personnel for duty and support of department 

operations.

30

Make sure computer connectivity and phone line transferred to 

designated alternate location if needed.

31

Organize staff and account for non-essential personnel. Develop 

shift rotations if needed.

32

Determine which essential functions have been affected and 

prioritize for restoration.

33

Track status and restoration efforts of all essential functions and 

provide updated status report to Dept. Continuity Team and 

University Emergency Management.

34 Test telephone, fax, e-mail, and other communications.

35

Ensure all critical equipment, critical software and vital files, 

records and databases are available at alternate facility location.

36

Coordinate procurement of additional equipment and supplies, as 

required.

37 Set up interim workspace at alternate site.

38 Address compliance issues if applicable.
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Worksheet #20:  Emergency Checklist

Item Task Description Assigned To Date Completed

39 Make users/dept.'s aware of degraded services.

40

Order replacement hardware for critical processes (computers, 

etc.)

41 Test user logins to web-based apps to assure they work properly.

42 Update voicemail with disaster related messages.

43 Evaluate transportation needs.

44

Notify Departments and third party providers of the disaster 

related event and any changes in processes.

45

Contact Vendors that support critical processes to request 

assistance or notify them of a delay.

46 Contact mail delivery services/notify of any change in location.

47 Ensure all employees have UAF ID cards/ prepared to show them.

48 Safeguard sensitive vital records.

49

Obtain the contact number and status of employees for family 

matters that may call in.

50 Set up counseling for employees if needed.

51

Coordinate the return of processing to the usual functional area, or 

to a new site, if necessary.

52

Survey condition of office building and determine feasibility of 

salvaging, restoring or returning to original offices when 

emergency subsides or is terminated.

53

Inventory and salvage useable equipment, materials, records and 

supplies from damaged or destroyed facility.

54

Determine loss of the department's inventory for insurance report 

and document all actions.

55

Checks and balances to verify what data was lost (hardcopy and 

electronic).

56 Develop long term recovery plans.

57 Site specific services have been recovered.

58 Test systems to ensure they are working properly.

59 Track status and restoration efforts of all essential functions.

60

Conduct transition of all functions, personnel and equipment from 

alternate location back to designated facility.

61 Staff relocate to original worksite or a new permanent site.

62 Non-critical staff have been called back to work.

63 Business units begin returning to normal operations.

64 Manual procedures have been incorporated back to normal.

65 Communication with customers and departments.

66 Evaluate staffing schedules for workloads/how to ge caught up.

67 Conduct after action review meeting with key staff.

68

After the recovery effort, meet with the Department Continuity 

Team members. Analyze the recovery procedures, and make any 

necessary additions or modifications to this plan.
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Appendix A 
Emergency Procurement Procedures  

 
Emergency procurement is defined by Arkansas State Procurement Law as “the acquisition of 
commodities or services, which if not immediately initiated, will endanger human life or health, state 
property, or the functional capability of a state agency”. 

❖ Process procurements as prescribed by State Procurement Law as noted below: 
19-11-233. Emergency procurements. 

The State Procurement Director, the head of a procurement agency, or a designee of 
either officer may make or authorize others to make emergency procurements as 
defined in § 19-11-204(4) and in accordance with regulations promulgated by the 
director. 

 
R1:19-11-233. Emergency procurements. 

(a) BIDS. The state agency must, at a minimum, receive three (3) competitive bids 
unless the emergency is critical. The quotation abstract must show the names of 
at least three (3) firms contacted in attempting to obtain competition. 

(b) APPROVAL. All emergency procurements shall be approved in advance by the 
State Procurement Director, the head of a procurement agency, or a designee of 
either officer. Where time or circumstance does not permit prior approval, 
approval must be obtained at the earliest practical date. Requests for approval 
shall be made in writing and shall include: 

(1) a copy of the purchase order; 
(2) a copy of the quotation abstract; and 
(3) a written explanation of the emergency. 

(c) TIE BIDS. 
(1) Definitions: As used in this section 

(i) “Arkansas company” means a domestic corporation, limited 
liability company, partnership, or not-for-profit organization 
as defined by Arkansas law; and 

(ii) “Out-of-state company” means all foreign entities as defined 
by Arkansas law.  

(2) In the event the lowest prices offered result in a tie bid, the person 
 responsible for awarding a contract must ensure that all offers 

meet specifications. 
(3) In the event of a tie bid between two or more offers that meet the 

specifications as required and where one of the offerors is an 
Arkansas company, then the award shall be made to that 
Arkansas company. 

(4) In the event of a tie bid between two or more offers that meet the 
specifications as required 



 
B U S I N E S S SE R V I C E S  BU S I N E S S  CO N T I N UI T Y P L AN  

 

Business Services Business Continuity Plan - Revised May 2017.docx 
Page 20 of 23  

(i) and where at least two of the offerors are Arkansas 

companies, then an award will be determined by lot (flip of a 
coin) between those Arkansas companies; 
(ii) or if all of the offerors are out-of-state companies, then 

an award will be determined by lot (flip of a coin) among all the 
bidders. 

(5)  The coin flip will be done in the presence of at least one witness 
by the person responsible for awarding the contract. All 
witnesses must be employees of the State of Arkansas.  A 
documentation of the coin flip must be included on the 
tabulation or bid history sheet and be signed by the person 
responsible for awarding the contract and all witnesses. 

(d)   PROFESSIONAL AND CONSULTANT SERVICES. Emergency procurements of 

professional and consultant services that total fifty thousand dollars ($50,000) or 
less may be procured using the method as described in R1:19-11-233(A) through 
(C). For those PCS contracts that exceed fifty thousand dollars ($50,000), the 
agency chief fiscal officer or equivalent or director, division director or deputy 
director of an agency, college or university may institute a request for emergency 
action review of a professional or consultant service contract by providing in 
writing a request to the Director of State Procurement. The request must detail 
that to procure using other methods would endanger human life or health, state 
property or the functional capability of the agency. The State Procurement 
Director may then approve submission of the contract to the Legislative Council. 
Under its emergency action procedures, the Co-chairpersons of the Legislative 
Council and/or the Co-chairpersons of the Legislative Council Review Committee 
may review PCS contracts on behalf of the Legislative Council, provided a written 
report of the review process is presented to the Legislative Council at its next 
regular meeting.  

❖ Activate PCards for Buyers, TCards for Travel and adjust levels on PCards for FAMA and 
Housing staff. 

❖ Maintain supply of pre-printed / pre-numbered purchase order forms  
❖ Forms are stored in locked fireproof cabinet in Business Affairs 
❖ Purchase orders may be typed or hand written on a temporary basis 

❖ Designate “Runner” to deliver purchase order to department or individual (This will 
be used if possible, conditions may not allow) 

❖ Maintain a log with sufficient elements and information to facility manual re-entry 
(short term emergency) or upload electronically (long term crisis) 

❖ If unable to reach anyone in the Procurement or Business Services, please contact the Office 
of State Procurement, Attn: Randy Wright, Deputy Director, for assistance at (501) 324-9316 
or email at Randy.Wright@dfa.arkansas.gov 

  

mailto:Randy.Wright@dfa.arkansas.gov
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Appendix B 
Procurement Procedures and Forms 

 
EMERGENCY REQUISITION PROCEDURES 

 

Fill in Item Description Page with descriptions of items and/or services for which quotations are being 
solicited (i.e., equipment make & model numbers, installation services for equipment/software listed, etc.) 

 
Item Description Page 

 
Enter description of services/commodities  
 

 
 
 
 
 

Unit Price 
 

Quantity    
 

Extended Price  
 

Shipping and Handling charges,  
FOB Fayetteville, Arkansas 
 

TOTAL:  

 

Special Instructions:   

 

 

 

Delivery Time:  

 

FAX the Item Description Page to at least three vendors likely to be able to provide needed goods or 
services. Call the vendor to insure that they know the FAX has been sent and understand the need for a 
quick response. Timeframes for responses can be very short; just be reasonable for the goods requested. 

 
Summarize the vendor responses to the Quotation Abstracts on the Quotation Abstract, Quotation 
Summary Page. 
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Quotation Abstract 
Quotation Summary Page 

 
Requisition Number:  Date:    

Requestor:    

Phone:    

Bidders Contacted: At least three; attach additional abstracts, if necessary. 

  
#1  Company Name:  

Address:  

Contact:  

Phone:  

Fax:  

Quote:  

  
#2  Company Name:  

Address:  

Contact:  

Phone:  

Fax:  

Quote:   

 
 

 

#3  Company Name:  

Address:  

Contact:  

Phone:  

Fax:  

Quote:  
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The previous form templates will be used to expedite this emergency process until 3 part forms can be 

ordered.  

Attach the vendor responses, any contacts or agreements, and the Quotation Summary Page to 
Requisition(s) made out for the lowest qualified bids. 

 
If quotations are completed during normal University business hours, provide the Requisition, Quotation 
Abstracts, and any contracts to the Purchasing Office for issuance of Purchase Orders. Due to the 
immediate need, Purchase Order numbers should to be called to the appropriate vendor or copies should 
be faxed, depending upon the policies of the vendor(s) receiving the order(s). 

 
If the quotations are completed after hours, instruct the appropriate vendors to proceed with 
processing the order. Obtain the purchasing approvals and Purchase Orders as soon as possible during 
the next available business hours. 

 
If no University Procurement staff are available, either by phone or email due to the nature of the disaster, 
instruct vendors to proceed processing order(s) and forward Requisition(s) and Quotation Abstract(s) to 
the Office of State Procurement, Attn: Randy Wright, Deputy Director, at (501) 324-9316 or email at 
Randy.Wright@dfa.arkansas.gov  to issue Purchase Order(s). 

mailto:Randy.Wright@dfa.arkansas.gov


EMERGENCY ROUTES 
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