Service Bureau Procurement
Check List

CODE
DESCRIPTION

EXPLANATION

BASIC FORMS REQUIRED FOR
OSP-SERVICE BUREAU SUPPORT TO
PROCESS PURCHASE ORDER

CHECK

Exempt from
Procurement Law

Procurements listed as exempt in A.C. A.
19-11-203 (14)

e Purchase Requisition to
Purchase Order | Form “A”

Emergency Acquisitions of commaodities or services e Quotation Abstract
Procurements which, if not immediately initiated, will e At least three(3)
endanger human life, health, state bids
property or the functional capability of a e  Written explanation
state agency. ACA 19-11-233 of the emergency
e Purchase Requisition to
Purchase Order | Form “A”
Sole Source Procurements which, by virtue of the e Refer to the Sole Source
performance specification, are available Check List
from a single source, including repairs e Purchase Requisition to
involving hidden damages. Purchase Order | Form “A”
ACA 19-11-232
Small Order Purchases not subject to Amendment 54 e Purchase Requisition to

to the Arkansas Constitution, not
included on state contract, and costing
$10,000 or less. ACA 19-11-231
(updated: Act 1189 of 2013).

Purchaser Order | Form
I\

¢ Quote from vendor when
investing in (equipment)
Capitol Assets; such as,
computers

Amendment 54

PURCHASE OF COMMODITIES SUBJECT TO
THE ARKANSAS CONSTITUTION,
IAMENDMENT 54. The commaodities subject to
IAmendment 54 to the Arkansas Constitution
are printing, stationery, and supplies. (See
also Ark. Code Ann. § 19-11-222(b).)
(updated: Act 1189 of 2013).

Delegated Authority MUST be received
from OSP to be qualified to obtain print
bids:

e Written Quote
e At least three (3) written bids
e  Purchase Requisition to
Purchase Order | Form “A”
No Delegated Authority:
e Purchase requisition for
Bid Process | Form “B”

Competitive Bid

Procurements not subject to Amendment
54 to the Arkansas Constitution, not
included on state contracts, and costing
between $10,001 and $50,000. Any
item(s) over $50,000 must be bid by OSP.
ACA 19-11-234 (updated: Act 1189 of
2013).

o Written Quote

e At least three (3) written bids

e Purchase Requisition to
Purchase Order | Form “A”



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

Workshop Products

Items procured from a disabled or blind
work center in accordance with 19-11-
901 et seq

Small Order
e Purchase Requisition to
Purchase Order | Form “A”
Competitive Bid
e Written Quote
o At least three (3)
written bids
e Purchaser Requisition to
Purchase Order | Form
I\
Competitive Sealed Bidding
e Purchase Requisition for
Bid
Process |Form
g
e Specifications
e Suggested Bidders List

State Term Procurements made under a term e Purchase Requisition
contract issued by the Office of for Bid Process | Form
State Procurement. 19-11-229 “B”
e  Specifications
e Suggested Bidders List
State Firm Procurements made under a firm e Purchase Requisition
contract issued by the Office of for Bid Process | Form
State Procurement. 19-11-229 “B”
e  Specifications
e Suggested Bidders List
Grant / Assistance by the state to support e Purchase Requisition to
Sub-Grant a program authorized by law Purchase Order | Form “A”

All State Contracts

Solicitations that have been awarded by the
Office of State Procurement (OSP) and are
available for use by all State Agencies,
Higher Educational Institutes, as well as
Local Municipalities, County Offices, City
Offices, and all K12 Schools. These contracts
are posted on the OSP website.

e Purchase Requisition to
Purchase Order | Form “A”

¢ Quote from vendor when
investing in (equipment)
Capitol Assets; such as,
computer.

Intergovernmental

Contracts occurring between two or
more governmental entities. 19-11-251

e Purchase Requisition to
Purchase Order | Form “A”




Professional
Services

Services to be rendered by members of
a recognized profession or those
possessing a high degree of expertise.
Such services, is primarily the giving of
advice by the contractor on a particular
problem. 19-11-801 & 19-11-1001

See instructions at:

http://www.dfa.arkansas.gov/offices/procuremen

t/Documents/serviceBureaulnstructions.pdf

** Note: Additional supporting documents may be required to process your order. These documents will vary
depending upon the type of commaodity and/or service. **



http://www.dfa.arkansas.gov/offices/procurement/Documents/serviceBureauInstructions.pdf
http://www.dfa.arkansas.gov/offices/procurement/Documents/serviceBureauInstructions.pdf

