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Topics Covered 
 

• Portal Tips for $25,000 and less than $100,000 Report 
Cost per line item 
Initial contract amount 
 

• Review Contract Status ≥ $100,000 
• TGS Contract Submission Checklist ≥ $100,000 
• Contract Review and Submission 
• Sole Source Approvals for TGS ≥ $100,000 
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Entering Cost Per Line Item 
Enter the total cost per line in the Services and Commodities 
Sections. 
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Example 
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Initial Contract Amount 
The Initial Contract Amount should equal the amount in the 
Services and Commodities fields. 
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Initial Contract Amount - 
Continued 
In the above example the Initial Contract Amount is $30,300.00. 
As this is a one time purchase, the Total Projected Cost is the 
same as the Initial Contract Amount of $30,300.00. 
 
 Product Total Cost Per Line 

Services – Plumber $30,000.00 

Commodities – Pipe $300.00 

Initial Contract Amount $30,300.00 
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Review Contract Status 

Step 1: Select the 
Contract/amendment 
submission link  

Step 2: Select the Reports 
option 
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Review Contract Status - Continued 

Step 3: Enter the 
Contract Number 

Step 4: Select 
the Submit 
button 
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Review Contract Status - Continued 

The Search Results screen appears. 
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Status 
Status Explanation 

Agency Request Return An agency decides to withdraw a contract/amendment, for whatever reason, from the 
OSP and/or ALC Review. 

DFA Legal Review A disclosure hit is being reviewed by the Legal Team. 

DIS Approved DIS has approved the contract/amendment.  

DIS Review DIS is currently reviewing the contract/amendment.  

Executed Contract has been through any necessary reviews and is now approved. 

Governor’s Office Approved Governor’s Office has approved the contract/amendment.  

Governor’s Office Review Governor’s Office is currently reviewing the contract/amendment. 

Held The ALC has decided to hold the contract until the next session in order to have 
questions, concerns, or addressed. 

OSP Review OSP PCS team is currently reviewing contract.  Could also be referring to the review of 
a justification letter for a sole source or emergency. 

Pending ALC Review Contract is awaiting the ALC Review for a specified month. 

Returned by OSP The OSP PCS team rejects contract/amendment due to incompleteness, wrong 
information, or etc.   If rejected, the agency will have to resubmit with the added or 
corrected information. 

Submitted by Agency  Default setting after Agency has submitted contract/amendment. 

10 

Te
ch

ni
ca

l a
nd

 G
en

er
al

 S
er

vi
ce

s 



TGS Contract Submission Checklist 

• A checklist is available on the TGS Web Page.  The checklist is 
arranged by Procurement Method. 
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Excerpt from Checklist 
 
Technical General Services (TGS)  -  Contract Submission Check List 

 
• The list provided outlines the most common supporting documentation required to 

accompany the submission of TGS contracts and is intended for general guidance purposes 
only and is subject to change. 
 

• Contract Number:                                                        
 

• Competitive Bid §19-11-234 
• Contract Review Form (if needed) 
• Screenshot of requisition approval(s) attached in AASIS (if needed) 
• TGS Contract Form (TGS-1) or TGS Contract Amendment Form (TGS-1A) 
• Contract and Grant Disclosure- Required for initial contracts and extensions $25,000 or 

greater. 
• Illegal Immigrant Certification- Required for the initial contract and all extensions $25,000 

or greater. 
• Equal Employment Opportunity Policy (EEO) - One time submission unless policy changes 

for contracts $25,000 or greater. 
• Bid tabulation 
• Other:                                                                                                                                                                         
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Documents Frequently Omitted 

Contract Review Form (if needed) – This form can be accessed 
from the TGS Web Page under the Documents section 
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Solicitation Review Memo          VS.          Contract Review Form 
(Required for the Requisition)         (Required for the PO or OA) 
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Documents Frequently Omitted 

• Screen print of requisition approval(s) attached in AASIS (if 
needed) 

 
 
 
  
 

Contract 
information 
edited out – 
will actually 
appear on 
the contract 
screen print 
submitted. 
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Contract Review & Submission 
Guide – Post Solicitation 
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Current Issues 

 Problem:  Missing attachments in the TGS online portal 
      Solution: Follow the checklist for TGS Contract Submission 
 
  Problem: Incorrect information 
       Solution: Compare the information entered on the screen to the     
        information included on the documentation attached 
 
  Problem:  Miscalculations 
       Solution: Make sure the total projected cost includes any              
         amendments and/or possible extensions 
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Contract Costs 

Initial Contract Amount (ICA) 

• The amount of the initial 
contract. This is the 
amount for the term of 
the contract (1 or 2 
years) 

• Example: 2 year contract 
    ICA - $2,000,000 

Total Projected Cost (TPC) 

• The amount of the initial 
contract plus the 
amounts for the possible 
amendments or 
extensions (renewals) 

• Example: 5 renewals 
ICA = $2,000,000 
Renewals = $1,000,000 X 
5 = $5,000,000 
TPC = $7,000,000 
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TGS ≥ $100,000 - Sole Source 
• Reviewed by OSP Assistant Administrator 
• OSP Assistant Administrator puts Note in Services for Object 

on the Outline Agreement or Purchase Order (whichever is 
applicable) 

• Agency takes a screen shot of the Attachments screen with 
the OSP Assistant Administrator’s note 

• Attach the screen shot in your PDF file 
• Submit contract through the portal 
• Upon completion of ALC Review, OSP releases the Outline 

Agreement or Purchase Order in AASIS 
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Sole Source – Screen Shot 
Example 

Contract specific information has been edited out 
for presentation.  This information should be 
visible in the screen print attached to the contract. 

20 

Te
ch

ni
ca

l a
nd

 G
en

er
al

 S
er

vi
ce

s 



Questions 

OSP-TGS@dfa.arkansas.gov  TGS Email:  

TGS Web Page:  
http://www.dfa.arkansas.gov/offices/procurement
/Pages/TGS.aspx 
 
Sign up for E-News 
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