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Purchase Order Checklist
Purpose
The purpose of the PO Analysis is to determine if procurement staff are processing purchases according to the Purchasing Act (Section 50-5 of the Official Code of Georgia, Annotated [O.C.G.A.]), the Georgia Procurement Manual (GPM), and applicable best practices.
The Purchase Order Review has four components:
Purchase Type Review
NIGP Code Review
Split Purchase Review
$25K Bid Review* 
For each type of review listed above, a series of questions is provided for procurement professionals to determine if compliance is met and performance levels are adequate.  Internal auditors can select those questions pertaining to their audit scope.
* For Buyers:  The purchasing authority as designated by your APO/CUPO.
Purchase Type Review 
The PO Workbook contains one tab for each purchase type.  Refer to “Desktop Audit Requirements”, available on the State Purchasing Division web site at http://doas.ga.gov/state-purchasing/purchasing-tools/process-improvement-tools, for information on downloading purchase order data from PeopleSoft and creating the PO Workbook.
When preparing the workbook, ensure that only purchase orders with the code reflected in the tab name are on that spreadsheet (e.g. the “OMP” tab will contain only Open Market purchase orders).  In the comment section of the purchase order workbook, document any errors revealed during the review.
Using the corresponding checklist questions below, determine if correct purchase type codes were applied for each of the purchase orders that are sampled in the PO Workbook.
NOTE:
Each purchase order sampled will be reviewed for compliance.  Points are awarded for compliance based on the questions listed and if there are no issues, a total of 20-25 points will be awarded per purchase order, depending on which checklist items are applicable to the PO Type.  Points are subtracted for each question when non-compliance is found.  
(Please see the NIGP Review section of this checklist for guidance on that review.)


Tier One (1)
	Statewide Contract Mandatory (SWCM)
	Points

	1. Is the purchase type (PO Type) correct?
	3

	2. Determine if the correct process was followed:
Were the goods/services purchased available on a Mandatory Statewide Contract found in Window Shopper?  (Window Shopper can be accessed at: http://doas.ga.gov/TGM/Pages/WindowShopper.aspx to verify.)
Was the correct contract number used?
	15

	3. Did the purchase order description clearly identify the goods/services purchased?
	5

	4. Is the correct NIGP Code selected for “non-catalog” items?
	2

	Total Points
	25


*If an incorrect NIGP code is noted on an SWCM in Window Shopper, please notify Process.Improvement@doas.ga.gov
Tier Two (2)
	Agency Contract (AC) - State Entity Contract
	Points

	1. Is the purchase type (PO Type) correct?
	3

	2. Determine if the correct process was followed:
Were the goods/services purchased available on a Mandatory Statewide Contract (SWCM) found in Window Shopper?  (Window Shopper can be accessed at: http://doas.ga.gov/TGM/Pages/WindowShopper.aspx to verify.)
If yes, was a Statewide Contract Waiver Request (SPD-NI005) form submitted to State Purchasing Division at: ProcessImprovement@doas.ga.gov as required?
If yes, did State Purchasing approve the waiver request?
If yes, was the purchase within the time period allowed on the waiver request?
If yes, was the purchase amount within the set amount allowed on the waiver request?
Were the goods/services purchased on an existing State Entity Contract (AC)?  If no, skip to Tier Three (3)
If yes, was the correct contract number used?
If yes, was the contract in effect at the time of purchase?  (i.e. not expired and renewed as 
appropriate)
	15

	3. Did the purchase order description clearly identify the goods/services purchased?
	5

	4. Is the correct NIGP Code selected? 
	2

	Total Points
	25


Tier Three (3)
	Statutory Mandatory Sources of Supply (MAN)
	Points

	1. Is the purchase type (PO Type) correct?
	3

	2. Determine if the correct process was followed:
Were the goods/services purchased available on an existing State Entity Contract (AC)?
Were the goods purchased listed as Mandatory (MAN) on the State Use Procurement List?  This list is located at:  http://doas.ga.gov/StateLocal/SPD/Contracts/Pages/Home.aspx. 
Were the goods/services purchased from the State Use Procurement List, mentioned above, shown as “Preferred” (PRF) products?
	15

	3. Did the purchase order description clearly identify the goods purchased?
	5

	4. Is the correct NIGP Code assigned as shown in Window Shopper for the item(s)?* 
	2

	Total Points
	25


*If an incorrect NIGP code is noted on a MAN item in Window Shopper, please notify Process.Improvement@doas.ga.gov
Tier Four (4)
	Statewide Contract Convenience (SWCC)
	Points

	1. Is the purchase type (PO Type) correct?
	3

	2. Determine if the correct process was followed:
Were the goods/services purchased available on an existing State Entity Contract (AC)?
Were the goods/services purchased available on the Convenience Contract (SWCC)?
	15

	3. Did the purchase order description clearly identify the goods/services purchased?
	5

	4. Is the correct NIGP Code selected for “non-catalog” items? 
	2

	Total Points
	25


*If an incorrect NIGP code is noted on an SWCC in Window Shopper, please notify Process.Improvement@doas.ga.gov



	[bookmark: Table_6.6__Purchase_Type_Codes]Preferred (PRF)
	Points

	1. Is the purchase type (PO Type) correct?
	3

	2. Determine if the correct process was followed:
Were the goods purchased available on a Mandatory Statewide Contract (SWCM) found in Window Shopper?  (Window Shopper can be accessed at: http://doas.ga.gov/TGM/Pages/WindowShopper.aspx to verify.)
If yes, was a Statewide Contract Waiver Request (SPD-NI005) form submitted to State Purchasing Division at: ProcessImprovement@doas.ga.gov as required?
If yes, did State Purchasing approve the waiver request?
If yes, was the purchase within the time period allowed on the waiver request?
If yes, was the purchase amount within the set amount allowed on the waiver request?
Were the goods purchased available on an existing State Entity Contract (AC)?
Were the goods available at a preferred price by GEPS?
	15

	3. Does the purchase order description clearly identify the goods purchased?
	5

	4. Is the NIGP Code correct as shown in Window Shopper for the item(s)?*
	2

	Total Points
	25


*If an incorrect NIGP code is noted on a PRF item in Window Shopper, please notify Process.Improvement@doas.ga.gov



	State Entity Contract Piggyback (ACP)
	Points

	1. Is the purchase type (PO Type) correct?
	3

	2. Determine if the correct process was followed:
Were the goods/services purchased available on a Mandatory Statewide Contract (SWCM) found in Window Shopper?  (Window Shopper can be accessed at: http://doas.ga.gov/TGM/Pages/WindowShopper.aspx to verify.)
If yes, was a Statewide Contract Waiver Request (SPD-NI005) form submitted to State Purchasing Division at: ProcessImprovement@doas.ga.gov as required?
If yes, did State Purchasing approve the waiver request?
If yes, was the purchase within the time period allowed on the waiver request?
If yes, was the purchase amount within the set amount allowed on the waiver request?
Were the goods/services purchased available on an existing State Entity Contract (AC)?
Were the goods purchased listed as Mandatory (MAN) on the State Use Procurement List?  This list is located at:  http://doas.ga.gov/StateLocal/SPD/Contracts/Pages/Home.aspx
Was SPD-NI006 (Piggyback Request) form completed and submitted by APO/CUPO for approval to the State Purchasing Division at: ProcessImprovement@doas.ga.gov?
Was approval granted from State Purchasing to use another State Entity’s contract?
Did the PO include only goods/services included in the contract?
Did the purchase(s) stay within the approved amount per request?
Did the total spend exceed the total contracted amount?
	15

	3. Did the purchase order description clearly identify the goods/services purchased?
	5

	4. Is the correct NIGP Code selected from the contract? 
	2

	Total Points
	25





	State Entity Cooperative/Consortia Purchase (ACC)
	Points

	1. Is the purchase type (PO Type) correct?
	3

	2. Determine if the correct process was followed:
Were the goods/services purchased available on a Mandatory Statewide Contract (SWCM) found in Window Shopper?  (Window Shopper can be accessed at: http://doas.ga.gov/TGM/Pages/WindowShopper.aspx to verify.)
If yes, was a Statewide Contract Waiver Request (SPD-NI005) form submitted to State Purchasing Division at: ProcessImprovement@doas.ga.gov as required?
If yes, did State Purchasing approve the waiver request?
If yes, was the purchase within the time period allowed on the waiver request?
If yes, was the purchase amount within the set amount allowed on the waiver request?
Were the goods/services purchased available on an existing State Entity Contract (AC)?
Were the goods purchased listed as Mandatory (MAN) on the State Use Procurement List?  This list is located at:  http://doas.ga.gov/StateLocal/SPD/Contracts/Pages/Home.aspx
Was a Sole Source (SS) notice posted to the GPR before the purchase was made?
Did the Sole Source posting include: (see reference in GPM Sections 1.3.4.4. and 2.3.2.2., Table 2.6 Conducting a Sole-Source Purchase)
Detailed description of the goods/services to be purchased?
The exact quantity?
The per unit price, and the total price (i.e. Quantity x unit price)?
If the exact quantity was not known and the state entity was establishing an open contract was the estimated quantity, the per unit price, and the total estimated value of the open contract (i.e. Estimated quantity x unit price) detailed?
The expected term of the contract, to include any renewal options?
The identity of the sole-source supplier?
The completed Sole-Source Intent to Award Justification form (SPD-PS020)?
Instructions to interested suppliers to file any challenges to the sole-source determination in accordance with SPD’s established process for resolving protests?
	15

	3. Did the purchase order description clearly identify the goods/services purchased?
	5

	4. Is the correct NIGP Code selected?
	2

	Total Points
	25






	Open Market Purchase (OMP)
	Points

	1. Is the purchase type (PO Type) correct?
	3

	2. Determine if the correct process was followed:
Were the goods/services purchased available on a Mandatory Statewide Contract (SWCM) found in Window Shopper?  (Window Shopper can be accessed at: http://doas.ga.gov/TGM/Pages/WindowShopper.aspx to verify.)
If yes, was a Statewide Contract Waiver Request (SPD-NI005) form submitted to State Purchasing Division at: ProcessImprovement@doas.ga.gov as required?
If yes, did State Purchasing approve the waiver request?
If yes, was the purchase within the time period allowed on the waiver request?
If yes, was the purchase amount within the set amount allowed on the waiver request?
Were the goods/services purchased available on an existing State Entity Contract?
Were the goods purchased listed as Mandatory (MAN) on the State Use Procurement List?  This list is located at:  http://doas.ga.gov/StateLocal/SPD/Contracts/Pages/Home.aspx
If the purchase was = or >$25,000.00, was it competitively bid on the GPR?
If yes, is the correct RFx number indicated on the PO?
If yes, did the total spend on the purchase order exceed the total award amount?
	15

	3. Did the purchase order description clearly identify the goods/services purchased?
	5

	4. Is the correct NIGP Code selected?
	2

	Total Points
	20





Other Purchase Order Types
	
Multiple Purchase Order Types (MUL)
	Points

	1. Is the purchase type (PO Type) correct?
	3

	Determine if the correct process was followed:
Was the PO issued to a single supplier using a combination of purchase types (examples below): 
OMP (less than $25,000) and SWCM?
OMP (less than $25,000) and SWCC?
OMP (less than $25,000) and AC (less than $25,000) and MAN?
PRF (GEPS preferred) and MAN (GEPS mandatory)?
MAN (GCI certified) and IGA (GCI non-certified)?
SWCC and SWCM?
If the goods/services on the purchase order were listed on a Mandatory Statewide Contract (SWCM) found in Window Shopper, and the purchase was not made against the SWCM, was a Statewide Contract Waiver Request (SPD-NI005) form submitted to State Purchasing Division at: ProcessImprovement@doas.ga.gov as required?  (Window Shopper can be accessed at: http://doas.ga.gov/TGM/Pages/WindowShopper.aspx to verify.)
If yes, did State Purchasing approve the waiver request?
If yes, was the purchase within the time period allowed on the waiver request?
If yes, was the purchase amount within the set amount allowed on the waiver request?
Were the goods/services purchased available on a current State Entity Contract (AC)?
Were the goods/services purchased on the State Use Procurement List located at:  http://doas.ga.gov/StateLocal/SPD/Contracts/Pages/Home.aspx ?
Were the goods/services purchased available on a current Convenience Statewide Contract (SWCC) found in Window Shopper?  (Window Shopper can be accessed at: http://doas.ga.gov/TGM/Pages/WindowShopper.aspx to verify.)
If Open Market purchases were combined with Statewide/State Entity Contract purchases, did the OMP purchase order lines total or exceed $25,000?
	15

	3. Did the purchase order description clearly identify the goods/services purchased?
	5

	4. Is the correct NIGP Code selected?
	2

	Total Points
	25


*If an incorrect NIGP code is noted on an SWCM, an SWCC, a MAN, or a PRF item in Window Shopper, please notify Process.Improvement@doas.ga.gov



	Exempt (EXM)
	Points

	Is the purchase type (PO Type) correct?
	3

	Determine if the correct process was followed:
Was the purchase exempt per the GPM, Section 1.2.or per the NIGP Exempt List?  (Exempt list is located at:  http://doas.ga.gov/StateLocal/SPD/Docs_SPD_General/NIGPExemptList.pdf
	15

	Did the purchase order description clearly identify the goods/services purchased?
	5

	Is the correct NIGP Code selected?
	2

	Total Points
	20



	Intergovernmental (IGA)
	Points

	1. Is the purchase type (PO Type) correct?
	3

	Determine if the correct process was followed:
Was/were the goods/services available for purchase from a governmental source (e.g. State Entity, State Authority, City, County, School, BOR, etc.)?  
	15

	Did the purchase order description clearly identify the goods/services purchased?
	5

	Is the correct NIGP Code selected?
	2

	Total Points
	25





	Emergency (EMER)
	Points

	1. Is the purchase type (PO Type) correct?
	3

	Determine if the correct process was followed:
Was the purchase a true emergency purchase?  (Urgently needed goods/services arising from unforeseen causes, including, but not limited to, extreme weather conditions or official declared emergencies, O.C.G.A. Section 50-5-71)
Was the Emergency Justification form (SPD-NI004) completed and attached to the PO (TGM users) or submitted to the State Purchasing Division (process.improvement@doas.ga.gov) within five (5) business days of the purchase (Non TGM users)?
For non-TGM users, did the Entity submit supporting purchase documentation (Purchase Order or P-Card receipt) to the State Purchasing Division (process.improvement@doas.ga.gov) once the purchase of goods/services was completed?  
Was the reason noted on the justification resulting from poor planning?
Was an expiration date or term limit assigned by the State Entity on the Emergency documentation?   
If yes, was it reasonable or should it have been bid?
For non-TGM users, was SPD notified of any change orders applied to the purchase documentation?
	15

	Did the purchase order description clearly identify the goods/services purchased?
	5

	Is the correct NIGP Code selected?
	2

	Total Points
	25



	Sole Source (SS)
	Points

	1. Is the purchase type (PO Type) correct?
	3

	2. Determine if the correct process was followed:
Were the goods/services purchased available on a Mandatory Statewide Contract (SWCM) found in Window Shopper?  (Window Shopper can be accessed at: http://doas.ga.gov/TGM/Pages/WindowShopper.aspx to verify.)
If yes, was a Statewide Contract Waiver Request (SPD-NI005) form submitted to State Purchasing Division at: ProcessImprovement@doas.ga.gov as required?
If yes, did State Purchasing approve the waiver request?
If yes, was the purchase within the time period allowed on the waiver request?
If yes, was the purchase amount within the set amount allowed on the waiver request?
Were the goods/services purchased available on an existing State Entity Contract (AC)?
Were the goods purchased listed as Mandatory (MAN) on the State Use Procurement List?  This list is located at:  http://doas.ga.gov/StateLocal/SPD/Contracts/Pages/Home.aspx
Was there evidence of thorough market research to include documentation of appropriate justification?  (Sole Source procurement is to be used as a last justifiable option and not as an attempt to contract with a favored Supplier.)
Was the Sole Source (SS) notice posted on the GPR before the purchase was made?
Was the completed Sole-Source Intent to Award Justification form (SPD-PS020) posted with the Sole Source notice?
Did the Sole Source notice justification include the following information:  (see GPM Sections 1.3.4.4. and 2.3.2.2., Table 2.6  Conducting a Sole-Source Purchase)
Detailed description of the goods/services to be purchased?
The exact quantity?
The per unit price, and the total price (i.e. Quantity x unit price)?
If the exact quantity is not known because the state entity seeks to establish an open contract without seeking bids/proposals (e.g. Using sources of supply established by other states, consortia, or cooperatives), was the estimated quantity, the per unit price, and the total estimated value of the open contract (i.e. Estimated quantity x unit price) included?
The expected term of the contract, to include any renewal options?
The identity of the sole-source supplier?
Were instructions to interested suppliers on how to file any challenges to the sole-source included in the posting to the GPR?  (GPM Section 2.3.2.2., Table 2.6, and Table 2.7)
Was the Sole-Source Notice posted to the GPR for the correct posting time as listed in the GPM (GPM section 2.3.2.2. and Table 2.6)?
If an NIGP review is not currently being performed, was/were the correct NIGP Code(s) chosen from the contract? (5 digit, not ending in “00”)
Was the purchase order executed within the period identified on the contract, if applicable?
Did the purchase order exceed contract amount or contract term?
	15

	3. Did the purchase order description clearly identify the goods/services purchased?
	5

	4. Is the correct NIGP Code selected?
	2

	Total Points
	20






	Sole Brand (SB)
	Points

	1. Is the purchase type (PO Type) correct?
	3

	2. Determine if the correct process was followed:
Were the goods/services purchased available on a Mandatory Statewide Contract (SWCM) found in Window Shopper?  (Window Shopper can be accessed at: http://doas.ga.gov/TGM/Pages/WindowShopper.aspx to verify.)
Was the purchase order totaling $25,000 or above competitively bid?
If yes, was a completed and signed Sole Brand justification form (SPD-PS019) posted to GPR?
Were purchases executed within the period identified in the contract?
Did the purchase order exceed contract amount or contract term?
	15

	3. Did the purchase order description clearly identify the goods/services purchased?
	5

	4. Is the correct NIGP Code selected?
	2

	Total Points
	25



	Construction Contracts (CSN)
NOTE:  If Construction is exempt for your state entity, disregard this section in your review.
	Points

	1. Is the purchase type (PO Type) correct?
	3

	Determine if the correct process was followed:
Were the goods/services purchased available on a Mandatory Statewide Contract (SWCM) found in Window Shopper?  (Window Shopper can be accessed at: http://doas.ga.gov/TGM/Pages/WindowShopper.aspx to verify.)
	15

	Did the purchase order description clearly identify the goods/services purchased?
	5

	Is the correct NIGP Code selected?
	2

	Total Points
	25





NIGP Code Review
Below is a list of things that should be validated during the review of NIGP Codes to ensure that buyers are coding purchase orders with the correct NIGP Code.  The NIGP Summary Tool will assist in determining if the correct NIGP Code has been used.  The tool can be found at:  http://ssl.doas.state.ga.us/PRSapp/PR_nigp_list.jsp?whereFrom=public. Each PO line should be reviewed to verify correct NIGP Code(s) were used.
	NIGP Code Review*
	Y
	N

	1. Did the Purchase Order line have a clearly defined and adequate description? 
	
	

	Did the description used for line item match the description reflected in the NIGP Code? 
	
	

	Was the NIGP Code used at the five (5) digit level and not the three (3) digit category level (not ending in “00”)?
	
	

	If the line item of the Purchase Order was for services, did the NIGP Code begin with the number nine (9)?
	
	

	Were goods, services and shipping separated per line item so that accurate NIGP code(s) were assigned to each type of purchase? (Please note: inventoried equipment MUST be identified per line item)
	
	


*If an incorrect NIGP code is noted on an SWCM, SWCC, MAN, or PRF in Window Shopper, please notify Process.Improvement@doas.ga.gov
Split Purchase Review
The purchase orders to analyze for the Split Purchase Review are those coded as OMP.  Using the list below, the reviewer should be able to determine if split purchases occurred to circumvent bid requirements.  If large amounts are being spent on a particular good/service under the Open Market Purchase Type, the Entity may need to create a State Entity Contract for this particular good/service.
	Split Purchase Review
	Y
	N

	1. Were there any purchases to the same supplier with a combined total of $25,000 or more processed within a limited time frame (i.e. two days, one week)?
	10
	

	2. Were there any purchases for a particular good/service (by NIGP code) with a combined total $25,000 or above processed within a limited time frame?  (i.e. 2 days, 1 week, etc.)
	5
	

	3. Were foreseeable purchases split into two or more transactions to circumvent the competitive bidding requirement?
	5
	





$25K Bid Review
Open Market Purchases of $25,000 or more must be competitively bid.  It is the responsibility of each State Entity to monitor its purchases in order to ensure that purchases totaling $25,000 or more were competitively bid. 
Using the purchase information on the OMP tab, analyze all purchases over the $25,000 bid threshold to ensure the State Entity followed the minimum bid policy, and conducted the bid correctly.  This review will require researching the GPR in order to determine if bids were properly posted.
	
$25K Bid Review
	Y
	N

	1. Was the purchase order totaling $25,000 or above posted to the GPR?
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