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Georgia:





Designation of State Entity Procurement Officer
(APO/CUPO)
	Organizational Information

	State Entity Name:       

	State Entity Code (5-Digit Code):       

	Must provide organizational information/reporting structure to include Name, Title, eMail Address, and Phone Number for the following:

· APO/CUPO to Entity Head (Direct Report)
· Procurement Staff 

· Other positions that are involved in the purchasing process (i.e. Contract Specialists, Project Managers, etc.) 

	Is Purchasing Centralized  FORMCHECKBOX 
 or Decentralized  FORMCHECKBOX 
?
If Decentralized, please describe.       

	Describe how Facilities and Public Works Construction Procurements are handled within your Entity?
     

 FORMTEXT 
     

	Describe how Contract Management is handled within your Entity.
     

 FORMTEXT 
     

	Requested APO/CUPO Information

	Requested APO/CUPO Name:       

	Requested APO/CUPO Title:       
	Date of Request:  mm/dd/yyyy

	Requested APO/CUPO eMail Address:       

	Requested APO/CUPO Telephone:  xxx-xxx-xxxx

	Education

	Provide information on education completed :

	 FORMCHECKBOX 
 High School

	 FORMCHECKBOX 
 Undergraduate     College/University Name:       
    Major/Area of Study:       
    Years Completed:       
    Degree Received:       

	 FORMCHECKBOX 
 Graduate     College/University Name:       
    Major/Area of Study:       
    Years Completed:       
    Degree Received:       

	 FORMCHECKBOX 
 Other     Name:       
    Major/Area of Study:       
    Years Completed:       
    Degree Received:       

	Purchasing or Other Professional Experience

	Please attach additional information, if necessary.

	Position Title:       
From:  mm/yy To:  mm/yy
Briefly describe responsibilities:       

	Position Title:       
From:  mm/yy To:  mm/yy
Briefly describe responsibilities:       

	Position Title:       
From:  mm/yy To:  mm/yy
Briefly describe responsibilities:       

	Position Title:       
From:  mm/yy To:  mm/yy
Briefly describe responsibilities:       

	Position Title:       
From:  mm/yy To:  mm/yy
Briefly describe responsibilities:       

	Position Title:       
From:  mm/yy To:  mm/yy
Briefly describe responsibilities:       

	Skill Sets

	Software Applications:

 FORMCHECKBOX 
 MS Access   
 FORMCHECKBOX 
 MS Excel
 FORMCHECKBOX 
 MS Outlook

 FORMCHECKBOX 
 MS PowerPoint

 FORMCHECKBOX 
 MS Project
 FORMCHECKBOX 
 MS Visio
 FORMCHECKBOX 
 MS Word
	Procurement Tools:
 FORMCHECKBOX 
 eQuote 

 FORMCHECKBOX 
 Georgia Procurement Registry

 FORMCHECKBOX 
 PeopleSoft v.      
 FORMCHECKBOX 
 Team Georgia Marketplace
	Other:       

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

	GA Professional Development Courses

	Basic Certification

Introduction to State Purchasing A     

Introduction to State Purchasing B
Fundamentals of State Purchasing 
Writing Basic Specifications 

eQuote

Legal Issues

How to Conduct a Self Audit (Compliance)                 
	Attended/Date
 FORMCHECKBOX 
 mm/dd/yy
 FORMCHECKBOX 
 mm/dd/yy
 FORMCHECKBOX 
 mm/dd/yy
 FORMCHECKBOX 
 mm/dd/yy
 FORMCHECKBOX 
 mm/dd/yy
 FORMCHECKBOX 
 mm/dd/yy
 FORMCHECKBOX 
 mm/dd/yy
	Enrolled
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


	RFP Certification

RFP Template                                        

RFP Project Management

RFP Development Process

RFP Preparation Scorecard

RFP Evaluation and Selection Process

RFP Award Process                  
	Attended/Date

 FORMCHECKBOX 
 mm/dd/yy
 FORMCHECKBOX 
 mm/dd/yy
 FORMCHECKBOX 
 mm/dd/yy
 FORMCHECKBOX 
 mm/dd/yy
 FORMCHECKBOX 
 mm/dd/yy
 FORMCHECKBOX 
 mm/dd/yy
	Enrolled
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


	P-Card

Introduction to P-Card Principles

How to Conduct a Self Audit (P-Card)
	Attended/Date

 FORMCHECKBOX 
 mm/dd/yy
 FORMCHECKBOX 
 mm/dd/yy
	Enrolled

 FORMCHECKBOX 

 FORMCHECKBOX 


	Team Georgia Marketplace Certification

TGM Navigation                                         

eProcurement For Requesters                  

eProcurement For Approvers

Purchasing

Train-the-Trainer

Window Shopping 

Strategic Sourcing

Supplier Contract Management

 P-Card     
	Attended/Date
 FORMCHECKBOX 
 mm/dd/yy
 FORMCHECKBOX 
 mm/dd/yy
 FORMCHECKBOX 
 mm/dd/yy
 FORMCHECKBOX 
 mm/dd/yy
 FORMCHECKBOX 
 mm/dd/yy
 FORMCHECKBOX 
 mm/dd/yy
 FORMCHECKBOX 
 mm/dd/yy
 FORMCHECKBOX 
 mm/dd/yy
 FORMCHECKBOX 
 mm/dd/yy
	Enrolled

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


	*If Requested APO/CUPO is also P-Card Administrator, please indicate.       FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No

	Other Professional Development Courses

	Please describe:       

	Professional Certifications

	 FORMCHECKBOX 
 CPPB      FORMCHECKBOX 
 CPSM    FORMCHECKBOX 
 CPM      FORMCHECKBOX 
 CPCP            FORMCHECKBOX 
 RFP       FORMCHECKBOX 
 P-Card     FORMCHECKBOX 
 TGMP
 FORMCHECKBOX 
 CPPO      FORMCHECKBOX 
 CPPM    FORMCHECKBOX 
 CPA      FORMCHECKBOX 
 GA BASIC     FORMCHECKBOX 
 Other:       

	Manager Approval     YES  FORMCHECKBOX 
     NO  FORMCHECKBOX 


	Manager’s Name:       

	Manager’s Title :       

	Manager’s eMail Address:       

	Manager’s Telephone:  xxx-xxx-xxxx

	Entity Head Approval     YES  FORMCHECKBOX 
     NO  FORMCHECKBOX 


	Entity Head’s Name:       

	Entity Head’s Title:       

	Entity Head’s eMail Address:       

	Entity Head’s Telephone:  xxx-xxx-xxxx

	SPDAC Review Decision

	 FORMCHECKBOX 
 Approved

	 FORMCHECKBOX 
 Conditional Approval

	 FORMCHECKBOX 
 Does Not Meet Requirements

	Comments:       

	Submission Details

	

	When you complete the form in Microsoft Word®, go to the top left of the screen.  Click on the round “office” button.  Select “Send”, then select “E-mail”.   In the “To” field, type ProcessImprovement@doas.ga.gov 

Submit this completed form and attach a completed SPD-OP010 Entity Organizational Information form to 
ProcessImprovement@doas.ga.gov.

Note:    The request will be reviewed by the State Purchasing Division Assistant Commissioner (SPDAC) within five (5) business days of receipt.  APO/CUPO will be notified within three (3) business days following the SPDAC’s decision.



Revised: 04/12/11

SPD-OP001
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