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What: 	Purchase Order (PO) types have been changed in GA@WORK to reduce the number of PO types and to simplify the process of selecting the correct PO type. There are four new types: Agency Subaward Purchase Order, Ga Procurement Registry Solicitation, Intercompany, and Statewide Contract.[footnoteRef:1]  [1:  Additional PO types have been created for the Georgia Department of Transportation (GDOT) and will be available to GDOT once they join GA@WORK.] 

Where:	GA@WORK
Who: 	GA@WORK Financials – PO Buyers have these choices when sourcing a PO.
When:	PO types must be identified on each PO issued.
Why:	PO types help describe the nature of the order and provide additional information on how the product or service was procured. The PO type is an integral part of the PO.

	PO Type: Agency Contract

	When to use it: 
· Georgia Technology Authority (GTA) contracts and for contracts NOT awarded through a Georgia Procurement Registry event. 
· Piggyback contracts. 
What to know:
· A Supplier Contract number is needed for the Agency Contract PO type. 

	PO Type: Agency Subaward Purchase Order NEW

	When to use it:
· When the PO is related to a grant award.
Why was it created:
· To track POs created because of a grant
What to know:
· If a subaward supplier contract is used, this PO type is the only choice
· If it is a federal grant subaward as defined by 2 CFR 200.92 Uniform Guidance or a state grant subaward then APOs/CUPOs should consult with their legal, fiscal and program staff and the applicable grantor or oversight entity for additional guidance.




	PO Type: Emergency

	When to use it:
· For emergencies only, it should only be used if there are no other procurement alternatives.
· Do NOT use it when the PO amount is less than $25,000.
· Do NOT use when the purchase can be made without a PO or with a P-Card.
What to know:
· Emergency Justification Form is required.
· When this PO type is selected, there will be a message to upload a completed Emergency Justification Form (EJF)

	
PO Type: Exempt

	When to use it:
· When the product or service needed is exempt from competitive bidding. These exemptions are covered in the Georgia Procurement Manual (GPM). 
· POs issued to a non-profit for services only.
· When your entity has been granted a policy deviation or policy exception by SPD.
· POs to university foundations.
· POs to government entities not in GA@WORK.
· Do NOT use for government entities in GA@WORK; use Intercompany instead. These entities are listed in Appendix A in this guide. 
· Do NOT use when using a Statewide Contract or Agency Contract
What to know:
· Reason for exemption needs to be stated for PO lines with non-exempt NIGP codes totaling $25,000 or more.

	PO Type: Ga Procurement Registry Solicitation NEW

	When to use it:
· When the PO is from an event on the Georgia Procurement Registry (GPR).
Why was it created:
· To track GPR events more consistently and uniformly.
What to know:
· Solicitation ID is needed. A prompt will ask if a contract was established. 

	PO Type: Intercompany NEW

	When to use it:
· When the PO is issued to another company (i.e., government entity) in GA@WORK. These entities are listed in Appendix A in this guide. 
· Do NOT use for government entities not in GA@WORK, use exempt instead.
Why was it created:
· To ensure accurate financial reporting for the State of Georgia.





	PO Type: Open Market Purchase

	When to use it:
· When not using a contract and the PO amount is less than $25,000.
· Do NOT use it when:
· When an event on the GPR has been done.
· When using an Agency Contract.
· When purchasing a product or service that is exempt from competitive bidding.
· When using a Statewide Contract.
What to know:
· When this PO type is selected, there will be a message if the PO is over the bid threshold.

	PO Type: Statewide Contract

	When to use it:
· When ordering from a statewide contract (mandatory or convenience)
· Do NOT use for an Agency Contract
Why was it created:
· To consolidate the statewide contract mandatory (SWCM) and statewide contract convenience (SWCC) PO types. 
What to know:
· A Supplier Contract number is needed for the Statewide Contract PO type. 



	Crosswalk from Prior PO type codes to GA@WORK PO types

	PO Type 
	Meaning
	PO Type in GA@WORK

	AC
	State Entity Contract
	Agency Contract

	ACC
	State Entity Cooperative/Consortia Purchase
	Ga Procurement Registry Solicitation

	ACP
	State Entity Contract Piggyback
	Agency Contract

	CSN
	Construction Contracts
	Use Agency Contract if no event was created in the GPR. Use Ga Procurement Registry Solicitation if a GPR event was done.

	EMER
	Emergency Purchase
	Emergency

	EXM
	Exempt
	Exempt

	IGA
	Intergovernmental Agreements
	For government entities in GA@WORK, use Intercompany. For government entities outside of GA@WORK, use Exempt.

	MAN
	Statutory Mandatory Sources of Supply
	Use Open Market Purchase for GEPS unless it was awarded to GEPS through a GPR event. If it was awarded through a GPR event, use Ga Procurement Registry Solicitation.

	MUL
	Multiple Purchase Order Types
	Use whichever GA@WORK PO type that represents most of the PO amount.

	OMP
	Open Market Purchase
	Open Market Purchase

	PRF





	Preferred
	For preferred products for GEPS use the Open Market Purchase PO type. For preferred products for GCI, use the Intercompany PO type

	SB
	Sole Brand
	Ga Procurement Registry Solicitation

	SS
	Sole Source
	Ga Procurement Registry Solicitation

	SWCM
	Statewide Contract – Mandatory
	Statewide Contract

	SWCC
	Statewide Contract – Convenience
	Statewide Contract



	Acronyms

	GEPS: Georgia Enterprises for Products and Services

	GCI: Georgia Correctional Industries

	GPM: Georgia Procurement Manual 

	GPR: Georgia Procurement Registry

	GTA: Georgia Technology Authority

	NIGP: National Institute of Governmental Purchasing

	SAO: State Accounting Office

	SPD: State Purchasing Division of the Georgia Department of Administrative Services (DOAS)

	USG: University System of Georgia. Universities under supervision by Board of Regents (BOR). 

	Definitions

	Event ID: The unique number assigned to the solicitation (RFP, RFQ) or posting (sole source or cooperative purchasing (consortia) on the GPR.

	Statewide contract: Contract managed by DOAS.

	Supplier Contract: The unique number assigned to state entity contracts and statewide contracts. 



Helpful Hints
1. Cite the contract number whenever possible in the Supplier Contract field, even if it is not required.
2. Uploading documentation to the PO is always a good practice. A contract, statement of work, supplier quote, internal correspondence, etc. related to the purchase can be very helpful in understanding the nature of the PO. 
3. If you have a contract with a government entity - select Exempt or Intercompany as the PO type rather than Agency Contract. Cite the contract number in the Supplier Contract field.
4. If you have a contract with a supplier for a service or product which is exempt from the State Purchasing Act - select Exempt as the PO type rather than Agency Contract. Cite the contract number in the Supplier Contract field.  
5. The PO type open market purchase is for purchases where there is no contract. 
6. POs of $25,000 or more should be reviewed before being issued to ensure that a solicitation or posting is not required. 
7. PO types can be changed on a PO if the PO has not been closed.
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Appendix A
	Entities “Companies” in GA@WORK that should be used for the Intercompany PO type

	Company
	Description

	40200
	Agriculture, Department of

	40300
	Administrative Services, Department of

	40400
	Audits and Accounts, Department of

	40500
	Public Health, Department of

	40600
	Banking and Finance, Department of

	40700
	Accounting Office, State

	40800
	Insurance Department of the State of Georgia

	40900
	Financing and Investment Commission, Georgia State

	41100
	Defense, Department of

	41200
	Vocational Rehabilitation Agency, Georgia

	41400
	Education, Department of

	41500
	Technical College System of Georgia

	41700
	Opioid Crisis Abatement Trust, Georgia

	41800
	Prosecuting Attorneys Council of the State of Georgia

	41900
	Community Health, Department of 

	42000
	Forestry Commission, State

	42200
	Governor, Office of the

	42700
	Human Services, Department of

	42800
	Community Affairs, Department of

	42900
	Economic Development, Department of

	43000
	Judicial Council/Administrative Office of the Courts

	43200
	Court of Appeals

	43600
	Superior Courts

	43800
	Supreme Court

	44000
	Labor, Department of

	44100
	Behavioral Health and Developmental Disabilities, Department of

	44200
	Law, Department of

	44400
	General Assembly, Georgia

	46100
	Juvenile Justice, Department of

	46200
	Natural Resources, Department of

	46500
	Pardons and Paroles, State Board of

	46600
	Public Safety, Department of

	46700
	Corrections, Department of

	46900
	Early Care and Learning, Department of

	47000
	Public Service Commission, Georgia

	47100
	Investigation, Georgia Bureau of

	47400
	Revenue, Department of

	47500
	Driver Services, Department of

	47700
	Community Supervision, Department of

	47800
	Secretary of State

	48800
	Veterans Service, Department of

	48900
	Subsequent Injury Trust Fund

	49000
	Workers' Compensation, State Board of

	49200
	Public Defender Council, Georgia

	49500
	Holocaust, Georgia Commission on the

	81700
	Oconee Fall Line Technical College

	81800
	Coastal Pines Technical College

	82000
	Albany Technical College

	82200
	Athens Technical College

	82300
	Atlanta Technical College

	82400
	Augusta Technical College

	82600
	West Georgia Technical College

	82700
	Chattahoochee Technical College

	82800
	Columbus Technical College

	82900
	Georgia Northwestern Technical College

	83000
	Georgia Piedmont Technical College

	83100
	Southern Crescent Technical College

	83200
	Gwinnett Technical College

	83400
	Lanier Technical College

	83500
	Central Georgia Technical College

	83700
	Southern Regional Technical College

	83800
	North Georgia Technical College

	84100
	Savannah Technical College

	84200
	South Georgia Technical College

	84300
	Southeastern Technical College

	84400
	Ogeechee Technical College

	84800
	Wiregrass Georgia Technical College

	91200
	North Georgia Mountains Authority

	92100
	Correctional Industries Administration, Georgia

	92400
	Highway Authority, Georgia 

	92700
	Road and Tollway Authority, State

	94200
	Sapelo Island Heritage Authority

	96000
	Rail Passenger Authority, Georgia

	97700
	Public Telecommunications Commission, Georgia

	97900
	The Foundation for Public Broadcasting in Georgia, Inc.

	98000
	Technology Authority, Georgia

	98100
	OneGeorgia Authority

	98400
	Southwest Georgia Railroad Excursion Authority

	99200
	Aviation Authority, Georgia

	99400
	Foundation for Public Education, Georgia

	99500
	Natural Resources Foundation, Georgia

	99600
	Atlanta-region Transit Link Authority
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