
FISCAL & PURCHASES DIVISION

USING STATE CONTRACTS FOR PERSONAL USE
State employees are prohibited from ordering from state contracts or individual state agency/institution contracts directly or by using agency orders with subsequent reimbursement to the agency.  This in accordance with the Agency Procurement and Surplus Property Manual (APSPM), Section 2.1(a) Mandatory Sources, Term Contracts.

The usage of any state contract for business outside of state business is a violation of state regulations that govern the use of state contracts.  If it is not agency business, then no state employee or other individual can benefit from the convenience or more favorable pricing offered through the contract and reimburse the agency for the cost. 

For example:  United Parcel Service (UPS) has a contract with the Commonwealth of Virginia that allows the Department of Medical Assistance Services (DMAS) to send packages/letters at a substantially reduced rate.  This contract is strictly for the use of State business and should not under any circumstances be used by employees or other individuals for their personal business.


AGENCY PROCUREMENT and SURPLUS PROPERTY MANUAL
2.1    Mandatory Sources.

a. Term Contracts.   To obtain more favorable prices through volume purchasing and to reduce lead-time and administrative cost and effort, DGS/DPS, and other agencies/institutions within their delegated authority, may establish mandatory use term contracts for goods or services.   Written notices of contract awards are issued notifying  participants  (agencies  or  institutions  or  organizational  elements  within)  of the  existence  of  such contracts.  In accordance with the terms and conditions, purchase orders shall be issued in any amount for any goods or service on a term contract available to that participant.  Agencies and institutions shall place all orders on mandatory use contracts through eVA.  If an item is available on a mandatory contract, participants may not use their local purchasing authority to purchase from another source unless the purchase is exempt by contract terms such as not meeting the contract’s minimum order requirement.  Vendors who intentionally sell or attempt to sell goods or services to an authorized participant who is under a mandatory contract with another vendor may be suspended and/or debarred by DGS/DPS.  The purchase by agency personnel of goods or services that are on DGS/DPS mandatory contracts from non-contract sources may result in reduction or withdrawal of that agency’s delegated purchasing authority by DGS/DPS (see 13.7).  An exception from a mandatory state contract may be granted by the DGS/DPS contract officer responsible for the contract. The Procurement Exemption Request form located in Annex 13-D should be used to request an exception.  Approved exemption requests must be attached to the purchase transaction file either electronically or by hard copy.

Term contracts are for the benefit of the Commonwealth of Virginia, its agencies and institutions.  They do not apply  to  State employees  or  other  individuals,  and  ordering  from  state  contracts  or  individual  state agency/institution contracts by individuals directly or by using agency orders with subsequent reimbursement to the agency is prohibited.

The Division Director of Fiscal and Purchases and the Deputy Director of Finance are responsible for the official interpretation of this regulation as it applies within DMAS.  Any alleged violations will be thoroughly investigated in collaboration with the Human Resources Division.  Violations will be addressed under the state’s Standards of Conduct Policy (DHRM Policy 1.60).  The appropriate level of disciplinary action will be determined on a case-by-case basis with sanctions up to or including termination, depending on the severity of the offense consistent with the state’s Standards of Conduct Policy.    

Questions regarding this regulation should be directed to the Fiscal and Purchases Division.


Using State Contract for Personal Use 

Certification and Acknowledgement

I have received and read the DMAS Fiscal and Purchases notification regarding use of state contract for personal use. I understand this notification applies to my employment and that following all laws, regulations, DMAS policies, and the Code is a condition of my employment. 

I realize that it is my responsibility to comply with the procedures and policies set forth in the notification. My signature reflects that I have received and read this notice. 

Signature: 
____________________________________
Printed Name: ____________________________________

Position Title:
 ____________________________________

Date:

 ____________________________________

