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Inspection Services 

and Contract Management Unit



•The Inspection Process

• Identify Issues and Findings

•Corrective Action Plan Request

•Contract Management (Changes of the Forms)

•Better understanding of the inspection process, procedures, 
requirements, and the need for documentation

Objectives



West Virginia Code §5A-3-10, §5A-3-4, §5A-3-11

Code of State Rules 148-1-7.2

• In accordance with West Virginia Code and the Code of State Rules, state agencies 
may make purchases in the amount of $50,000 or less for certain commodities and 
services.

• Agencies may request additional agency delegated authority of $100,000 and must be 
approved by the Purchasing Director.

Agency Delegated Authority 



Code of State Rules Section 4.14

• The Director shall appoint inspectors to review and audit spending unit requests, 
purchases, and other transactions and performance that fall under the authority of 
the division

• Inspectors may also provide relevant training for agency personnel

• Inspectors shall have access at any and all times to personnel, records, reports, and 
other documents as needed

• We inspect one year in arrears. However, we can inspect any 12-month period

Inspection Services



First
• An inspector is assigned to an agency.

Next

• The agency receives a letter from the Purchasing Division advising of their assigned inspector and the 
date of the impending inspection.

Then
• The inspector will review any potential findings with the agency at the end of the inspection.

When
Needed

• If there is a case of stringing, a draft report will be prepared and forwarded to the inspected agency for 
their review and comments.

Lastly
• The agency is given a two week notice to respond to the report. 

Finally

• The agency response will become part of the final report. A corrective action request will follow the final 
report. 

Inspection Process



1. Addressed to the Director

2. Lists the Inspection Date

3. Lists your Inspector

4. Date the documents are to be 

received by the Inspection Service Unit

NOTIFICATION  LETTER



List of Transactions for Review

DOCUMENT RCVD. DATE VENDOR NAME AMOUNT

1 PRCC,0213,PC20016991 8/12/2019 4IMPRINT 498.30

2 PRCC,0213,PC20148101 6/4/2020 ADOBE   800-833-6687 407.88

3 PRCC,0213,PC20002852 7/12/2019 AMZN MKTP US MH80Q4D01 291.29

4 PRCC,0213,PC20032402 8/22/2019 AMZN MKTP US MO3TH4T91 455.12

5 PRCC,0213,PC20128602 4/13/2020 CAPITOL BUSINESS INTERIOR 8,497.66

6 PRC,0213,2000037667 5/27/2020 DELL MARKETING LP 2,118.00

7 PRCC,0213,PC20016991 8/6/2019 ELECTRONIC SPECIALTY COMP 263.00

8 TRER,0213,2000000082 8/29/2019 GALE, STEPHANIE L 334.99

9 PRCC,0213,PC20032402 9/13/2019 IN  CHARLESTON BLUEPRINTS 126.00

10 TRER,0213,2000000141 9/20/2019 INGRAHAM, BRITTANY E 293.08

11 PRCC,0213,PC20032402 9/6/2019 KOENIG ART EMPORIUM 331.61

12 PRCC,0213,PC20049778 9/16/2019 KOMAX BUSINESS SYSTEMS 1,059.46

13 PRCC,0213,PC21000479 5/20/2020 LIBERTY DISTRIBUTORS INC 332.00

14 PRCC,0213,PC20050430 10/2/2019 LOWES #00675 359.96

15 PRCC,0213,PC20032402 8/15/2019 MARCO PROMOTIONAL PRODUC 1,735.09

16 PRCC,0213,PC20139519 5/12/2020 MOUNTAINEER GLASS 252.05

17 PRCC,0213,PC20148102 6/17/2020 NASPO 1,200.00

18 PRCC,0213,PC21004180 6/22/2020 NATIONAL INSITUTE OF GOVE 1,000.00

19 PRCC,0213,PC21004180 6/30/2020 NATIONAL PROCUREMENT INST 400.00

20 PRCC,0213,PC21004180 6/30/2020 OFFICEMAX/OFFICEDEPT#6877 433.41

21 PRCC,0213,PC20016991 8/6/2019 PAYPAL  MADIMAGESIN 36.85

Purchasing - 0213
Fiscal year 2020 -  July 1, 2019 through June 30, 2020

Agency Delegated Authority 



Use of Statewide Contracts (review non-mandatory contracts)

Failure to Bid at Delegated Level

Vendor Registration

Verification Searches (SOS, State Debarment)

wvOASIS Award Document (APO, ACT, AMA)
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Inspector Review: 
Most Common Findings



Asset Tags (if applicable)

Certification of Non-Conflict of Interest

Misc. (OT approval, not following emergency procedures or 
statewide contract ordering instructions, no documentation)

Stringing

6

7

8

9

Inspector Review: 
Most Common Findings



• Once your agency has determined a need, you should check internal sources first. 
W.V. Code §25-7-5

➢Sheltered Workshops

➢Correctional Industries

➢Surplus Property

Internal Sources



• If the needed commodity or service is not available from an internal source, you 
must then check availability through statewide or agency contracts unless they are 
listed as (Non-Mandatory).

• Mandatory for use

• Commonly used commodities and/or services

• Lowest price possible for best quality

• Saves time having to bid out contracts for similar commodities or services

:

1 Statewide or Agency Contracts



• Agencies may request a waiver from a statewide contract if:

• The vendor is unable to deliver by the required deliver date, assuming that the 
spending unit is not imposing an unreasonable delivery deadline;

• The vendor is unresponsive to ordering requests;

• The price of the goods or service can be found from a different source at a 
substantially lower cost for the exact item, with the quality and all other 
specifications being equal; or

• The vendor has refused to perform.

Note:  Any waiver granted must be retained in the agency file for the transaction to which 
the waiver applies.

:

1 Statewide or Agency Contracts



• Several Statewide Contracts are not mandatory. 

• Keep in mind if these commodities or services are not purchased off the Statewide 
Contract then the purchase must mirror central procurement procedures 
applicable to the relevant spending threshold. 

Non-Mandatory Statewide Contracts



Effective July 1, 2022
• Automatic External Defibrillators DEFIB
• Electronic Monitoring of Offenders (Equipment and Services) ELECMON
• Equipment Rental Services EQRENT
• Industrial Supplies (Maintenance, Repair, and Operation Supplies) INDEQP
• Office Supplies OFFICE
• Rental Cars CRENTAL
• Small Package Delivery Services PKGSVS

Effective June 15, 2022
• Building Supplies BLDSUPPLY

Effective April 1, 2022
• WVARF – Commodities and Services WVARF
• WVARF – Janitorial Services WVRFJAN

Non-Mandatory Statewide Contracts



$0-$5,000

No competition 
required, but 
encouraged

$5,000.01-$20,000

Three verbal bids 
required (WV-49)

A wvOASIS
Procurement 
Award Document 
is required for 
purchases 
exceeding $5,000

$20,000.01-$50,000

$20,000.01-$100,000*

ARFQ is required for all 
purchases between 
$20,000.01 and $50,000 or 
$100,000 and must be 
advertised in wvOASIS.  
Three written bids are 
required when possible.

*If  agency has been 
approved for the $100,000 
agency delegated threshold

Greater than $50,000

Greater than $100,000*

Formal acquisition process 
(CRQS/CRQM) Purchasing 
Division

*If  agency has been approved 
for the $100,000 agency delegated 
threshold

• Documentation must be on file at the agency location or in wvOASIS

2 Failure to Bid at Delegated Level
*Effective July 1, 2022



CSR 148-1-6. Registration, Bidding, and Award

• All vendors must be registered with the Purchasing Division, unless:

─ Using a P-card for travel-related services

─ Using a P-card for payments less than $25,000 yearly from a spending unit

• Vendors may register through the Vendor Self-Service or by completing the vendor 
registration and disclosure statement provided by the Purchasing Division.

3 Vendor Registration –Verification 



• In accordance with West Virginia Code §5A-3-1(a)1, §5A-3-3(2) and the West Virginia 
Code of State Rules §148-1-4.1, the Director has determined that it is not possible to 
obtain certain commodities and services through the competitive bidding process

• The Director has identified those commodities and services in the Impossible to Bid 
List of Commodities and Services

• Vendor registration and all other requirements for the dollar amount of the purchase 
are mandatory for contracts for these commodities and services; however, the annual 
vendor registration fee is waived

• Spending units purchasing from vendors under the Impossible to Bid List must 
continue to observe the standard purchasing procedure associated with a normal 
competitive purchase of the same dollar amount

Section 9 Purchases



• VNREGEX table in wvOASIS

• $2,500 threshold related to $125 vendor registration fee

• Vendor registration fee exemption for specific transactions

Transactional Exemption Process



• Additional Handbook-related transactional exemption codes to vendor registration 
deployed to all departments

• Code usage reviewed by Purchasing Division Inspection Unit

Transactional Exemption Process



• Code input into the “Vendor Registration Exemption” field within the Header 
portion of the wvOASIS award document under the General Information tab

Transactional 

Code from 

VNREGEX

Transactional Exemption Process



• A blank box means there are no holds, and the vendor is in compliance with that 
government entity

• At this point in time, it is our understanding that state debarment and Secretary of 
State are the only verifications that must occur outside of the system

Under the Vendor/Customer component, view the Fee and Vendor Compliance Holds 

tab.

4 Vendor Verification Searches



http://apps.sos.wv.gov/business/corporations/

Secretary of State Verification Search



APO - Agency Purchase Order-One Time Purchase not to exceed $50,000

ACT - Agency Contract for a fixed amount with renewal years not to exceed $50,000 per 12-month period

AMA – Agency Master Agreement, open-end contract that covers a period of  time in which all terms, 
conditions and prices are specified except for quantity. (not to exceed $50,000 in a 12-month period)

wvOASIS Procurement Award Document 
(APO, ACT, or AMA)

Required for all purchases in excess of  $5,000, regardless of  payment method (warrant or P-card)

5 wvOASIS Procurement Award Document



• An asset that costs $1,000 or more and has a useful life of one (1) year or more

• All computers (including laptops and central processing units [CPU]) with an 
acquisition cost of $500 or more

• All firearms regardless of the cost

What is reportable inventory?

6 Asset Tags



• Form used by members or advisors of an 
evaluation committee to certify they have no 
conflict of interest with any of the participating 
vendors

• This form is required for agency delegated 
purchases exceeding $5,000.  Agencies may 
adopt this policy at their discretion for 
purchases $5,000 or less

• This form is required for a single purchase or a 
contract when the amount exceeds $5,000

7 Certification of Non-Conflict



• CTO Approval (Office Of Technology Approval)

• Not Following Emergency Procedures

• Not Following Statewide Contract Instructions

• Third-party Booking

• Tie Bids

• No Documents Provided During Inspection

8 Miscellaneous Findings



• CTO Requisition Review is required by West Virginia State Code to review all 
proposed IT acquisitions unless:

• Under $2,500 for

• HARDWARE

• ROUTERS

• Adobe DC PDF and Nuance PDF Software

• Removable Media (Check with your Agency Privacy Officer, State Privacy Office, and OT 
Security Office when applicable.) 

Misc. Findings 
– No WVOT Approval



• Not Following Emergency Procedures.

• Emergency
• A purchase made when unforeseen circumstances arise, including delays by contractors, delays in 

transportation and unanticipated volume of work. A report of any such purchase, together with a 
record of competitive bids upon which it was based, is to be submitted to the Purchasing Director. 
Emergency purchases are not used for hardship resulting from neglect, poor planning or lack of 
organization by the spending unit. Failure to plan does not make it an emergency situation. 

Misc. Findings 
– Not Following Emergency Procedures



Emergency Purchases of $50,000 or Less

• 3 Bids if possible

• Agency Justification

• Agency wvOASIS award document

• Agency Master Terms and Conditions

• Documentation for the Dollar Threshold

Emergency Purchases exceeding $50,000

• 3 Bids if Possible

• Written Justification to Purchasing Director for Approval

• Requisition forward to Purchasing Division for Processing

• Purchasing Master Terms and Conditions

• Documentation for the Dollar Threshold

Misc. Findings 
– Not Following Emergency Procedures



Purchasing Division Procedures Handbook, Section 5.1:

• “No agency is permitted to issue a series of requisitions to circumvent the $50,000 
threshold or any established delegated threshold.  Violation of the $50,000 threshold 
is commonly referred to as ‘stringing,’ and is prohibited by law. Instances of stringing 
must be reported to the Legislature.”

Stringing9



Purchasing Division Procedures Handbook, Section 5.1:

• Amounts spent with vendors are viewed comprehensively

• State agencies should continuously monitor their expenditures with vendors to 
ensure that the total amount spent with a given vendor, within any 12-month 
period, does not exceed an applicable bid threshold without the proper level of 
documentation and bidding

• Any amount spent through competitive bidding with the Purchasing Division does 
not count toward the aggregate spend. 

Stringing



Purchasing Division Procedures Handbook, Section 5.1:

SIMILAR MATERIAL OR SERVICE EXAMPLE 

 

PRCC, 0433,PC22000001 7/9/2021  HEINERS BAKERY  $4,700.00 BAKERY ITEMS 

PRCC, 0433,PC22000022 8/9/2021  HEINERS BAKERY  4,700.00  BAKERY ITEMS    

PRCC, 0433,PC22000022 9/09/2021 HEINERS BAKERY  $4,700.00 BAKERY ITEMS 

PRCC, 0433,PC22000022 10/09/2021 HEINERS BAKERY  $4,700.00 BAKERY ITEMS 

PRCC, 0433,PC22000022  11/09/2021 HEINERS BAKERY  $4,700.00 BAKERY ITEMS 

PRCC, 0433,PC22000022 12/09/2021 HEINERS BAKERY  $4,700.00 BAKERY ITEMS 

PRCC, 0433,PC22000022 1/09/2022 HEINERS BAKERY  $4,700.00 BAKERY ITEMS 

PRCC, 0433,PC22000022 2/09/2022 HEINERS BAKERY  $4,700.00 BAKERY ITEMS 

PRCC, 0433,PC22000022 3/09/2022 HEINERS BAKERY  $4,700.00 BAKERY ITEMS 

PRCC, 0433,PC22000022 4/09/2022 HEINERS BAKERY  $4,700.00 BAKERY ITEMS 

PRCC, 0433,PC22000022 5/09/2022 HEINERS BAKERY  $4,700.00 BAKERY ITEMS      $51,700.00  

PRCC, 0433,PC22000022 6/09/2022 HEINERS BAKERY  $4,700.00 BAKERY ITEMS 

    TOTAL TRANSACTIONS--$56,400.00 

Stringing



Corrective Action Plan



Purchasing Division Procedures Handbook Section 6.5.2

• Is for contracts of commodities and services exceeding $1million (except 
construction contracts)

• Post Award Conference
• Ensures a clear and mutual understanding of all contract terms and conditions and the 

responsibilities of all parties. This form includes the detailed agenda of the conference, 
list of people in attendance, and additional information discussed.

• 2nd form is the Status and Activity Report
• Measures outcomes, monitor compliance with contract requirements, assess 

contractor performance and activity reporting.

Contract Management



1. Certification of Non-Conflict of 
Interest is required at what dollar 
amount?

2. A wvOASIS award document is 
required at what dollar amount?

3. An Agency Award Document (APO) 
can not exceed what dollar amount?

A. $2,500.00

B.  Exceeding $5,000.00

C  $10,000.00

D.  $25,000.01

E.  $50,000.00

Quiz



Agency makes two payments 
of $5,000.01 to a single vendor 

within a 12-month period. 

Stringing or Not Stringing?



Agency makes a one-time payment 
of $50,000.01 or more to a single 
vendor within a 12-month period.

Stringing or Not Stringing?



Agency makes multiple payments to 
multiple vendors for the same 

commodity or service that 
aggregate to $50,000.01 or more 

within a 12-month period.

Stringing or Not Stringing?



Agency makes a payment of 
$30,000 in June one calendar year 
and makes a second payment of 

$30,000 to the same vendor in July 
of the following calendar year.

Stringing or Not Stringing?



• Purchasing Division Procedures Handbook
• www.state.wv.us/admin/purchase/handbook

• Purchasing Division Website
• WVPurchasing.gov

• Inspection Services Unit
• www.state.wv.us/admin/purchase/Inspection

• Inspection Report Index
• www.state.wv.us/admin/purchase/inspection/inspectReports.html

Informational Resources



GREGORY.C.CLAY@WV.GOV

LESLIE.J.GWINN@WV.GOV

RYAN.S.HALL@WV.GOV

MITZIE.D.HOWARD@WV.GOV

JASON.S.THOMPSON@WV.GOV

Purchasing.Help@wv.gov


