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DO NOT ORDER ANYTHING BEFORE YOU HAVE RECEIVED A P#.
Purchase Request forms (P#s) are needed for almost all purchases. 
Purchase Requests forms are needed for the purchase of items or services costing up to $999.99.  These purchases may be for materials, supplies, services, and contract items. Freight is included in the cost so make sure that with freight the cost is less than $999.99.  Weapons are excluded.  NOTE:  The $999.99 limit is for the year, not the individual purchase, and for the Alabama Department of Agriculture as a whole, not just your division.  
A purchase request requires the form, two quotes (see QUOTES below), and the signature of your division head. All purchase requests must indicate the division’s employee who is authorized to receive the goods or sign off on the services and his/her phone number.
PURCHASE ORDERS
Purchase Orders for items or services over $1,000 but under $15,000 must be submitted on Purchase Request forms and be processed through STAARS before they may be used.  The following are different types of Purchase Orders:
One-time Purchase Orders
Purchase orders are one-time requests for items costing $1,000.00 or more.  All information should be listed on the Purchase Request forms.  An accurate, but brief, description of the item and how it is used should be included so that a commodity number may be found, especially for laboratory supplies and equipment.  Brand names may be used if required. All items on the request should be of the same general nature and for the same general purpose.  If the purchase is a repeat of a prior purchase in the last fiscal year, the prior purchase order number should be referenced on the purchase request. 
Annual Agreements 
Any agreement with a vendor to provide supplies, rental or maintenance on equipment and other types of services for a specified period of time is considered an annual agreement.  These are usually regular weekly, monthly, quarterly, or yearly payments of the same amount.  For services, the amount may vary some throughout the year (ex. Cintas).  Note “ANNUAL AGREEMENT” on the purchase request.
State Contracts
(http://www.purchasing.alabama.gov/pages/active_contracts.aspx)
If the product or service is one of the approved State Contracts, you are required to use the State Contract vendor even if the cost is higher.  Please make sure the State Contract number, vendor contract number and line number(s) are listed on the request and all the items to be under that specific contract number.  When using State Contracts, make sure you include the period that the contract covers.  
Open-ended Purchase Orders
Open-ended purchase orders are used if there is a repetitive need for parts or supplies from a vendor in a particular locale.  A purchase request must be submitted for each vendor from whom you plan to order over $1000 worth of items or services. These requests should be submitted well in advance of the actual need. All items to be ordered during the year should be listed on the request as the listed items are the only ones that may be purchased under the purchase order. Similar items may be listed in general categories, not individually. Note “TO SET UP AN OPEN-ENDED PURCHASE ORDER” on the purchase request.
Once approved, the parts or supplies may be ordered as needed from the vendor within the State Bid Law constraints. Most open-ended purchase orders will be limited to $14,999.99 for the year.  Some, such as sole source items, may be approved for over $15,000. The amount of the purchase request will include shipping costs, unless it is specified that no shipping costs will be incurred. 
A purchase request (P#) should be submitted for each order under the open-ended purchase order.
Priority Authorization (PA)
This is a purchase request for either a service or an item for which there is an immediate and urgent need.  This should only be used in an EMERGENCY.  You will need to get one quote if under $3,500 or two if over.  This may be requested over the phone, but the information needed is the same as for a purchase order--vendor, quote, amount, etc.
ITB
Any request for an item or service which exceeds $15,000 must be bid by the State of Alabama.  A purchase request should be done which states the item or service in generic terms (if model brands are used, they should be followed by the phrase “or equivalent).  Sufficient information should be given to describe the item or service needed. 
SOLE SOURCE REQUESTS
In order to have a purchase request considered a Sole Source, the following must be sent with the purchase request:
The Quote
A letter from the requesting agency to the State Purchasing Director, stating what the item is, its purpose, and why only that particular item has to be used.
A letter from the vendor to the State Purchasing Director, stating what the item is, its purpose and why only that particular item can be purchased from the vendor.
The letter should be addressed to:
Mr. Michael Jones	
Purchasing Director	
Department of Finance, Division of Purchasing
RSA Union Building
Suite 192	
Montgomery, AL   36130

and sent to the Procurement Officer to be added to the purchase request that is sent to the Purchasing Department.

Other Information
Other valuable information as to preparing a purchase request or purchase order:
Fill out all sections of the Purchase Request form completely.
The Department Fund, Fiscal Year, Agency #001, Org# and Division Name are important so that the funds paying for the items come from the correct budget.
Vendor Name, Address and Phone # are needed so that the right vendor can be contacted to place the order.  Be sure they are listed exactly as stated on the quote.
A contact name and phone number at the requesting agency are needed in case there are questions about the purchase.
Shipping Directions and an ATTN: name are needed to make sure the items get to the right location and the right person knows they have been received.
Quantity, catalog #, and type of items should come straight from the quote(s), along with the individual amount for each item, and listed under the Specification Section.  The amount column should show the total amount for each line of items. 
Shipping costs should be included, if known.  If you don’t know for sure that there are not shipping costs, put “shipping costs may apply” under specifications. 
Division head signatures are important.  The processing of the purchase request will not begin without their approval.  If your division head is in the Beard Building, send the forms to them first. 
Any purchase involving Information Technology (IT) products will have to be approved by the IT Department here before it will be processed.




Quotes
Every purchase less than $15,000.00 requires a minimum of TWO (2) written valid vendor quotes. Additional written quotes may be obtained at Buyer's discretion. Every effort is to be made to obtain quotes from minority and small business. Quotes must be firm and include the vendor name and Vendor Self-Service Number.
A valid vendor quote should contain the following:
	The word “Quote” or “Quotation” or similar terminology.  (An invoice is not a quote.)            
The date the quote was offered and the name of the person making the offer. (A signature is preferred.)
	The term for which the quote is viable. Ex: 10/1/16 through 9/30/17 or “through 1/30/17”.
The Vendor’s name, complete address and Vendor Self-Service Number.  If they do not have a Vendor Self-Service Number, direct them to this website: 	https://procurement.staars.alabama.gov/webapp/PRDVSS1X1/AltSelfService
All quotes should reference the same number of items that meet the same criteria/specifications 
If you have any questions, please do not hesitate to contact me.  I may not be able to answer you immediately, but I will find out what you need to know so that we can get your purchase made as quickly as possible.  My contact information is:
Phone:  334-240-7113	Email: katherine.childree@agi.alabama.gov
