
BERRYVILLE TOWN COUNCIL 
MEETING AGENDA 

Work Session 
Berryville-Clarke County Government Center 

101 Chalmers Court, Second Floor 
Main Meeting Room 

July 10, 2017 
3:00 p.m. 

 
 

Item           Attachment 
 

 
1. Call to Order – Patricia Dickinson, Mayor 

 
 
 

2. Approval of Agenda 
 
 

 
3. Discussion  Draft Cash Disbursements and Procurement Work Plan   1 

       
 

   
4. Other 

 
 

 
5. Closed Session –  No closed session scheduled 

 
 
 

6. Adjourn     
 
 
 
↕ denotes an item on which a motion for action is included in the packet 
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Overview 
On 13 June 2017, the Town Council accepted an Internal Audit of Cash Disbursements and 
Procurement (“Audit”) prepared by PBMares, LLP of Harrisonburg, Virginia (Audit: 
APPENDIX A). 
 
The Audit was commissioned by the Town Council to review the control environment related to 
the Town’s cash disbursements and procurement processes.  PBMares reviewed the following 
areas: new vendor setup and maintenance, procurement credit card (P-Card), fuel card 
maintenance, purchasing, invoice processing, check processing, wire transfers / ACH payments, 
P-Card payments, and monthly reporting to Town Council.  
 
Within the Audit, internal control weaknesses are enumerated and recommendations are 
provided for addressing each of the identified weaknesses.  Town staff reviewed the Audit and 
developed this work plan (“Plan”) to strengthen the Town’s internal controls. 
 
The Plan was approved by the Town Council on ____________. 
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Purpose 
This Plan identifies the actions to be taken either by Town Council and or Town staff to address 
the weaknesses enumerated in the Audit.  The Plan also identifies the means by which these 
actions will be executed and a schedule for their implementation. 
 
The Plan provides revised policies that will be adopted and implemented.  Forms that will be 
used by Town staff as they complete required tasks are attached to the Plan. 
 
Also attached to the Plan are revised job descriptions for Town staff who are directly involved in 
procurement and cash disbursements. 

Lastly, the Plan identifies constraints that may limit or slow progress in implementing the 
recommendations contained therein.     
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Town	of	Berryville,	Virginia	

GAP	Log	
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Process Sub-Process R
is

k 
N

o.

Risk G
A

P 
N

o.

GAPs
Procurement Vendor

 Management
R_2 Purchases are made to 

unauthorized or fraudulent/non-
existent vendors. 

GAP_1 Prior to doing business with a new vendor, vendors are not
required to submit business information, including an IRS
Form W-9.

Purchasing R_4 Purchases are made at 
unauthorized prices or terms.

GAP_3 Per the Town of Berryville's Procurement Policy Manual, one
(1) quote is required to be obtained for purchases less than
$5,000. Documentation of quotes is not being consistently
maintained. 

R_4 Purchases are made at 
unauthorized prices or terms.

R_5 Expenditures are posted to 
incorrect accounts or periods. 

R_4 Purchases are made at 
unauthorized prices or terms.

R_11 Non-compliance with Virginia 
Public Procurement Act.

R_4 Purchases are made at 
unauthorized prices or terms.

GAP_6 Per the Town of Berryville's Procurement Policy Manual, all
sole source procurements for goods and services must be
approved in advance by the Town Manager or designee.
Additionally, the Town is required to maintain written
determination documenting that there is only one source
practicably available for that which is to be procured. Such
procedures are not being performed. 

R_4 Purchases are made at 
unauthorized prices or terms.

GAP_7 Per the Town of Berryville's Procurement Policy Manual, in the 
case of emergency procurement, written documentation shall be
maintained indicating the nature of the emergency and reason
for selection of the particular contractor. Such written
determination shall be signed by the Town Manager or
designated representative. Such procedures are not being
performed. 

R_4 Purchases are made at 
unauthorized prices or terms.

GAP_12 The Town utilizes the ability to ride other jurisdictions'
contracts when practicable; however, the Town does not
require Council approval for large purchases made through
riding another jurisdiction's contract. 

R_4 Purchases are made at 
unauthorized prices or terms.

GAP_13 Purchase orders are generally completed after a purchase has
been made and an invoice has been received. Purchase orders
should be generated and approved before purchases are made. 

R_9 Cash disbursements for 
unauthorized purchases are 
issued. 

GAP_8 Per the Town of Berryville's Purchasing Card Policies and
Procedures, cardholders are required to sign the monthly
statement or individual receipts, documenting his or her review
and certification that all purchases listed are correct and made
for official purposes. Currently, cardholders are not signing
monthly P-Card statements or receipts. 

R_4 Purchases are made at 
unauthorized prices or terms.

GAP_10 The Front Desk Clerk reviews all purchasing credit card
activity by department heads to ensure receipts are present and
transactions are reasonable, and approves within "Works";
however; the reviewer is not required to physically sign off
indicating approval. Additionally, the system does not prevent
the approver from being the same person as the initiator.

Procurement
 Credit Card

GAP_4 Department heads are not required to sign off on invoice or
purchase requisition indicating approval of price, amount,
terms, and GL expenditure account.

GAP_5 Per the Town of Berryville's Procurement Policy Manual, four
(4) quotes are required to be obtained for purchases of goods or
nonprofessional services over $5,000 to the small purchase
limits set in the VPPA. Documentation of quotes is not being
consistently maintained. 
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Town	of	Berryville,	Virginia	

GAP	Log	
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Process Sub-Process R
is

k 
N

o.

Risk G
A

P 
N

o.

GAPs
Cash 
Disbursement

Wire
 Transfers

R_9 Cash disbursements for 
unauthorized purchases are 
issued. 

GAP_9 The online banking portal is not configured to segregate duties
between initiator and approver of wire transfers. Additionally,
the bank is not set up to only allow wire transfers/ACH
payments to approved bank accounts. 

All All R_3 There are misappropriations of 
cash or fraudulent payments.

GAP_2 Segregation of duties do not exist between procurement,
invoice processing, check processing, and vendor maintenance. 

All All R_12 There is a loss of business 
continuity.

GAP_11 There is a lack of adequate cross-training for employees on
different roles and responsibilities within the procurement and
cash disbursement functions. 

 

Page 6 of 231



Town	of	Berryville,	Virginia	

Issues	and	Recommendations	
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The following table provides a summary of the issues identified during our procedures.  We have assigned a 
relative risk rating to each issued identified.  The definitions of the risk ratings are provided below.  This is the 
evaluation of the severity of the concern and potential impact.  Items are rated as High, Moderate, or Low. 

 High Risk Items are considered to be of immediate concern and could cause significant issues if not 
addressed in a timely manner.   

 Moderate Risk Items may also cause operational issues and do not require immediate attention, but should 
be addressed as soon as possible. 

 Low Risk Items could escalate into operational issues, but can be addressed through the normal course of 
conducting business. 

Ratings Gap No. Issues Recommendations
High GAP_1 Prior to doing business with a new vendor, vendors are not

required to submit business information, including an IRS Form
W-9.

Prior to doing business with a new vendor, Department
Heads should contact the vendor and obtain an IRS Form
W-9 and should submit a "New Vendor Request" Form
with attached IRS Form W-9 to the designated Purchasing
Agent for input into FMS.

High GAP_2 Segregation of duties do not exist between procurement, invoice
processing, check processing, and vendor maintenance.

System access should be designed to segregate duties
between procurement, invoice processing, check
processing, and vendor maintenance. The Town should
consider establishing a Purchasing Agent, who would be
responsible for vendor maintenance and procurement
documentation. 

High GAP_4 Requesting department heads are not required to sign off on
purchase requisition or invoice indicating approval of price,
amount, terms, and GL expenditure account. 

Invoices should be stamped/documented for payment
approval by department heads. Stamps/documentation
should require coding of General Ledger expenditure
accounts, signature, and date, as part of payment approval. 

High GAP_3 Per the Town of Berryville's Procurement Policy Manual, one (1)
quote is required to be obtained for purchases less than $5,000.
Documentation of quotes is not being consistently maintained. 

High GAP_5 Per the Town of Berryville's Procurement Policy Manual, four (4)
quotes are required to be obtained for purchases of goods or
nonprofessional services over $5,000 to comply with the small
purchase limits set in the VPPA. Documentation of quotes is not
being consistently maintained. 

High GAP_6 Per the Town of Berryville's Procurement Policy Manual, all sole
source procurements for goods and services must be approved in
advance by the Town Manager or designee. Additionally, the
Town is required to maintain written determination documenting
that there is only one source practicably available for that which
is to be procured. Such procedures are not being performed. 

High GAP_7 Per the Town of Berryville's Procurement Policy Manual, in the
case of emergency procurement, written documentation shall be
maintained indicating the nature of the emergency and reason for
selection of the particular contractor. Such written determination
shall be signed by the Town Manager or designated
representative. Such procedures are not being performed. 

High GAP_12 The Town utilizies the ability to ride other jurisdictions' contracts
when practicable; however, the Town does not require Council
approval for large purchases made through riding another
jurisdiction's contract. 

High GAP_13 Purchases orders are generally completed after a purchase has
been made and an invoice has been received. Purchase orders
should be generated and approved before purchases are made. 

Procurement Process

The Town should implement and enforce purchasing
guidelines that are representative of the Town's size,
including when quotes are required, how many are
required, required documentation, and purchase order
requirements. The Policy should also include
documentation requirements for sole source procurement
and emergency procurement procedures. An example is
included in Appendix A. 
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Town	of	Berryville,	Virginia	

Issues	and	Recommendations	
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Ratings Gap No. Issues Recommendations
High GAP_8 Per the Town of Berryville's Purchasing Card Policies and

Procedures, cardholders are required to sign the monthly P-Card
statement or individual receipts, documenting his or her review
and certification that all purchases listed are correct and made for
official purposes. Currently, cardholders are not signing monthly
P-Card statements or receipts. 

The Town should require cardholders to sign monthly P-
Card statements or receipts, documenting his or her review
and certification that all purchases listed are correct and
made for official purposes. Additionally, department heads
should sign off indicating his or her review/approval of the
purchases. 

High GAP_10 The Front Desk Clerk reviews all purchasing credit card activity
by department heads to ensure receipts are present and
transactions are reasonable, and approves within "Works";
however; the reviewer is not required to physically sign off
indicating approval. Additionally, the system does not prevent the
approver from being the same person as the initiator.

The Town should require the designated Purchasing Agent
to sign department heads' P-Card statements or expense
reports indicating approval of the transactions. If the
designated Purchasing Agent uses his or her P-Card, the
Treasurer should sign the respective P-Card statement or
expense report, indicating approval of the transactions. 

Medium GAP_11 There is a lack of adequate cross-training for employees on
different roles and responsibilities within the procurement and
cash disbursement functions. 

The Town should consider cross-training a designated staff
member on the current roles and responsibilities of the
Treasurer.

Ratings Gap No. Issues Recommendations
High GAP_9 The online banking portal is not configured to segregate duties 

between initiator and approver of wire transfers. Additionally, the 
bank is not set up to only allow wire transfers/ACH payments to 
approved bank accounts. 

The Town should require new wire recipient bank accounts
for wire transfers/ACH payments to be approved by the
Mayor or designated member of Council prior to the first
payment. Additionally, bank statements should be provided
to the Mayor monthly with all wire/ACH payments made,
and include the corresponding signed Electronic
Disbursement Request Forms and supporting
documentation for comparison.

Ratings
Low
Medium The Town should consider requiring the Town Clerk to communicate any potential conflicts disclosed in the Statements of Economic

Interest to the designated Purchasing Agent.

Procurement Process (Continued)

Cash Disbursements Process

Additional Recommendations

The Town should consider performing an annual review of all vendors to ensure they are valid and still active. 
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Process Sub-Process R
is

k 
N

o.

Risk G
A

P 
N

o.

GAPs RESOLUTION/ACTION
POSITION 

RESPONSIBLE
COMPLETION 

DATE
A.  Develop a Vendor Registration Form with W-9 
(Appendix B)

ATMF COMPLETED

B.  Require all recurring vendors; excluding residential 
refunds, employee reimbursements, vendors for travel-
related expenses, and the like, to complete a Vendor 
Registration Form with W-9.

FC 1/1/2018

R_4 Purchases are made at 
unauthorized prices or terms.

GAP_3 Per the Town of Berryville's Procurement Policy Manual, one
(1) quote is required to be obtained for purchases less than
$5,000. Documentation of quotes is not being consistently
maintained. 

No Action – If a purchase is made from a vendor, it is 
given that documentation of a price from at least one 
vendor is provided. 

None None

A.  Amend Purchasing Policy to require Department 
Head signature.

Town Council 11/1/2017

B.  Purchase Order form will be amended to include a 
signature line for requesting Department Head.

ATMF COMPLETED

C.  Develop a Request for Payment form (Appendix B). ATMF COMPLETED

D.  Department Head signature will be required on 
Purchase Order Request forms and Request for Payment 
forms before processing.

FC 1/1/2018

R_4 Purchases are made at 
unauthorized prices or terms.

A.  Develop a Price Quote Record form (Appendix B). ATMF COMPLETED

R_11 Non-compliance with Virginia 
Public Procurement Act.

B.  Require Price Quote Record form to be completed 
and signed by Department Heads and attached to a 
Request for Payment form.

FC 1/1/2018

A.  Amend Purchasing Policy to require signature by 
Department Head and Town Manager.

Town Council 11/1/2017

B.  Develop a Sole Source Procurement form 
(Appendix B).

ATMF COMPLETED

C.  Require that the Sole Source Procurement form be 
completed by Department Head and signed by both the 
Department Head and the Town Manager and the form 
attached to the Request for Payment form or Purchase 
Order Request form.

FC 1/1/2018

Per the Town of Berryville's Procurement Policy Manual, all 
sole source procurements for goods and services must be 
approved in advance by the Town Manager or designee. 
Additionally, the Town is required to maintain written 
determination documenting that there is only one source 
practicably available for that which is to be procured. Such 
procedures are not being performed. 

GAP_6Purchases are made at 
unauthorized prices or terms.

Department heads are not required to sign off on invoice or 
purchase requisition indicating approval of price, amount, 
terms, and GL expenditure account.

GAP_4

Expenditures are posted to 
incorrect accounts or periods. 

GAP_5 Per the Town of Berryville's Procurement Policy Manual, four
(4) quotes are required to be obtained for purchases of goods or
nonprofessional services over $5,000 to the small purchase
limits set in the VPPA. Documentation of quotes is not being
consistently maintained. 

Purchases are made at 
unauthorized prices or terms.

Prior to doing business with a new vendor, vendors are not 
required to submit business information, including an IRS Form 
W-9.

GAP_1Purchases are made to 
unauthorized or fraudulent/non-
existent vendors. 

R_2Vendor
 Management

Procurement

Purchasing

R_5

R_4

R_4



Process Sub-Process R
is

k 
N

o.

Risk G
A

P 
N

o.

GAPs RESOLUTION/ACTION
POSITION 

RESPONSIBLE
COMPLETION 

DATE
A.  Amend Purchasing Policy to require Emergency 
Justification form be signed by Department Head and 
Town Manager.

ATMF/Town 
Council

11/1/2017

B.  Develop an Emergency Procurement Justification 
form (Appendix B).

ATMF COMPLETED

C.  Require that the Emergency Procurement 
Justification form be completed by Department Head 
and signed by both the Department Head and the Town 
Manager and the form attached to the Request for 
Payment form.

FC 1/1/2018

A.  Amend Purchasing Policy to require the 
Cooperative Procurement form be signed by 
Department Head and Town Manager.

Town Council 11/1/2017

B.  Develop a Cooperative Procurement form 
(Appendix B).

ATMF COMPLETED

C.  Require that the Cooperative Procurement form be 
completed by Department Head and signed by both the 
Department Head and the Town Manager and the form 
attached to the Request for Purchase Order or Request 
for Payment form.

FC 1/1/2018

A.  Develop a Request for Payment form (Appendix B). ATMF COMPLETED

B.  Require Department Heads to complete a Request 
for Payment form when submitting bills for payment.

FC 1/1/2018

A.  Amend the P-Card Policy to require cardholder 
signature on P-Card Expense Report form.

Town Council 11/1/2017

B.  Amend the P-Card Expense Report form (Appendix 
B) in order to provide for cardholder certification.

ATMF COMPLETED

C.  Require that both the cardholder and the Department 
Head complete the P-Card Expense Report form.

FDC 1/1/2018

A.  FC will, prior to electronic approval in Works, print 
Works Report, sign it, and provide it to the ATMF.

FC 1/1/2018

B.  Works Reports on which the FC has been an 
initiator will also be reviewed and signed by ATMF 
prior to the FC approving within “Works”.

FC 1/1/2018

Purchases are made at 
unauthorized prices or terms.

GAP_12

Per the Town of Berryville's Procurement Policy Manual, in the 
case of emergency procurement, written documentation shall be 
maintained indicating the nature of the emergency and reason 
for selection of the particular contractor. Such written 
determination shall be signed by the Town Manager or 
designated representative. Such procedures are not being 
performed. 

GAP_7

The Front Desk Clerk reviews all purchasing credit card 
activity by department heads to ensure receipts are present and 
transactions are reasonable, and approves within "Works"; 
however; the reviewer is not required to physically sign off 
indicating approval. Additionally, the system does not prevent 
the approver from being the same person as the initiator.

GAP_10Purchases are made at 
unauthorized prices or terms.

R_4

Procurement
 Credit Card

Per the Town of Berryville's Purchasing Card Policies and 
Procedures, cardholders are required to sign the monthly 
statement or individual receipts, documenting his or her review 
and certification that all purchases listed are correct and made 
for official purposes. Currently, cardholders are not signing 
monthly P-Card statements or receipts. 

GAP_8Cash disbursements for 
unauthorized purchases are 
issued. 

R_9

Purchase orders are generally completed after a purchase has 
been made and an invoice has been received. Purchase orders 
should be generated and approved before purchases are made. 

GAP_13Purchases are made at 
unauthorized prices or terms.

R_4

The Town utilizes the ability to ride other jurisdictions' 
contracts when practicable; however, the Town does not require 
Council approval for large purchases made through riding 
another jurisdiction's contract. 

R_4 Purchases are made at 
unauthorized prices or terms.

Procurement Purchasing R_4



Process Sub-Process R
is

k 
N

o.

Risk G
A

P 
N

o.

GAPs RESOLUTION/ACTION
POSITION 

RESPONSIBLE
COMPLETION 

DATE
Cash 
Disbursement

A.  Wire transfers and new ACH payments will be 
approved by the Mayor or Recorder.

FC / Mayor or 
Recorder

1/1/2018

B.  FC will sign transfers and new ACH payments. FC 1/1/2018

C.  ATMF will complete the transaction for the Town. ATMF 1/1/2018

A.  Appropriation of funds for Finance Clerk position. Town Council 7/1/2017

B.  Create and amend job descriptions as required. TM and ATMF COMPLETED
C.  Structure system access to only permit responsible 
position and backup position access.

ATMF 1/1/2018

D.  Fill Finance Clerk position. TM and ATMF 11/1/2017
E.  Train Administrative Department staff and 
Administrative Assistant – Police in new or revised 
primary roles as well as backup roles.

ATMF 11/1/17-7/1/18

A.  FC will have primary responsibility for accounts 
payable functions.  ATMF will serve as backup to FC 
for accounts payable functions.

FC / ATMF 1/1/2018

B.  ATMF will have primary responsibility for 
procurement functions.  TC will serve as backup to 
ATMF for procurement functions.

ATMF / TC 1/1/2018

Key for completion dates: Key for Positions:
Completion Date 1/1/2018 ATMF - Assistant Town Manager for Finance
Completion Date  11/1/17-7/1/18 FC - Finance Clerk
Completion Date 11/1/2017 FDC - Front Desk Clerk
Completion Date 7/1/2017 TC - Town Clerk

TM - Town Manager

All R_12

GAP_2There are misappropriations of 
cash or fraudulent payments.

There is a lack of adequate cross-training for employees on 
different roles and responsibilities within the procurement and 
cash disbursement functions. 

GAP_11There is a loss of business 
continuity.

R_3All

All

All Segregation of duties do not exist between procurement, 
invoice processing, check processing, and vendor maintenance. 

Cash disbursements for 
unauthorized purchases are 
issued. 

R_9Wire
 Transfers

The online banking portal is not configured to segregate duties 
between initiator and approver of wire transfers. Additionally, 
the bank is not set up to only allow wire transfers/ACH 
payments to approved bank accounts. 

GAP_9



 
“Additional Recommendations” from Audit 
 
The Town should consider should consider performing an annual review of all vendors to ensure 
they are valid and still active. 
 
Actions: Expand scope of the annual audit to require that the Town’s Auditor, to examine the 
vendor files and perform random tests to determine whether the chosen vendors are valid and 
active. 
 
 
The Town should consider requiring the Town Clerk to communicate any potential conflicts 
disclosed in the Statements of Economic Interest to the designated Purchasing Agent. 
 
At present, this matter is addressed as follows: 

The Town’s Auditor reviews the Statements of Economic Interest as a part of the annual 
audit.  If a potential conflict is identified it will be reported in the audit.  Upon receiving 
the auditor’s opinion that a potential conflict exists, the Town Manager will discuss the 
matter with the Town’s Auditor and Legal Counsel, as needed, and will issue a finding in 
the matter.  The Town Manager’s finding, and any action that resulted from the finding, 
would be communicated to the Town Council. 

 
The Town Clerk is in no position to review the documents in question for potential conflicts. 
  
Staff recommends no changes in this process. 
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CONSTRAINTS 
Personnel 
It has been long recognized that the size of Town Business Office staff limits the organization’s 
ability to provide for optimal segregation of duties.  This issue is discussed as a part of the 
Town’s Annual Financial Audit.  When the Town’s auditors identify control weakness and 
suggest mitigating controls, the Town adopts the suggested measures.  
 
In early 2017, the job description for the Administrative Assistant- Police was amended to 
provide for sharing of the position between the Police and Administrative Departments.  It is 
expected that this position will divide its time between the departments in the following fashion:  

80% Police Department 
20% Administrative Department 

The individual currently in the position began work in February 2017 and thus far no 
Administrative duties have been assigned.  This has enabled the new Administrative Assistant- 
Police Department to devote her time to learning tasks associated with the Police Department.  
Further the Town Manager chose to permit the results of the Audit to inform him as to how the 
position would be best utilized.  The Administrative Assistant – Police Department job 
description is provided in this plan (Administrative Assistant – Police Department Job 
Description: APPENDIX C).   The revised duties assigned to the position will provide support to 
Administrative staff. 
 
The Fiscal Year 2018 Budget funds a new position in the Administrative Department.  The new 
position, Finance Clerk, will be filled as soon as possible.  The job description for the Finance 
Clerk was developed after receiving the Audit in order to best utilize the new position.  The 
Finance Clerk job description is provided in this plan (Finance Clerk Job Description: 
APPENDIX C). 
 
The Town Manager expects that the Administrative Department will be fully staffed by 
November 2017. 
 
The Administrative Assistant – Police Department and Administrative Department staff will 
require training in principle job duties as well as training in areas for which they will provide 
back-up and assistance. 
 
It is important to note that, for a period of time, the Assistant Town Manager for Finance and 
Administration will continue to perform many of the tasks in question while training staff to 
assume new duties. 
 
Funding 
Training 
Several factors account for the need for training.  Current employees have had limited training 
opportunities in recent years because of budget constraints and difficulty scheduling training 
related absences around critical tasks.  The new Finance Clerk will likely require considerable 
training.  Positions assuming new roles or serving as backup to others in specific roles will also 
require training. 
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Cost: TBD 
 
Update of Narratives and Maps 
The Audit’s narrative and maps will need to be updated once the Town implements the steps 
contained in the approved work plan. 
 
Estimated cost: $1,500 and $2,000. 
 
Additional services requested of in annual audit 
It is likely that the approved work plan will expand the scope of services for the Town’s annual 
audit.  As tasks are added, the cost of the audit will increase. 
 
Cost: TBD 
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June 5, 2017 
 
 
To the Honorable Members of Town Council 
Town of Berryville, Virginia 
101 Chalmers Court 
Berryville, Virginia  22611 
 
Pursuant to our Internal Audit Services Agreement RFP #FIN-2017-001, we hereby present the internal 
audit of the Town of Berryville, Virginia’s (Town) cash disbursements and procurement processes.  Our 
report is summarized into the following sections: 
 
 Overview 

 Objectives and Approach 

 Procurement Process Narrative and Mapping 

 Cash Disbursements Process Narrative and Mapping 

 Significant Risks and Controls Matrix 

 GAP Log 

 Issues and Recommendations 
 
We appreciate the courtesies and cooperation extended to us from all of those involved in assisting us in 
connection with our internal audit. 
 
Respectfully submitted, 
 

PBMares, LLP 
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Town	of	Berryville,	Virginia	

Overview	
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The Town of Berryville, Virginia (Town) contracted with PBMares, LLP to review and assess the Town’s 
cash disbursements and procurement processes, provide process and control documentation and mapping, 
define any significant risks and assess how they are managed, assess the controls in place and identify any 
significant failings or weaknesses, consider whether the findings indicate a need for more extensive 
monitoring of the system of internal controls and provide examples of best practices to remediate the 
deficiencies.  The internal audit included, but was not limited to, the following procedures:  reviewing and 
analyzing existing policies and procedures, interviewing key personnel, documentation and mapping of 
processes and detailed transaction testing of cash disbursements and procurements for the period from 
July 2015 through April 2017.  Our approach focused on determining whether proper controls existed and 
whether existing controls are appropriate for mitigating certain financial and operational inherent risks. 
 
Overall, the Town’s internal controls were found to be improperly designed for the cash disbursements 
and procurement processes.  While internal control weaknesses were found, the testing did not identify 
any instances of fraud or abuse of Town funds.  The internal audit team identified the following areas 
where internal controls need improvement: 
 

1. Segregation of duties  

2. Implementation and enforcement of purchasing guidelines and procedures 

3. Wire transfers / ACH payment approval 

4. Cross-training of staff  

Detailed issues and recommendations are included in this report. 

The recommendations provided focus principally on the need for the revision of existing policies, 
implementation of new procedures that more accurately reflect current practices in place, and 
significantly increase desired levels of controls and oversight. 
 
The internal audit team discussed observations and recommendations with the Town Council in a meeting 
conducted on May 8, 2017. 
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Objectives and Scope 

The objective of our internal audit focused on reviewing the control environment related to the cash 
disbursements and procurement processes.  This internal audit covered the following areas: 
 

1. New Vendor Setup and Maintenance 

2. Procurement Credit Card Maintenance 

3. Fuel Card Maintenance 

4. Purchasing 

5. Invoice Processing 

6. Check Processing 

7. Wire Transfers / ACH Payments 

8. Procurement Credit Card Payments 

9. Monthly Reporting to Town Council 
 
 

Approach 

Our audit approach consisted of three phases: 
 

A. Understanding and Documentation of the Processes 
 
During this phase, we conducted interviews with Patricia Dickinson, Mayor; Erecka Gibson, 
Ward Three Council Member; (Jay) Harry Lee Arnold, Jr, Recorder; Keith Dalton, Town 
Manager; Desiree Moreland, Assistant Town Manager/Treasurer; Heather Fiddler, Front Desk 
Clerk; and Ann Phillips, Town Clerk.  We discussed scope and objectives of the audit work, 
obtained existing policies and established fieldwork dates.   
 

B. Detailed Testing 
 
The purpose of this phase was to test compliance and internal controls, based on our 
understanding of the applicable Virginia and Town codes, policies and procedures.  Our 
fieldwork was conducted utilizing auditing techniques to meet our audit objectives.  Specific 
procedures performed included inquiry, observation, and review of check disbursements, 
wire/ACH payments, and purchasing credit card transactions for supporting documentation. 
 

C. Reporting 
 
At the conclusion of our audit, we summarized our observations related to the processes and 
conducted exit conferences with management.  Issues and recommendations are included in this 
report. 
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Procurement Sub-Processes 

01. New Vendor Setup and Maintenance 

02. Procurement Credit Card Maintenance 

03. Fuel Card Maintenance 

04. Purchasing 

05. Invoice Processing 
 
 
Key Personnel Involved in the Process 

 Keith Dalton, Town Manager 

 Desiree Moreland, Assistant Town Manager/Treasurer (referred to hereafter as Treasurer) 

 Heather Fiddler, Front Desk Clerk 

 Department Heads 
 
 
Related IT Systems/Applications 

 Southern Software – Financial Management System (FMS) 

 Bank of America – “Works”  
 
 
Related Policies and Procedures 

 Procurement Policy Manual – as of September 2012, attached as Appendix B. 

 Purchasing Card Policies and Procedures – as of December 2012, attached as Appendix C. 

 Fuel Card Policies and Procedures – as of January 2013 , attached as Appendix D. 

 
Process Owner Sign Off 

 
Name Title Signature Date 
    
    
    

 

 

Page 20 of 231



Town	of	Berryville,	Virginia	

Process	Narrative:		Procurement	
 
 

5	|	P a g e 	

Sub-Process 01. New Vendor Setup and Maintenance 

New Vendor Setup 
 
Prior to making payments to a vendor, the Town must add the vendor to its accounting software, Southern 
Software’s Financial Management System (FMS).  When the Treasurer receives invoices from Town 
personnel requiring payment to a new vendor, the Treasurer uses the information from the invoice to add 
the new vendor to the FMS.  To do this, the Treasurer uses the function “Add New Vendor,” and enters a 
unique vendor number, vendor name, and address.  FMS prevents duplicate vendor numbers from being 
used [AP_5].  Vendors are not required to submit an IRS Form W-9 or provide business information 
[GAP_1].  
 
Vendors are paid via check by default.  If at any time a vendor requires ACH or wire payments, the 
Treasurer will work directly with the vendor to set this up; this is on an as-needed basis, and the process 
depends on the vendor’s requirements.  

 
Vendor Maintenance 
 
Access to vendor maintenance in FMS is restricted to the Treasurer and Front Desk Clerk [AP_1].  
However, segregation of duties does not exist between procurement, invoice and check processing, and 
vendor maintenance [GAP_2].  
 
 
Sub-Process 02. Procurement Credit Card Maintenance 

New Procurement Credit Card 
 
Procurement Credit Cards (P-Cards) are primarily used for small purchases, office supplies, and travel 
expenses.  P-Cards are also used to pay certain monthly bills, such as telephone.  
 
Upon hire, each employee is provided a P-Card, and is required to sign a “Bank of America Purchasing 
Card Employee Agreement,” which acknowledges compliance with the Town’s Purchasing Card Policies 
and Procedures.  The signed agreement is maintained in the employee’s personnel file.  
 
The Treasurer assigns each employee a “spend control profile” for their P-Card, based on their job 
position, which gives them a specified credit and usage limit [AP_6].  If an employee reaches the 
assigned credit limit, his or her card will be denied. Dollar usage limits range from $500 – $55,000; 
depending on the employee’s job title.  Additionally, usage limits can be restricted to travel only.  
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Sub-Process 02. Procurement Credit Card Maintenance (Continued) 

Procurement Credit Card Maintenance 
 
The Town utilizes the Bank of America “Works” service for its P-Card management.  Employees submit 
hard copy receipts to their Department Heads on a minimum of a monthly basis.  Per the Town's 
Purchasing Card Policies and Procedures, cardholders are required to sign the monthly P-Card statement 
or individual receipts, documenting his or her review and certification that all purchases listed are correct 
and made for official purposes.  Currently, cardholders are not signing monthly P-Card statements or 
receipts [GAP_8].  The respective Department Heads log into “Works,” where they view all P-Card 
transactions for that month for their employees.  The Department Heads review receipts, and approve the 
P-Card charges electronically within “Works” and assign each transaction to a designated General Ledger 
(GL) expenditure code [AP_7]. If there are any transactions without receipts, the Department Heads 
contact the respective employees to obtain receipts.  If a receipt is missing, the employee is required to 
submit an alternate receipt or Missing Receipt Affidavit, as described in the Town’s Purchasing Card 
Policies and Procedures.  
 
If a Department Head uses his or her P-Card, he or she submits a “BOA P-Card Expense Report” with 
attached P-Card receipts and GL expenditure account to the Front Desk Clerk.  Currently, Department 
Heads are not signing the BOA P-Card Expense Report, monthly P-Card statement, or receipts, 
documenting his or her review and certification that all purchases listed are made for official purposes 
[GAP_8].  The Front Desk Clerk then reviews the receipts, and approves the P-Card charges 
electronically within “Works.”  Department Heads can make purchases up to $15,000 on their P-Cards 
without going through the procurement process of obtaining one (1) quote prior to purchase [GAP_3].  
Additionally, the Treasurer can make purchases up to $55,000 and the Town Manager up to $50,000. All 
P-Card transactions have to be electronically approved within “Works;” however, the system does not 
prevent the approver from being the same person as the initiator [GAP_10].  
 
Once the transaction is approved in “Works” by the Department Head or Front Desk Clerk, the 
transaction will get added to a Listing of Transactions Requiring Closure.  The Front Desk Clerk reviews 
each transaction within this listing, verifies a receipt is attached, and closes the action within “Works.”  
 

 

Page 22 of 231



Town	of	Berryville,	Virginia	

Process	Narrative:		Procurement	
 
 

7	|	P a g e 	

Sub-Process 03. Fuel Card Maintenance 

Fuel Cards 
 
The Town utilizes Mansfield Oil Company’s Voyager Fleet Card Program (“Voyager”) for its vehicle 
fuel purchases.  Upon hire, employees within the Police, Public Works, and Utilities departments must 
sign an “Employment Agreement Form,” which acknowledges compliance with the Town’s Fuel Card 
Policies and Procedures.  The signed agreement is maintained in the employee’s personnel file.  Each 
Voyager Fuel Card is assigned to a specific vehicle, rather than an individual employee.  
 
The Voyager Fuel Cards will only allow fuel purchases [AP_8].  Additionally, when purchasing fuel, the 
driver must key in the odometer reading at the pump. Employees submit hard copy receipts to the Front 
Desk Clerk on a minimum of a monthly basis.  If a receipt is missing, the employee is required to submit 
an alternate receipt or Missing Receipt Affidavit, as described in the Town’s Fuel Card Policies and 
Procedures.  If there are any transactions without receipts, the Department Heads contact the respective 
employee to obtain receipts.   
 
On a monthly basis, the Front Desk Clerk receives an invoice from Mansfield Oil Company for the 
vehicle fuel purchases made for that respective month.  The Front Desk Clerk then downloads a 
spreadsheet from Mansfield Oil Company’s online portal, which lists all purchases by vehicle for the 
month, and the respective quantity of fuel purchased, cost at the pump, and discounted cost that the Town 
pays. The Front Desk Clerk reviews all fuel purchases to ensure reasonableness based on quantity of gas 
purchased per vehicle for the month. The Front Desk Clerk reconciles all receipts submitted by employees 
to the downloaded spreadsheet, and then to the invoice received from Mansfield Oil Company [AP_9].  
Any missing receipts or discrepancies are investigated.  After the Front Desk Clerk has reconciled the 
invoice to the supporting spreadsheet and receipts, the Front Desk Clerk provides the invoice with the 
reconciliation and all supporting documentation attached to the Treasurer for payment. 
 
The Treasurer reviews the invoice and the attached reconciliation.  Once the Treasurer approves the 
invoice and attached reconciliation, the Treasurer processes an electronic wire transfer/ACH payment 
following the process as defined in the Cash Disbursements Narrative, Sub-Process 02: Wire 
Transfers/ACH Payments.  
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Sub-Process 04. Purchasing 

Procurement Levels1  
 
1. Small Purchases – up to $5,000 where the Town’s estimated cost of goods or nonprofessional 

services is $5,000 or less, purchases may be made upon receipt of a minimum of one (1) written, 
telephone (oral) or electronic quotation. 

 
2. Over $5,000 up to the small purchase limits set in the Virginia Public Procurement Act (VPPA):  

a. Unsealed Bidding – solicit minimum of four (4) valid sources. If fewer, document reasons why. 

b. Unsealed Proposals – Town may use an informal Request for Proposal (RFP). 

3. Large Purchases – over the VPPA defined limit (VPPA Limit defined as threshold amount requiring 
competitive negotiation set in the VPPA). 

a. Competitive Sealed Bidding (IFB) – goods and nonprofessional services over $100,000. 

b. Competitive Negotiation (RFP) – procurement of all professional services over $60,000. 
 
Small Purchases:  Less than $5,000 
 
For all purchases less than $5,000 (excluding purchases made on P-Cards), individual Department Heads 
have the authority to purchase the necessary goods and services upon receipt of a minimum of one (1) 
written, telephone (oral) or electronic quotation, without prior approval from the Treasurer.  
Documentation of quotes is not currently being consistently maintained for small purchases [GAP_3].  
Once the service has been performed or goods have been received, the purchaser will receive an invoice 
and check it for accuracy against the services performed or goods received [AP_10].  The requestor then 
submits a Purchase Requisition (PR), invoice, and PO to the Treasurer, and includes any specific 
instructions and GL expenditure account to be used. Completed PRs include vendor number, vendor 
name, date requested, requestor, GL expenditure account, description, and amount.  Neither invoices nor 
PRs are required to be signed by requestor/Department Head [GAP_4].  
 
Upon receipt of a PR and invoice, the Treasurer reviews for accuracy by matching the PR to the invoice 
[AP_02].  The Treasurer then uses the PR to generate a purchase order (PO) within the “Accounts 
Payable” function in FMS.  POs should be generated and approved before purchases are made, not after 
[GAP_13].  In order to generate the PO, the Treasurer needs to enter the total amount, department, PO 
date, description, vendor number (if current vendor), shipping information, GL expenditure account, 
quantity, and unit price. If the vendor is not an existing vendor, the Treasurer will add the vendor in 
accordance with Sub-Process 01: New Vendor Setup and Maintenance.  Once the PO has been generated, 
it is automatically added into the “Unapproved Purchase Order List” in FMS.  
 

                                                      
1 Town of Berryville Purchasing Policy 2012 
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Sub-Process 04. Purchasing (Continued) 

Purchases between $5,000 and the VPPA Limit 
 
If the Town’s estimated cost of goods or nonprofessional services is between $5,000 and the Virginia 
Public Procurement Act (VPPA) Limit ($100,000), a minimum of four (4) quotes from different sources 
are required to be solicited or an informal RFP can be used.  Currently, record of solicitation of sources is 
not consistently being maintained in accordance with the Town’s Purchasing Policy [GAP_5].  
 
For such instances, the requestor submits a PR and quotes to the Treasurer. The Treasurer uses this 
request to create a PO within the “Accounts Payable” function in FMS, following the same process as 
small purchases.  Once the goods have been received or the services have been performed, the receiving 
department submits the invoice, attached to the PR and PO, to the Treasurer.  
 
Large Purchases: Professional Services over $60,000 
 
The Town uses competitive negotiation for procurement of all professional services estimated to be over 
the VPPA Limit ($60,000).  In this situation, the Department Head prepares a formal RFP.  The formal 
RFP describes the services to be performed, and must specify the requirements to be addressed by the 
offerors that will be used to evaluate the proposal.  The formal RFP is reviewed by the Town Manager 
prior to issuance [AP_11]. 
 
The Department Head sends the formal RFP to anyone that has expressed interest, and typically posts to 
Virginia’s eProcurement Portal (eVA).  A submission due date will be established, with a minimum of ten 
days from issue date of the formal RFP.  The Town is required to send the formal RFP to at least six (6) 
valid sources.  If the Town does not solicit the required number of sources, the reason(s) must be stated in 
writing and placed in the purchase file.  
 
Once a deadline has been reached, the Department Head establishes an evaluation team, consisting at a 
minimum of the Department Head and Town Manager, to evaluate all submissions received, based on 
pre-determined criteria.  Interviews are conducted as deemed necessary.  The Department Head conducts 
negotiations with the selected offeror. Once negotiations are finalized and the offeror has been selected as 
the winning offeror, the Department Head posts the Intent to Award Notice on the Town’s website.  
 
Large Purchases: Goods and Nonprofessional Services over $100,000 
 
The Town uses competitive sealed bidding for procurement of all goods and nonprofessional services 
estimated to be over the VPPA Limit ($100,000).  In this situation, the Department Head prepares an 
Invitation for Bid (IFB), which describes the goods or services to be procured, and includes 
specifications, scope of work/purchase description, and any contractual terms and conditions applicable.  
The IFB is reviewed by the Town Manager prior to issuance [AP_11]. 
 
The Department Head sends the IFB to anyone that has expressed interest, and will publicly post the IFB 
to eVA. A submission due date will be established, with a minimum of ten days from issuance date of the 
IFB. The Town is required to send the IFB to at least six (6) valid sources. If the Town does not solicit the 
required number of sources, the reasons must be stated in writing and placed in the purchase file.  
 
Once the submission deadline has been reached, the Department Head opens bids publicly and reads them 
aloud.  The Department Head will award the bid to the lowest responsive and responsible bidder.  
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Sub-Process 04. Purchasing (Continued) 

The Town utilizes the ability to ride other jurisdictions’ contracts when practicable. In these cases, the 
Treasurer searches for another jurisdiction with a contract that allows for others to ride the contract as 
awarded. The Town then operates under the assumption that the other jurisdiction followed proper 
procurement. Currently, the Town does not require Town Council approval for large purchases made 
through riding another jurisdiction’s contract [GAP_12].   
 
Sole Source Procurement 
 
As per the Town’s Procurement Policy Manual, sole source procurement is authorized when there is only 
one source practicably available for the goods or services required. In the case of sole source 
procurement, competition is not required; however, all sole source procurements for goods and services 
exceeding $5,000 require advance approval by the Town Manager or designee. Additionally, a written 
quotation must be obtained from the vendor, and written determination documenting that there is only one 
source practicably available for that which is to be procured must be included in the procurement file.  
 
Currently, the Town Manager is not approving sole source procurement purchases exceeding $5,000 in 
advance. Additionally, quotes and written determinations are not being maintained in accordance with the 
Procurement Policy Manual [GAP_6]. 
 
Emergency Procurement 
 
As per the Town’s Procurement Policy Manual, in the case of emergency procurement where competition 
is not used due to an emergency-required purchase, the Town is required to maintain written 
documentation indicating the nature of the emergency and reason for the selection of the particular 
contractor.  Such written determination is to be signed by the Town Manager or designated representative.  
 
Currently, for emergency procurement, written documentation indicating the nature of the emergency and 
reason for the selection of the particular contractor is not being maintained in accordance with the 
Procurement Policy Manual [GAP_7]. 
 
There is a lack of adequate cross-training for employees in different roles and responsibilities within the 
procurement and cash disbursements functions [GAP_11].  
 
 
Sub-Process 05. Invoice Processing 

Approximately twice a month, the Treasurer prints the “Unapproved Purchase Order Listing,” and 
performs a check by manually adding all hard copies of POs and comparing the total to the “Unapproved 
Purchase Order Listing” total.  After checking for accuracy, the Treasurer approves the POs within FMS.  
The Treasurer then prints out all POs and makes two carbon copies (one yellow and one white).  Both 
carbon copies of the PO are attached to the PR and invoice.  The Treasurer then performs a match 
between invoice, PR and PO [AP_2].  Upon the Treasurer’s approval, the Treasurer will “Post” in FMS, 
which sends the PO to a “Posted Purchase Orders” Report.  The Treasurer will sign the hard copy of the 
PO indicating approval, and provide all documents to the Town Manager for review and approval. The 
Town Manager reviews all POs for reasonableness, and signs off as secondary reviewer after the 
Treasurer [AP_3]. 
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Sub-Process 05. Invoice Processing (Continued) 

Once the Town Manager has reviewed and signed all POs, indicating approval, the Treasurer keys in the 
vendor number and invoice number of each invoice to “Invoice Processing” in FMS.  If there is a 
corresponding PO, the Treasurer tags the PO to the invoice, and the amount will automatically be entered 
to match the PO amount.  The Treasurer can manually override this amount; however, the Treasurer 
cannot enter an amount that is greater than the PO.  If there is no corresponding PO, the Treasurer 
manually enters a payment amount based on the invoice.  
 
Once all invoices for a check run have been entered, the Treasurer manually adds all invoices on a 
calculator tape, and matches the total of all invoices with the total on the invoice processing screen 
[AP_4].  Once confirmed, the Treasurer prints the Invoice Register, and then clicks “Post,” which posts 
all invoices to the general ledger. At this point, checks are ready for processing.  
 

 

Page 27 of 231



April 2017

Process Flow:
Procurement

12	|	P a g e

 

Page 28 of 231



13	|	P a g e

Process Step

Process Mapping Symbols Key:

Decision

Process 
Mapped 
Outside of 

Procurement

Start/End of Process

Documents

Process Step 
Completed by FMS
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Payment
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R_4 AP_6

R_4 AP_7
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R_4 AP_6
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R_4 AP_7

R_4 AP_7
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Cash Disbursements Sub-Processes 

01. Check Processing 

02. Wire Transfers / ACH Payments 

03. Procurement Credit Card Payment 

04. Monthly Reporting to Town Council 
 
 
Key Personnel Involved in the Process 

 Patricia Dickinson, Mayor 

 (Jay) Harry Lee Arnold, Jr., Recorder 

 Town Council  

 Keith Dalton, Town Manager 

 Desiree Moreland, Assistant Town Manager/Treasurer (referred to hereafter as Treasurer) 

 Heather Fiddler, Front Desk Clerk 
 
 

Related IT Systems/Applications 

 Southern Software – Financial Management System (FMS) 

 Bank of Clarke County Online  

 Bank of America “Works” 
 
 

Related Policies and Procedures 

 Procurement Policy Manual – as of September 2012, attached as Appendix B. 

 Purchasing Card Policies and Procedures – as of December 2012, attached as Appendix C. 

 Fuel Card Policies and Procedures – as of January 2013, attached as Appendix D. 

 Town Code, Sec. 2-6 – as of July 2006, attached as Appendix E. 
 
 

Process Owner Sign Off 
 
Name Title Signature Date 
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Sub-Process 01. Check Processing 

After all invoices ready for payment have been posted in FMS, the Treasurer enters the “Check 
Processing” function in FMS.  The Treasurer selects all checks that are to be processed within the batch, 
and creates an “Invoice Pay List.”  The Treasurer prints the check pre-audit report and compares the 
vendor, invoice amount, and GL expenditure code to the hard copy invoice [CD_6]. 
 
After the Treasurer has reviewed the report, the Treasurer prints the checks from FMS.  Blank check 
stock is maintained in the Town Treasurer’s office, which is only accessible by authorized personnel 
through badged entry [CD_1].  After all of the checks have been printed, the Treasurer signs as the first 
signature on the dual signature checks.  The Treasurer then “Posts” in FMS, which will post the checks 
within the General Ledger (GL) to remove the accounts payable and post to cash.  The Treasurer then 
generates and prints an “Accounts Payable Check Register with Detail” Report and files it in the monthly 
transaction folder. 
 
All supporting documentation, including the Purchase Order (if applicable), Purchase Requisition, and 
Invoice get attached to the checks, which are provided to the Mayor or Recorder for secondary signature. 
Per Section 2-6 of the Town Code, all checks require two (2) signatures: the first signature being the 
Treasurer or the Town Manager, the second being the Mayor or Recorder [CD_2].  The Mayor or 
Recorder will review for reasonableness prior to signing.  
 
If at any point during the process a check does not pass review, the Treasurer will void the check and 
follow up with the respective Department Head.  
 
The Front Desk Clerk mails out the checks, and files the purchase order and check stubs with supporting 
documentation in each vendor’s file [CD_3].  
 
Note:  AP Batches are run approximately semi-monthly (mid-month, and end of month).  However, 
individual checks can also be processed if there is an immediate need.  The process is the same whether 
the check is included in a batch or individually.  
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Sub-Process 02. Wire Transfers / ACH Payments 

The Town uses wire transfers/ACH payments to pay for the following recurring monthly charges: Town 
of Berryville fuel card payment, US Bank equipment lease payment, USDA loan payment, and Federal 
and State withholding payments. 
 
On a monthly basis, the Treasurer receives bills from vendors that require wire transfers.  The Treasurer 
fills out an “Electronic Fund Disbursement Payment Request” form, and signs, indicating the Treasurer’s 
review and approval of the wire transfer.  The Treasurer then provides the signed form with the invoice 
and supporting documentation attached to the Mayor or Recorder for secondary signature, who reviews 
for reasonableness prior to signing [CD_4].  
 
Once the proposed wire transfer has been approved by the Mayor or Recorder, the Treasurer enters the 
online portal for the bank and posts the wire transfer.  The Treasurer then receives an online payment 
confirmation, which the Treasurer prints and attaches to the signed request form and invoice. The 
Treasurer enters the cash disbursements as a disbursement in FMS based on assigned GL expenditure 
codes. 
 
The Treasurer has the ability to make wire transfers/ACH payments up to $45,000 per day.  Bank of 
Clarke County is not configured to segregate duties between initiator and approver of wire transfers. 
Additionally, the bank is not set up to only allow wire transfers/ACH payments to approved bank 
accounts [GAP_9]. 
 
 
Sub-Process 03. Procurement Credit Card Payment 

Procurement Credit Card Payment 
 
Once all P-Card transactions for the respective month have been approved within “Works,” the Front 
Desk Clerk prints an excel spreadsheet of all transactions and ensures all receipts are present.  Once the 
Front Desk Clerk has verified all receipts are present, the Front Desk Clerk enters the transactions as cash 
disbursements in FMS, using the documented GL code and vendor.  
 
After all cash disbursements have been entered, the Front Desk Clerk prints the “GL Cash Disbursements 
Entries” Report, and reconciles to the Bank of America monthly statement [CD_5].  If there are any 
discrepancies, the Front Desk Clerk follows up with the respective Department Heads for clarification.  
 
After the reconciliation has been completed, the Front Desk Clerk prints the reconciliation, attaches it to 
the Bank of America monthly statement and corresponding receipts, and provides it to the Treasurer for 
payment.  
 
The Treasurer matches the total per the cash disbursements entry to the total on the Bank of America 
statement prior to payment [CD_5].  Payment is automatically deducted from Bank of Clarke County 
each month to pay Bank of America.  
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Sub-Process 04. Monthly Reporting to Town Council 

On a monthly basis, the Treasurer prepares a Council Packet to provide to the Town Council at the 
monthly meeting.  The Council Packet includes the following for the respective month: 
 

 List of all checks written during the month; and 

 Bank of America P-Card Statement. 

 

 

Page 39 of 231



April 2017

Process Flow:
Cash Disbursement

24	|	P a g e

 

Page 40 of 231



25	|	P a g e

Process Step Decision

Process 
mapped 

outside of Cash 
Disbursement

Start/End of Process

Documents

Process step 
completed by FMS

On‐page reference Outgoing off‐page reference Incoming off‐page reference

R_#
CD_# GAP_#

Process Risk Control Point Process Gap

Process Mapping Symbols Key:
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Select all checks 
ready for processing 
in Check Processing 

in FMS

Procurement – 
Invoice 

Processing

Invoice Pay List is 
generated

FMS

Review Check Pre‐
Audit report Print checks Sign as first 

signature

Provide to Mayor or 
Recorder for second 

signature
A

A

Review detail of 
checks and 
supporting 

documentation

Sign as second 
signature

Provide to Treasurer 
to prepare for filing

Ensure all checks 
ready to be mailed 
have appropriate 
dual signatures

Provide checks and 
all supporting 

documentation to 
Front Desk Clerk

C

C Mail checks to 
respective vendors

R_8 CD_1

R_8 CD_2

Attach check stub to 
supporting 

documentation 
(including PO, PR, 

and invoice)

File PO with check 
stub, PR, and invoice 
into vendor’s file

End

R_8 CD_3

GAP_2R_3

The following risks and gaps, related to segregation of duties 
and cross‐training of employees, apply throughout the entire 
cash disbursement process: 

GAP_11R_12

R_14 CD_6

Note: The first signature on the dual signature checks can be 
either the Treasurer or Town Manager. If the Town Manager 
signs, the Town Manager will review the checks for 
reasonableness prior to signing. 
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Process Sub-Process R
is

k 
N

o.

Risk C
on

tr
ol

 N
o.

Control Description
Procurement Vendor Management R_1 Purchases are made to unauthorized or 

fraudulent/non-existent vendors. 
AP_1 Access to vendor maintenance in FMS is restricted to the Treasurer and Front

Desk Clerk. 

R_10 Payments are made to the wrong vendor. AP_5 The system is configured to prevent duplicate vendor numbers from being
used. 

Purchasing R_6 Receiving records are not matched to invoices. AP_10 The purchaser reviews the invoice and checks for accuracy against the services
performed or goods received. 

R_4 Purchases are made at unauthorized prices or 
terms.

AP_11 The Town Manager reviews all Request for Proposals and Invitation for Bids
prior to issuance. 

Purchasing;
Invoice Processing

R_6 Receiving records are not matched to invoices. AP_2 The Treasurer matches every invoice to the respective purchase requisition
and purchase order (if applicable), and approves all invoices for payment.
Any invoices not approved are investigated. 

Invoice Processing R_4 Purchases are made at unauthorized prices or 
terms.

AP_3 All Purchase Orders are signed by both the Treasurer and the Town Manager
prior to processing invoices for payment.

R_7 Not all invoices are recorded in the accounts 
payable system.

AP_4 A calculator tape is prepared totaling all invoices for that check run, and the
total is compared to the batch posting in the AP Ledger.

Procurement Credit
 Card

R_4 Purchases are made at unauthorized prices or 
terms.

AP_6 Each employee who is provided a p-card is assigned a "spend control profile",
which assigns them a specified credit and usage limit. If an employee reaches
the assigned credit limit, his or her card will be denied.

R_4 Purchases are made at unauthorized prices or 
terms.

AP_7 All procurement credit card transactions are reviewed by either the respective
department head or the Front Desk Clerk to ensure all receipts have been
submitted. 

Fuel Card R_13 Purchases are made for unauthorized purposes. AP_8 The Voyager Fuel Cards only allow purchases of vehicle fuel. 

R_13 Purchases are made for unauthorized purposes. AP_9 The Front Desk Clerk reviews all fuel purchases to ensure reasonableness
based on quantity of gas purchased per vehicle for the month. The Front Desk
Clerk then reconciles all receipts submitted by employees for fuel card
purchases to a downloaded report from the Mansfield online portal, showing
all purchases by vehicle for the month and the respective quantity of fuel
purchased, cost at the pump, and discounted cost that the Town pays. The
Front Desk Clerk then reconciles the spreadsheet back to the invoice received
from Mansfield Oil. 
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Process Sub-Process R
is

k 
N

o.

Risk C
on

tr
ol

 N
o.

Control Description
Cash Disbursement Check Processing R_8 Checks for unauthorized purposes are issued. CD_1 Blank check stock is maintained in the Treasurer's office, which is only

accessible by authorized personnel through badged entry.

R_8 Checks for unauthorized purposes are issued. CD_2 Authorized limits for check signatories, including dual signatures, are defined
and adhered to. 

R_8 Checks for unauthorized purposes are issued. CD_3 Supporting documentation for each disbursement, including purchase
requisitions, purchase orders (if applicable based on amount of purchase), and
invoice from vendor, is prepared, reviewed, and maintained. 

R_14 Cash disbursements are made for the wrong 
amount or to the wrong vendor. 

CD_6 The Treasurer prints the check pre-audit report from FMS, which displays all
invoices that have been entered. The Treasurer compares the vendor, invoice
amount, and GL expenditure code entered in FMS to the hard copy invoices. 

Wire Transfers R_9 Cash disbursements for unauthorized purchases 
are issued. 

CD_4 Prior to posting a wire or ACH payment, the Treasurer completes and signs an
"Electronic Fund Disbursement Payment Request" form, and provides to the
Mayor or Recorder. The Mayor or Recorder reviews for reasonableness and
signs the form as secondary authorized signer. 

Procurement Credit
 Card

R_9 Cash disbursements for unauthorized purchases 
are issued. 

CD_5 The Front Desk Clerk performs a reconciliation between the monthly Bank of
America purchasing card statement and all approved actions within "Works."
The reconciliation is reviewed by the Treasurer prior to payment. 
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Process Sub-Process R
is

k 
N

o.

Risk G
A

P 
N

o.

GAPs
Procurement Vendor

 Management
R_2 Purchases are made to 

unauthorized or fraudulent/non-
existent vendors. 

GAP_1 Prior to doing business with a new vendor, vendors are not
required to submit business information, including an IRS
Form W-9.

Purchasing R_4 Purchases are made at 
unauthorized prices or terms.

GAP_3 Per the Town of Berryville's Procurement Policy Manual, one
(1) quote is required to be obtained for purchases less than
$5,000. Documentation of quotes is not being consistently
maintained. 

R_4 Purchases are made at 
unauthorized prices or terms.

R_5 Expenditures are posted to 
incorrect accounts or periods. 

R_4 Purchases are made at 
unauthorized prices or terms.

R_11 Non-compliance with Virginia 
Public Procurement Act.

R_4 Purchases are made at 
unauthorized prices or terms.

GAP_6 Per the Town of Berryville's Procurement Policy Manual, all
sole source procurements for goods and services must be
approved in advance by the Town Manager or designee.
Additionally, the Town is required to maintain written
determination documenting that there is only one source
practicably available for that which is to be procured. Such
procedures are not being performed. 

R_4 Purchases are made at 
unauthorized prices or terms.

GAP_7 Per the Town of Berryville's Procurement Policy Manual, in the 
case of emergency procurement, written documentation shall be
maintained indicating the nature of the emergency and reason
for selection of the particular contractor. Such written
determination shall be signed by the Town Manager or
designated representative. Such procedures are not being
performed. 

R_4 Purchases are made at 
unauthorized prices or terms.

GAP_12 The Town utilizes the ability to ride other jurisdictions'
contracts when practicable; however, the Town does not
require Council approval for large purchases made through
riding another jurisdiction's contract. 

R_4 Purchases are made at 
unauthorized prices or terms.

GAP_13 Purchase orders are generally completed after a purchase has
been made and an invoice has been received. Purchase orders
should be generated and approved before purchases are made. 

R_9 Cash disbursements for 
unauthorized purchases are 
issued. 

GAP_8 Per the Town of Berryville's Purchasing Card Policies and
Procedures, cardholders are required to sign the monthly
statement or individual receipts, documenting his or her review
and certification that all purchases listed are correct and made
for official purposes. Currently, cardholders are not signing
monthly P-Card statements or receipts. 

R_4 Purchases are made at 
unauthorized prices or terms.

GAP_10 The Front Desk Clerk reviews all purchasing credit card
activity by department heads to ensure receipts are present and
transactions are reasonable, and approves within "Works";
however; the reviewer is not required to physically sign off
indicating approval. Additionally, the system does not prevent
the approver from being the same person as the initiator.

Procurement
 Credit Card

GAP_4 Department heads are not required to sign off on invoice or
purchase requisition indicating approval of price, amount,
terms, and GL expenditure account.

GAP_5 Per the Town of Berryville's Procurement Policy Manual, four
(4) quotes are required to be obtained for purchases of goods or
nonprofessional services over $5,000 to the small purchase
limits set in the VPPA. Documentation of quotes is not being
consistently maintained. 
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Process Sub-Process R
is

k 
N

o.

Risk G
A

P 
N

o.

GAPs
Cash 
Disbursement

Wire
 Transfers

R_9 Cash disbursements for 
unauthorized purchases are 
issued. 

GAP_9 The online banking portal is not configured to segregate duties
between initiator and approver of wire transfers. Additionally,
the bank is not set up to only allow wire transfers/ACH
payments to approved bank accounts. 

All All R_3 There are misappropriations of 
cash or fraudulent payments.

GAP_2 Segregation of duties do not exist between procurement,
invoice processing, check processing, and vendor maintenance. 

All All R_12 There is a loss of business 
continuity.

GAP_11 There is a lack of adequate cross-training for employees on
different roles and responsibilities within the procurement and
cash disbursement functions. 
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The following table provides a summary of the issues identified during our procedures.  We have assigned a 
relative risk rating to each issued identified.  The definitions of the risk ratings are provided below.  This is the 
evaluation of the severity of the concern and potential impact.  Items are rated as High, Moderate, or Low. 

 High Risk Items are considered to be of immediate concern and could cause significant issues if not 
addressed in a timely manner.   

 Moderate Risk Items may also cause operational issues and do not require immediate attention, but should 
be addressed as soon as possible. 

 Low Risk Items could escalate into operational issues, but can be addressed through the normal course of 
conducting business. 

Ratings Gap No. Issues Recommendations
High GAP_1 Prior to doing business with a new vendor, vendors are not

required to submit business information, including an IRS Form
W-9.

Prior to doing business with a new vendor, Department
Heads should contact the vendor and obtain an IRS Form
W-9 and should submit a "New Vendor Request" Form
with attached IRS Form W-9 to the designated Purchasing
Agent for input into FMS.

High GAP_2 Segregation of duties do not exist between procurement, invoice
processing, check processing, and vendor maintenance.

System access should be designed to segregate duties
between procurement, invoice processing, check
processing, and vendor maintenance. The Town should
consider establishing a Purchasing Agent, who would be
responsible for vendor maintenance and procurement
documentation. 

High GAP_4 Requesting department heads are not required to sign off on
purchase requisition or invoice indicating approval of price,
amount, terms, and GL expenditure account. 

Invoices should be stamped/documented for payment
approval by department heads. Stamps/documentation
should require coding of General Ledger expenditure
accounts, signature, and date, as part of payment approval. 

High GAP_3 Per the Town of Berryville's Procurement Policy Manual, one (1)
quote is required to be obtained for purchases less than $5,000.
Documentation of quotes is not being consistently maintained. 

High GAP_5 Per the Town of Berryville's Procurement Policy Manual, four (4)
quotes are required to be obtained for purchases of goods or
nonprofessional services over $5,000 to comply with the small
purchase limits set in the VPPA. Documentation of quotes is not
being consistently maintained. 

High GAP_6 Per the Town of Berryville's Procurement Policy Manual, all sole
source procurements for goods and services must be approved in
advance by the Town Manager or designee. Additionally, the
Town is required to maintain written determination documenting
that there is only one source practicably available for that which
is to be procured. Such procedures are not being performed. 

High GAP_7 Per the Town of Berryville's Procurement Policy Manual, in the
case of emergency procurement, written documentation shall be
maintained indicating the nature of the emergency and reason for
selection of the particular contractor. Such written determination
shall be signed by the Town Manager or designated
representative. Such procedures are not being performed. 

High GAP_12 The Town utilizies the ability to ride other jurisdictions' contracts
when practicable; however, the Town does not require Council
approval for large purchases made through riding another
jurisdiction's contract. 

High GAP_13 Purchases orders are generally completed after a purchase has
been made and an invoice has been received. Purchase orders
should be generated and approved before purchases are made. 

Procurement Process

The Town should implement and enforce purchasing
guidelines that are representative of the Town's size,
including when quotes are required, how many are
required, required documentation, and purchase order
requirements. The Policy should also include
documentation requirements for sole source procurement
and emergency procurement procedures. An example is
included in Appendix A. 
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Ratings Gap No. Issues Recommendations
High GAP_8 Per the Town of Berryville's Purchasing Card Policies and

Procedures, cardholders are required to sign the monthly P-Card
statement or individual receipts, documenting his or her review
and certification that all purchases listed are correct and made for
official purposes. Currently, cardholders are not signing monthly
P-Card statements or receipts. 

The Town should require cardholders to sign monthly P-
Card statements or receipts, documenting his or her review
and certification that all purchases listed are correct and
made for official purposes. Additionally, department heads
should sign off indicating his or her review/approval of the
purchases. 

High GAP_10 The Front Desk Clerk reviews all purchasing credit card activity
by department heads to ensure receipts are present and
transactions are reasonable, and approves within "Works";
however; the reviewer is not required to physically sign off
indicating approval. Additionally, the system does not prevent the
approver from being the same person as the initiator.

The Town should require the designated Purchasing Agent
to sign department heads' P-Card statements or expense
reports indicating approval of the transactions. If the
designated Purchasing Agent uses his or her P-Card, the
Treasurer should sign the respective P-Card statement or
expense report, indicating approval of the transactions. 

Medium GAP_11 There is a lack of adequate cross-training for employees on
different roles and responsibilities within the procurement and
cash disbursement functions. 

The Town should consider cross-training a designated staff
member on the current roles and responsibilities of the
Treasurer.

Ratings Gap No. Issues Recommendations
High GAP_9 The online banking portal is not configured to segregate duties 

between initiator and approver of wire transfers. Additionally, the 
bank is not set up to only allow wire transfers/ACH payments to 
approved bank accounts. 

The Town should require new wire recipient bank accounts
for wire transfers/ACH payments to be approved by the
Mayor or designated member of Council prior to the first
payment. Additionally, bank statements should be provided
to the Mayor monthly with all wire/ACH payments made,
and include the corresponding signed Electronic
Disbursement Request Forms and supporting
documentation for comparison.

Ratings
Low
Medium The Town should consider requiring the Town Clerk to communicate any potential conflicts disclosed in the Statements of Economic

Interest to the designated Purchasing Agent.

Procurement Process (Continued)

Cash Disbursements Process

Additional Recommendations

The Town should consider performing an annual review of all vendors to ensure they are valid and still active. 
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Orders up to $5,000 

 Single Quote. 

 P-Card purchase whenever possible. 

 If not a P-Card purchase, invoices shall be stamped with the appropriate GL code, signature, and 
date, and turned in to the Treasurer. 

 
 
Orders between $5,001 and $15,000 

 Requires Purchase Requisition with three verbal quotes.  Quotes may be verbal from vendor, but 
must appear on the requisition. 

 Vendor with lowest quote will be selected unless otherwise noted. 

 If lowest quote is NOT selected, justification (such as quality) must be noted. 

 Authorized approval is Department Head. 

 Requisitions are sent to the designated Purchasing Agent with a copy of the receipt, invoice or 
correspondence. 

 Requisitions shall be stamped with the appropriate GL code, signature, and date. 

 Purchase Order, if required by vendor, is created by designated Purchasing Agent. 

 Authorized signature is designated Purchasing Agent. 
 
 
Orders between $15,001 and $30,000 

 Requires Purchase Requisition with three written quotes.   

 If choosing to ride another jurisdiction’s contract, quotes not required, but approval and 
signature authority should be followed.  

 Requisitions are sent to Purchasing Agent with copy of receipt, invoice or correspondence. 

 Requisitions shall be stamped with the appropriate GL code, signature, and date. 

 Vendor with lowest quote will be selected unless otherwise noted. 

 If lowest quote is NOT selected, justification (such as quality) must be noted. 

 Authorized approval is Department Head. 

 Purchase Order is written by designated Purchasing Agent. 

 Authorized signature is Town Manager. 
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36	|	P a g e 	

Orders between $30,001 and $50,000 

 Requires Purchase Requisition with three written quotes. 

 If choosing to ride another jurisdiction’s contract, quotes not required, but approval and 
signature authority should be followed.  

 Requisitions shall be stamped with the appropriate GL code, signature, and date. 

 Vendor with lowest quote will be selected unless otherwise noted. 

 If lowest quote is NOT selected, justification (such as quality) must be noted. 

 Requisitions with any supporting documentation are sent to Purchasing Agent. 

 Prior to purchase, designated Purchasing Agent will acquire Town Manager signature and prepare 
Purchase Order. 

 Will be noted to Council as an FYI item. 
 
 
Orders $50,000 and over 

 Require Council approval and Sealed Bid Procurement 

 If choosing to ride another jurisdiction’s contract, bidding procedures not required, but approval 
and signature authority should be followed.  

 
 
Sole Source Procurement 

 Prior to purchase, designated Purchasing Agent will obtain Town Manager signature and prepare 
Purchase Order. 

 Justification for only one source practicably available for that which is to be procured must be 
documented and maintained.  

 
 
Emergency Procurement 

 Written determination indicating the nature of the emergency and selection of the particular 
contractor must be signed by the Town Manager or designated representative. 

 Signed written determination must be maintained.  
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The Town Of Berryville 
 

Procurement Policy Manual 
 
 
 
 
 
 
 
 

On September 11, 2012, the Town Council of the Town of 
Berryville adopted the Virginia Public Procurement Act of the 
Code of Virginia and this manual as its procurement policy. 
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I.   Purpose, General 
 
The policies contained herein have been developed pursuant to the Virginia Public Procurement Act of 
the Code of Virginia (“VPPA”). The VPPA has certain mandatory provisions and allows for the use of 
certain optional policies provided they are adopted in writing by the governing body and are based on 
competitive principles.  
 
These policies are intended to provide the framework for procurement of materials, supplies, 
equipment, and services at the lowest possible cost consistent with the quality needed for the proper 
operation of municipal services. Our goal is the promotion of the Town's best interest through 
intelligent action and fair dealing which will result in obtaining the optimum value for each dollar 
spent as well as strengthening the public confidence in the integrity of public purchasing. 
 

II. Policy 
 
The Town of Berryville adopted the VPPA and this Policy Manual on September 11, 2012 as its 
procurement policy.  A copy of the VPPA is included in this policy manual as Attachment A. 
 

III. Applicability 
 
These policies and procedures apply to all contracts for the procurement of goods, services, insurance 
and construction entered into by the Town involving any expenditure of public funds except those 
specifically exempted herein. 
 
IV. Procurement Authority and Responsibility 
 
The Town Manager has the ultimate responsibility to ensure that the acquisition of goods and services 
does not violate or circumvent state law, regulations, town ordinances or the provisions of this manual. 
 

V. Delegation 
The Town Manager may delegate the procurement of any goods or services to the Treasurer, 
Purchasing Agent or other responsible officials. 
 

VI. General Procurement Policies 

Adequate Competition  
A sufficient number of sources must be solicited for the procurement of goods or services consistent 
with the method of procurement used. 
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Bidder’s List  
The Purchasing Agent shall be responsible, with the assistance from the various Department Heads, to 
maintain a current file of sources of goods, services, construction, etc., to be known as the Bidder's 
List. Any vendor can be included on the Bidder's List upon their request.  
 

Ethics 
 
See§ 2.2-4367 to § 2.2-4377 of the VPPA. 

Solicitations 

Amending a Solicitation 
 
If it is necessary to amend a solicitation, prepare, post, and send an addendum to all potential bidders 
or offerors who received a copy of the solicitation or who attended a pre-bid or pre-proposal 
conference.   
 

Canceling a Solicitation  
 
An Invitation for Bids, a Request for Proposal, any other solicitation, or any and all bids or proposals, 
may be canceled or rejected.  When canceling a written solicitation all vendors who have been issued a 
solicitation must be notified, and the notice must be publicly posted.   

Performance and Payment Bonds 
Upon the award of any public construction contract exceeding $100,000 awarded to any prime 
contractor, such contractor shall furnish the town with the following bonds: 
 

1. A performance bond in the sum of the contract amount conditioned upon the faithful 
performance of the contract in strict conformity with the plans, specifications, and conditions of 
the contract. 

 
2. A payment bond in the sum of the contract amount.  The bond shall be for the protection of 

claimants who have and fulfill contracts to supply labor or materials to the prime contractor to 
whom the contract was awarded, or to any subcontractors, in the furtherance of the work. 
“Labor or materials” shall include public utility services and reasonable rentals of equipment, 
but only for periods when the equipment rented is actually used at the site.  

 
Each of the bonds shall be executed and made payable to the Town of Berryville by one or more surety 
companies selected by the contractor that are authorized to do business in Virginia and filed with the 
purchasing office that awarded the contract or a designated official thereof within 10 days after receipt 
of the purchase order or notice of award. 
 
Nothing in this section shall preclude the town from requiring payment or performance bonds for 
construction contracts below $100,000. 
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Alternative Forms of Security  
 
A certified check or cash escrow may be accepted in lieu of a bid, payment, or performance bond.  If 
approved by the Town Attorney, a bidder may furnish a personal bond, property bond, or bank or 
savings and loan association’s letter of credit on certain designated funds in the face amount required 
for the bid, payment, or performance bond.  Approval shall be granted only upon a determination that 
the alternative form of security proffered affords protection to the town equivalent to a corporate 
surety’s bond.  

Contract/Purchase Order Modification Restrictions 
A contract or purchase order may not be modified or renewed unless provided for in the original 
contract or solicitation.  No additional consideration or increase in contract price may be paid to the 
contractor because of renewal unless specifically authorized under the original contract.   
 

 Purchases Up to the VPPA limit - Cumulative contract modifications to purchases made under 
small purchase procedures shall not exceed 25% of the original contract price without advance 
written approval of the Town Manager.   

 
 Purchases over the VPPA limit - A contract may include provisions for modification of the 

contract during performance, but no fixed-price contract may be increased by more than 25% 
of the original amount of the contract or $50,000, whichever is greater, without the advance 
written approval of the Town Manager.  

Documentation of Files 
 
A complete file should be maintained in one place for each purchase transaction, containing all the 
information necessary to understand the why, who, what, when, where and how of the transaction. 

Nondiscrimination   
 
In the solicitation, awarding or administration of contracts, the Town shall not discriminate because of 
the race, religion, color, sex, age, disability, or national origin of the bidder, offeror, or contractor 
(Code of Virginia, § 2.2-4310A). 

Employment Discrimination Prohibited 
Employment discrimination by contractor prohibited; required contract provisions.  -- All public 
bodies shall include in every contract of more than $10,000 the following provisions: 
 
During the performance of this contract, the contractor agrees as follows: 
 

a. The contractor will not discriminate against any employee or applicant for employment because 
of race, religion, color, sex, national origin, age, disability, or other basis prohibited by state 
law relating to discrimination in employment, except where there is a bona fide occupational 
qualification reasonably necessary to the normal operation of the contractor.  The contractor 
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agrees to post in conspicuous places, available to employees and applicants for employment, 
notices setting forth the provisions of this nondiscrimination clause. 

 
b. The contractor, in all solicitations or advertisements for employees placed by or on behalf of 

the contractor, will state that such contractor is an equal opportunity employer. 
 

c. Notices, advertisements and solicitations placed in accordance with federal law, rule or 
regulation shall be deemed sufficient for the purpose of meeting the requirements of this 
section. 

 
The contractor will include the provisions of the foregoing paragraphs a, b and c in every subcontract 
or purchase order of over $10,000, so that the provisions will be binding upon each subcontractor or 
vendor. 

Preferences 

Berryville Vendors and Products 
 
Preference is given to goods produced in Berryville, goods or services or construction provided by 
Berryville persons, firms or corporations, in the event of a tie bid. In the event that this provision does 
not resolve the tie preference is given to goods produced in Virginia, goods or services or construction 
provided by Virginia persons, firms or corporations. 
 
Recycled Paper and Paper Products Preference 
 
 In determining the award of any contract for paper and paper products the town shall award to the 
lowest responsible bidder offering recycled paper and paper products of a quality suitable for the 
purpose intended, so long as the bid price is not more than 10% greater than the bid price of the low 
responsive and responsible bidder. 

Public Access to Procurement Records 
 Except as provided in this section, all proceedings, records, contracts and other public records 

relating to procurement transactions shall be open to the inspection of any citizen, or any 
interested person, firm or corporation, in accordance with the Virginia Freedom of Information 
Act (§ 2.2-3700 et seq.) 

 
 Cost estimates relating to a proposed procurement transaction prepared by or for a public body 

shall not be open to public inspection. 
 

 Any competitive sealed bidding bidder, upon request, shall be afforded the opportunity to 
inspect bid records within a reasonable time after the opening of all bids but prior to award, 
except in the event that the Town Manager decides not to accept any of the bids and to reopen 
the contract. Otherwise, bid records shall be open to public inspection only after award of the 
contract.  
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 Any competitive negotiation offeror, upon request, shall be afforded the opportunity to inspect 
proposal records within a reasonable time after the evaluation and negotiations of proposals are 
completed but prior to award, except in the event that the Town Manager decides not to accept 
any of the proposals and to reopen the contract. Otherwise, proposal records shall be open to 
public inspection only after award of the contract.  

 
 Any inspection of procurement transaction records under this section shall be subject to 

reasonable restrictions to ensure the security and integrity of the records. 
 

 Trade secrets or proprietary information submitted by a bidder, offeror or contractor in 
connection with a procurement transaction or prequalification application submitted pursuant to 
subsection B of § 2.2-4317 shall not be subject to the Virginia Freedom of Information Act (§ 
2.2-3700 et seq.); however, the bidder, offeror or contractor shall (i) invoke the protections of 
this section prior to or upon submission of the data or other materials, (ii) identify the data or 
other materials to be protected, and (iii) state the reasons why protection is necessary. 

 

Publicly Posted Notices 
 
All solicitations for goods and services over $50,000 shall be posted in the Town Office. 
 
Award Notices over $50,000 must be posted in the Town Office for a ten (10) day period immediately 
following the actual time of award. The procurement records must be available for review by any 
bidder or offeror at the time a Notice of Intent To Award or an Award Notice is posted. 

Responsible Bidder or Offeror   
 
In determining a responsible bidder or offeror, a number of factors, including but not limited to the 
following, are considered.  The vendor should: 
 

 be a regular dealer, supplier, or when required in the solicitation an authorized dealer of the 
goods or services offered; 

 have the ability to comply with the required delivery or performance schedule, taking into 
consideration other business commitments; 

 have a satisfactory record of performance; 
 have a satisfactory record of integrity; and 
 have the necessary facilities, organization, experience, technical skills, and financial resources 

to fulfill the terms of the purchase order or contract. 

Responsive Bid 
 

 To be considered for an award, a bid must comply in all material respects with the Invitation 
for Bids.   

 Responsiveness relates to compliance with the provisions of the solicitation, including 
specifications and terms and conditions.   
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 Failure to comply with the requirements set forth in the Invitation for Bids may result in a bid 
being declared nonresponsive, e.g., failure to sign a bid, failure to return the required bid 
documents, substitution of vendor’s terms, deletion of terms and conditions stated in the 
Invitation for Bids, failure to offer a product or service that meets the requirements of the 
Invitation for Bids, etc.   

 A bidder who fails to provide prices for all categories of labor in the pricing schedule of a time 
and materials service contract is considered nonresponsive.   

 This is true whether the price was left blank or the bidder entered a figure of $0.  Bidders who 
provide multiple prices for performing a service where a single price was solicited are also 
nonresponsive. 

VII. Guidelines for Procurement 
 
This section contains general guidelines for procuring goods and services.   

Administrative Lead-Time   
Administrative lead-time is that period of time from initiation of the requirement by the user to 
issuance of an award.  For routine procurements where informal written solicitations are used, the 
minimum time required to prepare, solicit, evaluate, and make an award may take from three (3) days 
up to thirty (30) days.  When competitive sealed bidding or competitive negotiation is used, the time 
required by the purchasing office may be longer.   

Selection of Procurement Method  
It is important to select the proper procurement method. The estimated or anticipated value of the 
contract must be determined first, unless the purchase is an emergency. The anticipated value of the 
contract includes the dollar value for the initial period of the contract, and includes all possible renewal 
periods.  The expected trade-in value of equipment should not be considered when determining the 
anticipated value of a contract. 

Preparing the Written Solicitation 
Solicitations should convey to the reader, in a clear, concise and logical sequence, the information 
necessary to answer the basic questions of who, what, why, where, when and how. 

Terms and Conditions   
See section VIII of this manual. 

Contract Period   
 Term contracts normally cover a 12 month period or cite a specific time for completion for the 

project or service. 
 A solicitation for a multi-year contract, or one that includes an option on the part of the town to 

renew the contract for an additional period, may be advantageous and should be considered; 
however, in determining the value of the contract and procurement method, all possible 
renewal periods must be included.   
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 Multi-year programs are subject to availability of funds, and each solicitation covering a multi-
year period must contain an availability of funds clause.  

 If price adjustments are to be permitted during the contract period, the conditions under which 
they are authorized must be specified in the original solicitation and resulting contract.   

 The town should review all multi-year contracts at least annually to determine if the goods or 
services are still required, if prices are fair and reasonable based on the current market 
conditions, and if performance is satisfactory.   

 Multi-year contracts including options to renew normally should not exceed 5 years. 

Specifications 
 
Solicitations of offers, whether by formal advertising or negotiations, shall incorporate a clear and 
accurate description of the technical requirements for the material, product, or service to be purchased. 
When it is impractical or uneconomical to make a clear and accurate description of the technical 
requirements, a "brand name or equal" description (see Use of Brand Names below) may be used as a 
means to define the performance or other salient requirements of a procurement.  
 
Invitations for bids and requests for proposals shall clearly set forth all requirements which bidders 
must fulfill in order for bids and proposals to be properly evaluated. Factors to be used in evaluating 
bids or proposals shall be clearly stated in the solicitation to enable bidders to know how their bids or 
proposals will be evaluated. If a solicitation requires a listing of subcontractors or sub-item vendors, a 
bidder's failure to list such shall make that bid nonresponsive. 

Use of Brand Names  
 
Unless otherwise provided in the Invitation for Bid, the name of a certain brand does not restrict 
bidders to a specific brand, make or manufacturer's name, but conveys the general style, type, character 
and quality of the article desired. Any article that the Town, in its sole discretion determines to be the 
equal of that specified, considering quality, workmanship, economy of operation and suitability for the 
purpose intended shall be acceptable. 

Vendor Assistance in Specification Preparation 
 
Advice or assistance may be received from a vendor in identifying the features and characteristics 
needed by the town; however, no person who, for compensation, prepares an Invitation to Bid or 
Request for Proposal for or on behalf of a public body shall (i) submit a bid or proposal for that 
procurement or any portion thereof or (ii) disclose to any bidder or offeror information concerning the 
procurement which is not available to the public.  
 

Order Splitting Prohibition   
 
The placement of multiple orders within other than a reasonable time period to one or more vendors 
for the same, like, or related goods or services to avoid using the appropriate method of procurement or 
to remain within delegated purchasing authority is prohibited.  Order splitting results in higher 
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administrative cost to the town. Requirements should be combined when practical to obtain quantity 
discounts and other administrative efficiencies. 

Freight 
 
F.O.B. Destination is the basic policy of the Town of Berryville to solicit bids for goods F.O.B. (free 
on board) Destination, which means that freight charges are paid by the seller who owns and assumes 
all risk for the goods until they are accepted at the designated delivery point.  The cost of shipping the 
goods may be included in the quoted price or by the bidder or offeror as a separate line item. 

Insurance 
 
Whenever work is to be performed on town owned or leased property or facilities, the contractor shall 
be required to have Workers’ Compensation, Employer’s Liability, Commercial General Liability and 
Automobile Liability, and in certain types of programs Professional Liability/Errors and Omissions 
insurance coverage.  

VIII. General Terms and Conditions 
 
These General Terms and Conditions are required for use in written solicitations issued by the Town 
for procurements.  You should edit the wording to fit the type of solicitation (IFB or RFP) by either 
deleting or lining out the inappropriate words in all parenthesis.   
 
APPLICABLE LAWS AND COURTS: This solicitation and any resulting contract shall be 
governed in all respects by the laws of the Commonwealth of Virginia and any litigation with respect 
thereto shall be brought in the courts of the Commonwealth. The contractor shall comply with all 
applicable federal, state and local laws, rules and regulations. 
 
ANTI-DISCRIMINATION: By submitting their (bids/proposals), (bidders/offerors) certify to the 
Town of Berryville that they will conform to the provisions of the Federal Civil Rights Act of 1964, as 
amended, as well as the Virginia Fair Employment Contracting Act of 1975, as amended, where 
applicable, the Virginians With Disabilities Act, the Americans With Disabilities Act and § 2.2-4311 
of the Virginia Public Procurement Act (VPPA). 
 
Employment discrimination by contractor prohibited; required contract provisions.  -- All public 
bodies shall include in every contract of more than $10,000 the following provisions: 
 
During the performance of this contract, the contractor agrees as follows: 
 
a) The contractor will not discriminate against any employee or applicant for employment because 
of race, religion, color, sex, national origin, age, disability, or other basis prohibited by state law 
relating to discrimination in employment, except where there is a bona fide occupational qualification 
reasonably necessary to the normal operation of the contractor.  The contractor agrees to post in 
conspicuous places, available to employees and applicants for employment, notices setting forth the 
provisions of this nondiscrimination clause. 
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b) The contractor, in all solicitations or advertisements for employees placed by or on behalf of 
the contractor, will state that such contractor is an equal opportunity employer. 
 
c) Notices, advertisements and solicitations placed in accordance with federal law, rule or 
regulation shall be deemed sufficient for the purpose of meeting the requirements of this section. 
 
The contractor will include the provisions of the foregoing paragraphs a, b and c in every subcontract 
or purchase order of over $10,000, so that the provisions will be binding upon each subcontractor or 
vendor. 
 
ETHICS IN PUBLIC CONTRACTING: By submitting their (bids/proposals), (bidders/offerors) 
certify that their (bids/proposals) are made without collusion or fraud and that they have not offered or 
received any kickbacks or inducements from any other (bidder/offeror), supplier, manufacturer or 
subcontractor in connection with their (bid/proposal), and that they have not conferred on any public 
employee having official responsibility for this procurement transaction any payment, loan, 
subscription, advance, deposit of money, services or anything of more than nominal value, present or 
promised, unless consideration of substantially equal or greater value was exchanged. 
 
IMMIGRATION REFORM AND CONTROL ACT OF 1986: By submitting their 
(bids/proposals), (bidders/offerors) certify that they do not and will not during the performance of this 
contract employ illegal alien workers or otherwise violate the provisions of the federal Immigration 
Reform and Control Act of 1986. 
 
DEBARMENT STATUS: By submitting their (bids/proposals), (bidders/offerors) certify that they are 
not currently debarred by the Town of Berryville from submitting bids or proposals on contracts for the 
type of goods and/or services covered by this solicitation, nor are they an agent of any person or entity 
that is currently so debarred. 
 
MANDATORY USE OF TOWN TERMS AND CONDITIONS FOR IFBs AND RFPs  (Insert 
wording below appropriate to the solicitation type as indicated): 
 
1. (For Invitation For Bids): Modification of or additions to any portion of the Invitation for Bids 
may be cause for rejection of the bid; however, the Town reserves the right to decide, on a case by case 
basis, in its sole discretion, whether to reject such a bid as nonresponsive.  As a precondition to its 
acceptance, the Town may, in its sole discretion, request that the bidder withdraw or modify 
nonresponsive portions of a bid which do not affect quality, quantity, price, or delivery.  No 
modification of or addition to the provisions of the contract shall be effective unless reduced to writing 
and signed by the parties. 
 
2. (For Request For Proposals): Modification of or additions to the General Terms and Conditions 
of the solicitation may be cause for rejection of the proposal; however, the Town reserves the right to 
decide, on a case by case basis, in its sole discretion, whether to reject such a proposal. 
 
BILL PAYMENT POLICY 
The Town Treasurer shall make payment in full (unless and alternate payment plan has been agreed 
upon) for all goods delivered or services rendered within thirty days of receipt of the bill. 
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No goods or services shall be deemed received until such goods are completely delivered and found 
acceptable by the department head and the receiving report (Form REC-1) is completed. For purposes 
of determining whether or not payment was made in accordance with this policy, payment in full shall 
be considered to be made on the date the check for payment was mailed or otherwise transmitted. 
 
When a bill submitted to the Town of Berryville is incorrect or when there is a defect or impropriety in 
a bill submitted, the respective department head shall notify the creditor in writing prior to the date on 
which payment in full is due. The notice shall contain a description of the defect or impropriety and 
any other additional information to enable the creditor to correct the bill. Upon receiving a corrected 
bill, the Town of Berryville shall make payment in full on or before the thirtieth calendar day after 
receipt of the corrected bill. 
 
To Subcontractors:   
 
A contractor awarded a contract under this solicitation is hereby obligated: 
 
To pay the subcontractor(s) within seven (7) days of the contractor’s receipt of payment from the 
Town for the proportionate share of the payment received for work performed by the subcontractor(s) 
under the contract; or 
 
To notify the town and the subcontractor(s), in writing, of the contractor’s intention to withhold 
payment and the reason. 
 
PRECEDENCE OF TERMS: In the event there is a conflict between any of the other General Terms 
and Conditions and any Special Terms and Conditions in this solicitation, the Special Terms and 
Conditions shall apply. 
 
QUALIFICATIONS OF (BIDDERS/OFFERORS): The Town may make such reasonable 
investigations as deemed proper and necessary to determine the ability of the (bidder/offeror) to 
perform the services/furnish the goods and the (bidder/offeror) shall furnish to the Town all such 
information and data for this purpose as may be requested.  The Town reserves the right to inspect 
(bidder’s/offeror’s) physical facilities prior to award to satisfy questions regarding the 
(bidder’s/offeror’s) capabilities.  The Town further reserves the right to reject any (bid/proposal) if the 
evidence submitted by, or investigations of, such (bidder/offeror) fails to satisfy the Town that such 
(bidder/offeror) is properly qualified to carry out the obligations of the contract and to provide the 
services and/or furnish the goods contemplated therein. 
 
TESTING AND INSPECTION: The Town reserves the right to conduct any test/inspection it may 
deem advisable to assure goods and services conform to the specifications. 
 
ASSIGNMENT OF CONTRACT: A contract shall not be assignable by the contractor in whole or in 
part without the written consent of the Town. 
 
CHANGES TO THE CONTRACT: Changes can be made to the contract in any of the following 
ways: 
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The parties may agree in writing to modify the scope of the contract.  An increase or decrease in the 
price of the contract resulting from such modification shall be agreed to by the parties as a part of their 
written agreement to modify the scope of the contract. 
 
The Town may order changes within the general scope of the contract at any time by written notice to 
the contractor.  Changes within the scope of the contract include, but are not limited to, things such as 
services to be performed, the method of packing or shipment, and the place of delivery or installation.  
The contractor shall comply with the notice upon receipt.  The contractor shall be compensated for any 
additional costs incurred as the result of such order and shall give the Town a credit for any savings.  
Said compensation shall be determined by one of the following methods: 
 

1. By mutual agreement between the parties in writing; or 
 

2. By agreeing upon a unit price or using a unit price set forth in the contract, if the work to be 
done can be expressed in units, and the contractor accounts for the number of units of work 
performed, subject to the Town’s right to audit the contractor’s records and/or to determine the 
correct number of units independently; or 

 
3. By ordering the contractor to proceed with the work and keep a record of all costs incurred and 

savings realized.  A markup for overhead and profit may be allowed if provided by the contract.  
The same markup shall be used for determining a decrease in price as the result of savings 
realized.  The contractor shall present the Town with all vouchers and records of expenses 
incurred and savings realized.  The Town shall have the right to audit the records of the 
contractor as it deems necessary to determine costs or savings.  Any claim for an adjustment in 
price under this provision must be asserted by written notice to the Town within thirty (30) 
days from the date of receipt of the written order from the Town.  If the parties fail to agree on 
an amount of adjustment, the question of an increase or decrease in the contract price or time 
for performance shall be resolved in accordance with the procedures for resolving disputes 
provided by the Disputes Clause of this contract.  Neither the  existence of a claim nor a dispute 
resolution process, litigation or any other provision of this contract shall excuse the contractor 
from promptly complying with the changes ordered by the Town or with the performance of 
the contract generally. 

 
DEFAULT: In case of failure to deliver goods or services in accordance with the contract terms and 
conditions, the Town, after due oral or written notice, may procure them from other sources and hold 
the contractor responsible for any resulting additional purchase and administrative costs.  This remedy 
shall be in addition to any other remedies which the Town may have. 
 
TAXES: Sales to the Town are normally exempt from State sales tax.  State sales and use tax 
certificates of exemption will be issued upon request.   
 
(NOT NORMALLY REQUIRED FOR SERVICE CONTRACTS) 
 
USE OF BRAND NAMES: Unless otherwise provided in this solicitation, Unless otherwise provided 
in the Invitation for Bid, the name of a certain brand does not restrict bidders to a specific brand, make 
or manufacturer's name, but conveys the general style, type, character and quality of the article desired. 
Any article that the Town, in its sole discretion determines to be the equal of that specified, 
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considering quality, workmanship, economy of operation and suitability for the purpose intended shall 
be acceptable.  
 
(NOT NORMALLY REQUIRED FOR SERVICE CONTRACTS) 
 
TRANSPORTATION AND PACKAGING: By submitting their (bids/proposals), all 
(bidders/offerors) certify and warrant that the price offered for FOB destination includes only the 
actual freight rate costs at the lowest and best rate and is based upon the actual weight of the goods to 
be shipped.  Except as otherwise specified herein, standard commercial packaging, packing and 
shipping containers shall be used.   
(NOT NORMALLY REQUIRED FOR SERVICE CONTRACTS) 
 
INSURANCE: By signing and submitting a bid or proposal under this solicitation, the bidder or 
offeror certifies that if awarded the contract, it will have the following insurance coverage at the time 
the contract is awarded as well as any other insurance requirements laid out in the request for bid or 
proposal.  For construction contracts, if any subcontractors are involved, the subcontractor will have 
workers’ compensation insurance in accordance with §§ 2.2-4332 and 65.2-800 et seq. of the Code of 
Virginia.  The bidder or offeror further certifies that the contractor and any subcontractors will 
maintain these insurance coverage during the entire term of the contract and that all insurance coverage 
will be provided by insurance companies authorized to sell insurance in Virginia by the Virginia State 
Corporation Commission. 
 
MINIMUM INSURANCE COVERAGES AND LIMITS REQUIRED FOR MOST CONTRACTS: 
 
1. Workers’ Compensation - Statutory requirements and benefits.  Coverage is compulsory for 
employers of three or more employees, to include the employer. Contractors who fail to notify the 
Town of increases in the number of employees that change their workers’ compensation requirements 
under the Code of Virginia during the course of the contract shall be in noncompliance with the 
contract. 
 
2. Employer’s Liability - $100,000. 
 
3. Commercial General Liability - $1,000,000 per occurrence.  Commercial General Liability is to 
include bodily injury and property damage, personal injury and advertising injury, products and 
completed operations coverage.  The Town of Berryville, Virginia must be named as an additional 
insured and so endorsed on the policy. 
  
 (Note to Purchaser: When the requirement is for parking facilities and garages for motor 
vehicle maintenance contracts, the forgoing sentence should be changed to read: These coverages 
should include Garage Owner’s Liability.  Contracts with movers or truck transporters should also 
require motor carrier’s liability.) 
 
4. Automobile Liability - $1,000,000 per occurrence. (Only used if motor vehicle is to be used in 
the contract.) 
 
NOTE: In addition, various Professional Liability/Errors and Omissions coverages are required when 
soliciting those services as follows: 
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Profession/Service       Limits     
Accounting      $1,000,000 per occurrence, $3,000,000 aggregate 
Architecture      $2,000,000 per occurrence, $6,000,000 aggregate 
Asbestos Design, Inspection, Abatement Contractor $1,000,000 per occurrence, $3,000,000 aggregate 
Insurance/Risk Management    $1,000,000 per occurrence, $3,000,000 aggregate 
Landscape/Architecture    $1,000,000 per occurrence, $1,000,000 aggregate 
Legal       $1,000,000 per occurrence, $5,000,000 aggregate 
Professional Engineer     $2,000,000 per occurrence, $6,000,000 aggregate 
Surveying      $1,000,000 per occurrence, $1,000,000 aggregate 
  
DRUG-FREE WORKPLACE: During the performance of this contract, the contractor agrees to (i) 
provide a drug-free workplace for the contractor's employees; (ii) post in conspicuous places, available 
to employees and applicants for employment, a statement notifying employees that the unlawful 
manufacture, sale, distribution, dispensation, possession, or use of a controlled substance or marijuana 
is prohibited in the contractor's workplace and specifying the actions that will be taken against 
employees for violations of such prohibition; (iii) state in all solicitations or advertisements for 
employees placed by or on behalf of the contractor that the contractor maintains a drug-free workplace; 
and (iv) include the provisions of the foregoing clauses in every subcontract or purchase order of over 
$10,000, so that the provisions will be binding upon each subcontractor or vendor.  
 
For the purposes of this section, “drug-free workplace” means a site for the performance of work done 
in connection with a specific contract awarded to a contractor, the employees of whom are prohibited 
from engaging in the unlawful manufacture, sale, distribution, dispensation, possession or use of any 
controlled substance or marijuana during the performance of the contract. 
 
NONDISCRIMINATION OF CONTRACTORS:  A bidder, offeror, or contractor shall not be 
discriminated against in the solicitation or award of this contract because of race, religion, color, sex, 
national origin, age, disability, faith-based organizational status, any other basis prohibited by state law 
relating to discrimination in employment or because the bidder or offeror employs ex-offenders unless 
Town has made a written determination that employing ex-offenders on the specific contract is not in 
its best interest. 

IX. Small Purchase Policy 
 
In this section VPPA Limit shall be defined as the threshold amount requiring competitive negotiation 
set in the VPPA. 
 
The competitive pricing methods set forth below shall be followed for purchases not expected to 
exceed the VPPA Limit. 
 
1. Single Quotation  (Up to $5,000) 
 
• Where the Town’s estimated cost of goods or nonprofessional services is $5,000 or less, 

purchases may be made upon receipt of a minimum of one (1) written,  telephone (oral) or 
electronic quotation.   

• Additional sources may also be solicited.  
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• A record of the quotation must be kept with the file.   
• If a telephone (oral) quote is solicited, a record shall be kept of the name and address of the 

vendor(s) contacted, the item description or service offered, price quoted, delivery dates and 
F.O.B. point, names of persons giving and receiving the prices and the date the information was 
obtained.  Notation on the requisition form is considered to be an adequate record.  

• If more than one quote is solicited, the award will be made to the lowest responsive and 
responsible bidder.   

• Employees should seek additional competition whenever there is reason to believe a quotation 
is not a fair and reasonable price. 

 
Unsealed Bidding  (Over $5,000 to VPPA limit) 
 
• Where the Town’s estimated cost of goods or nonprofessional services is over $5,000 to the 

small purchase limits set in the VPPA, solicit four (4) valid sources, if available.   
• If fewer than the required number of sources are solicited, the reasons shall be documented.   
 
  
Unsealed Proposals  (Over $5,000 to VPPA limit) 
  
• The Town may obtain required goods or services using an informal Request for Proposal up to 

the small purchase limits set in the VPPA.   
• A written determination for the use of competitive negotiation is not required for unsealed or 

informal RFPs.  
• The solicitation should include a cover sheet, a general description of what is being sought, the 

factors and weights to be used in evaluation, the Town’s General Terms and Conditions (either 
in full or by reference), and any special terms and conditions including unique capabilities or 
qualifications that will be required.    

• Offers may be opened and evaluated upon receipt.  All responses must be received at the 
designated location by the date and hour stated in the solicitation. 

• In lieu of an evaluation committee, the buyer or end user may solely evaluate and rank offers.  
Upon completion of the evaluation, negotiations shall be conducted with the offerors selected. 
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X. Large Purchases (Over VPPA limits) 
 
In this section VPPA Limit shall be defined as the threshold amount requiring competitive negotiation 
set in the VPPA. 

Competitive Sealed Bidding (IFB) 
 
Competitive sealed bidding is the preferred method for acquiring goods, printing, capital outlay 
construction and non-professional services for public use when the estimated cost is over the VPPA 
limit. 
 

 The goods or service to be procured when using this method must be capable of being 
described so that bids submitted by potential contractors can be evaluated against the 
description in the Invitation for Bids (IFB) and an award made to the lowest responsive and 
responsible bidder. 

 When the terms and conditions of multiple awards are so provided in the Invitation for Bids, 
awards may be made to more than one bidder.  

 Competitive sealed bidding includes the issuance of a written IFB containing the specifications 
or scope of work/purchase description and the contractual terms and conditions applicable to 
the procurement.  

 The terms or conditions of the solicitation must include how the Town will publicly post the 
notice of the award or make the announcement of the decision to award the contract.  

 IFBs must describe the requirements accurately and completely.  Unnecessarily restrictive 
specifications or terms and conditions that unduly limit competition must be avoided.  

 In addition to the public notice, bids are to be solicited directly from potential bidders.  Any 
such direct solicitations shall include businesses selected from a list made available by the 
Department of Minority Business Enterprise.   

 In the competitive sealed bid process, bids are publicly opened and read aloud. The bids are 
evaluated based upon the requirements set forth in the IFB (if multiple awards are so provided 
in the solicitation, awards may be made to the lowest responsive and responsible bidders).   

 

Preparation and Issuance of IFBs 
 
Format:  

 Prepare the IFB using the above guidelines.   
 Establish a due date and time that will allow sufficient time for potential bidders to seek 

clarification and for the issuance of an addendum, if necessary.   
 The due date shall not be less than 10 days from the issue date of the IFB. 

 
Scope: 

 Specify in detail the materials, equipment, and supplies to be furnished or the scope of work to 
be performed by the contractor, including or incorporating by reference the specifications, 
drawings and contractual terms and conditions applicable to the procurement. 
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Conferences/Site visits: 
 All prebid conferences and/or site visits shall be mentioned in both the IFB and any 

advertisement.   
 If attendance at such a conference or site visit is a prerequisite for bidding, the public notice 

period shall be long enough to provide adequate opportunity for potential bidders to obtain a 
copy of the IFB and attend.   

 Any changes in the requirements of the solicitation must be made by written addendum.  
 The due date for receipt of bids should not be less than 10 days after the issue date of the 

addendum. 
 
Sources:  

 Solicit at least six (6) valid sources, including a minority or women-owned businesses, if 
available. 

 If fewer than the required number of sources are solicited, the reasons must be documented in 
writing and placed in the purchase file. 

 

Sealed Bids  

Receipt, Opening, Evaluation, and Award: 
 
Receipt:  

 Bids shall be received until the date and time specified in the IFB.  
 Bids are then publicly opened and read aloud. 
 Late bids shall not be considered.   

 
Opening:   

 After bid opening, each bid is evaluated to determine if it is responsive to the IFB.  
 The responsive bids are then evaluated according to the criteria and/or evaluation procedure 

described in the IFB to determine which is the lowest bid. 
 
Evaluation:  

 The lowest responsive bidder is then evaluated to determine if the firm is responsible. 
 
Award:   

 The contract is awarded to the lowest responsive and responsible bidder. 
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Competitive Negotiation (RFP) 
 
General: 

 The Town shall use competitive negotiation for the procurement of all professional services 
estimated over the VPPA limit.  

 Competitive negotiation may be the procurement method used for goods and nonprofessional 
services when it is not practicable or fiscally advantageous to use competitive sealed bidding. 

 

Preparation and Issuance of a Request for Proposal (RFP): 
 

 A written RFP is issued to describe in general terms that which is to be procured.   
 The RFP must specify and list the specific requirements to be addressed by the offerors that 

will be used in evaluating the proposals and will contain other applicable contractual terms and 
conditions, including any unique capabilities or qualifications required of the contractor.   

 When the terms and conditions of multiple awards are so provided in the RFP, awards may be 
made to more than one offeror.   

 The terms or conditions of the RFP must state the manner in which public notice of the award 
or the announcement of the decision to award shall be given by the public body.  

 
Format: 
 

 Establish a proposal submission due date and time which provide sufficient time for potential 
offerors to develop a proposal.   

 The minimum time period is ten (10) days from issue date of the RFP.   
 The time period used may be greater than the required ten (10) days based on the complexity of 

the requirement and whether or not a preproposal conference is required. 
 
Sources: 
 

 RFPs shall be sent to at least six (6) valid sources, including a minority or women-owned 
businesses, if available.   

 If fewer than the required number of sources are solicited, the reasons must be stated in writing 
and placed in the purchase file. 

 
Preposal Conferences: 
 

 All preproposal conferences or site visits must be mentioned in the RFP and any advertisement 
of it.  

 If attendance at such a conference or site visit is a prerequisite for submitting a proposal, the 
public notice period must be at least ten (10) days after issuance to provide adequate 
opportunity for potential offerors to obtain a copy of the RFP and attend.   
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Sealed Proposals  (RFPs)  

Receipt and Evaluation 
 
Opening: 
 

 Public openings of proposals are not required.   
 If a public opening is held, the names of the individuals, or the names of firms submitting 

proposals in a timely manner, is the only information read aloud and made available to the 
offerors and general public.   

 
Evaluation: 

 The proposals are evaluated by the buyer, contracting officer, or an evaluation team.   
 As an option, evaluators may request presentations or discussions with offerors, as necessary, 

to clarify material in the offerors proposals, to help determine those fully qualified and best 
suited.   

 Proposals are then evaluated on the basis of  the criteria set forth in the RFP, using the scoring 
weights previously determined.  

 All RFP responses are to be evaluated.   
 Proposals not meeting requirements should be scored lower.  
 Only bids in response to an IFB may be determined to be nonresponsive.   
 Offerors may be given an opportunity to correct a deficiency in their proposals, within an 

appropriate period of time, as determined by the purchasing office.  
 Offerors who fail to submit required documentation  or  meet  mandatory  requirements, in  

such  time, for  evaluation  purposes  may  be eliminated from further consideration.   
 Two or more offerors determined to be fully qualified and best suited are then selected for 

negotiation.  
 Price is considered, but need not be the sole determining factor. 

 
During the evaluation phase it may be determined that only one offeror is fully qualified, or that one 
offeror is CLEARLY more highly qualified than the others under consideration.  A written 
determination shall be prepared and retained in the contract file to document the meaningful and 
convincing facts supporting the decision for selecting only one offeror and negotiating with that 
offeror.  The determination shall be signed by the Town Manager. 
 
Negotiation and Award. 
 

 Negotiations are conducted with each of the offerors so selected.   
 Negotiation allows modification of proposals, including price.   
 Offers and counter offers may be made as many times with each offeror as is necessary to 

secure a reasonable contract.  
 After negotiations have been conducted with each of the selected offerors, the Town selects the 

offeror which, in its opinion, has made the best proposal.  
 In all cases, written confirmation shall be obtained from the offeror on any modifications of the 

original proposal.   
 Once an Intent to Award notice is posted, no further negotiation shall be conducted. 
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The Town may cancel a RFP, or reject proposals at any time prior to making an award. 
 
The award documents shall incorporate, by reference, the terms and conditions of the RFP and the 
contractor’s proposal, together with all written modifications thereof.  
 

Sole Source Procurement 
 
Definition:   
A sole source procurement is authorized when there is only one source practicably available for the 
goods or services required.  Competition is not available in a sole source situation; thus distinguishing 
it from a proprietary purchase where the product required is restricted to the manufacturer(s) 
stipulated, but is sold through distributors and competition between them can be obtained.  Sole source 
justification based solely on a single vendor’s capability to deliver in the least amount of time is not 
appropriate since availability alone is not a valid basis for determining a sole source procurement. For 
sole source requirements exceeding $5,000, a written quotation must be obtained from the vendor. 
 
Approval for Sole Source Procurements up to the VPPA limit: 
 

 All sole source procurements for goods and services up to the VPPA limit must be approved in 
advance by the Town Manager or designee, which shall be the chief purchasing officer.  

 The written determination documenting that there is only one source practicably available for 
that which is to be procured, must be included in the procurement file.   

 In addition, a memorandum must be attached to the request which addresses the four points 
shown in the next section.  The writing shall document the basis for the determination, which 
should include any market analysis conducted in order to ensure that the good or service 
required was practicably available from only one source.  
 

 
Approval for Sole Source Procurements Over the VPPA limit: 
 
All sole source procurements for goods and services over the small purchase limits set by the VPPA 
must be approved by the Town Manager prior to commencement of the actual procurement. A 
memorandum must accompany the request, which addresses the following four points: 
 

1. Explain why this is the only product or service that can meet the needs of of the town. 
2. Explain why this vendor is the only practicably available source from which to obtain this 

product or service. 
3. Explain why the price is considered reasonable. 
4. Describe the efforts that were made to conduct a noncompetitive negotiation to get the best 

possible price for the taxpayers. 
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Negotiating and Award: 
 
A contract shall be negotiated and awarded without competitive sealed bidding or competitive 
negotiation.  In making sole source procurement, it is the buyer’s or contracting officer’s responsibility 
to negotiate a contract that is in the best interest of the Town. 
 
Price Reasonableness Determination: 
 
The buyer or contracting officer should carefully research the good or service and determine what is a 
fair and reasonable price. 
  
Posting Requirements.:  
 
For sole source procurements over $50,000 public award notices may be posted in the Town Office. 
 
Award Document:   
 
The Town must issue an award document (PO or contract) for sole source purchases. When a quote has 
been obtained from the vendor and no further negotiations are needed, a purchase order is acceptable.  
 

Emergency Procurement 
 
General: 
 

 An emergency is an occurrence of a serious and urgent nature that demands immediate action.   
 Emergency procedures may be used to purchase only that which is necessary to cover the 

requirements of the emergency.   
 Subsequent requirements shall be obtained using normal purchasing procedures.   
 The potential loss of funds at the end of a fiscal year is not considered an emergency. 

 
Types of Emergency Procurements: 
 

 The nature of the emergency will determine what pre-award action may be taken. 
 For an emergency purchase required to protect personal safety or property, efforts should be 

directed to finding a source and directing the contractor to proceed; however, such procurement 
shall be made with such competition as is practicable under the circumstances. 

 For other types of emergencies, competition should also be sought to the maximum extent 
practicable.   

 
Award of Emergency Procurements:  
 

 The Town must prepare a confirming contract or purchase order, as soon as practicable, after 
directing the contractor to proceed.   

 Care should be taken to include in detail any agreements, including price, that were made orally 
with the contractor. 
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 Prepare a written determination for signature by the Town Manager or designated 
representative indicating the nature of the emergency, the reason for selection of the particular 
contractor and include such determination with the file. 

 

XII. Contract Administration 
 
General:  
 
Contract administration begins after award of the contract. Its purpose is to assure that the contractor’s 
and Town's total performance is in accordance with the terms and conditions of the contractual 
agreement.  The integrity of the public purchasing system demands that goods or services be furnished, 
received, invoiced and paid as specified in the contract.  
 
Contract Administrator: 
 

 The administrator should be the end user of the contract or one who has a vested interest in the 
procurement who will be responsible for the proper adherence to all contract specifications by 
the contractor.  

 Contract administration shall be delegated by the buyer designating a specific individual or 
position, highlighting important aspects of the contract, and distinguishing between the 
administrator’s authority and that which must remain a function of the purchasing office.   

 
Procurement Records:  
 

 A complete file should be maintained in the Town Office for each purchase transaction, 
containing all the information necessary to understand the why, who, what, when, where and 
how of the transaction.   

 Generally, records are open to the public in accordance with the Virginia Freedom of 
Information Act and should be made available for review after the award has been made.  

 

Bill Payment Policy 
 
The Town Treasurer shall make payment in full (unless and alternate payment plan has been agreed 
upon) for all goods delivered or services rendered within thirty days of receipt of the bill. 
 
Department heads shall submit bills for payment by the fifth and twentieth of each month. 
 
No goods or services shall be deemed received until such goods are completely delivered and found 
acceptable by the department head. For purposes of determining whether or not payment was made in 
accordance with this policy, payment in full shall be considered to be made on the date the check for 
payment was mailed or otherwise transmitted. 
 
When a bill submitted to the Town of Berryville is incorrect or when there is a defect or impropriety in 
a bill submitted, the respective department head shall notify the creditor in writing prior to the date on 
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which payment in full is due. The notice shall contain a description of the defect or impropriety and 
any other additional information to enable the creditor to correct the bill. Upon receiving a corrected 
bill, the Town of Berryville shall make payment in full on or before the thirtieth calendar day after 
receipt of the corrected bill. 
 
The Treasurer, Town Manager and a designated member of Town Council shall review bills submitted 
for payment before payment is made. Bill payments will be processed at least twice a month. 
 
A register of all checks issued each month shall be presented to Town Council. 

Contract Renewal and Extension 
Renewal: 
 

 A term contract may contain a renewal clause describing the conditions under which it may be 
renewed for a stipulated period of time.  

 However, no contract may be renewed and no additional consideration may be paid unless 
specifically provided for in the original contract.    

 Price increases should not be given automatically at renewal.  
 It is the responsibility of the contractor to request a price increase, if desired, up to the amount 

authorized by the index referenced in the contract.  The Town may then negotiate the amount 
of the increase up to the indexed amount. 

 
Extension:   
 
The town may extend the term of an existing contract for services to allow completion of any work 
undertaken but not completed during the original term of the contract.  No additional consideration 
exceeding the contracted price may be paid to the contractor.  Also, in exceptional or extenuating 
circumstances a contract may be extended by mutual consent for a limited period of time, not to exceed 
six (6) months.  This action should be taken in writing prior to the expiration of the current contract. 
 

Vendor Performance  
 
Default.  A contractor is considered in default if he or she fails to perform in accordance with the 
terms and conditions of the contract. 
 
If it is determined that a contractor is in default, a Complaint to Vendor form (Form CA-1) should be 
issued and distributed followed by a “Notice to Cure” if unacceptable vendor response, resolution, or 
action is received.  A cure letter may also be issued at the same time as the Complaint to Vendor form.   
 
Vendor Performance Complaints.  Complaints and/or discrepancies on vendor performance should 
be reported as they occur using the Complaint to Vendor Form (Form CA-1).   Vendors are required to 
respond to the Town within ten days. Failure to do so may result in removal from the Vendors List.  
 
Notice to Cure.  A Cure letter is used when a contractor has failed to perform or deliver as 
substantiated by a Complaint to Vendor form.  It provides the contractor a period of time to correct or 
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“cure” the deficiency and places the contractor on notice as to the consequences for failure to take the 
required corrective action. The notice may be given either orally or in writing advising the contractor 
that non delivery or non conformance is a breach of a contract and, if the deficiency is not corrected 
within a stated number of days, the Town will terminate the contract for default and hold the contractor 
liable for any excess costs. 
 
Termination for Default and Reprocurement Costs.  Upon the expiration of the time period stated 
in the “Notice to Cure,” if a satisfactory resolution has not been reached, send the contractor a 
Termination for Default letter and take repurchase action.  This letter states that the contract is being 
terminated for default and that when the Town repurchases the goods or services, any additional cost 
will be billed to the Vendor in default.  If the repurchase results in increased costs to the Town, a letter 
shall be sent to the delinquent contractor demanding payment of the excess costs. Until the excess 
repayment costs have been received, the contractor shall be removed from the Vendors List.  If 
repayment has not been made by the end of the specified period of time, subsequent collection action 
shall be taken in accordance with the Town’s collections procedures.  
 
Debarment.  In addition to the above default procedures, concurrent action to have the defaulted 
contractor debarred shall be initiated by sending a letter to the Town Manager recommending 
debarment and providing all the pertinent facts to support that recommendation.  Debarment means 
action taken by the Town Manager to exclude individuals or firms from contracting with the Town. 
Debarment does not relieve the contractor of responsibility for existing obligations. 
 

 

Page 77 of 231



	

 

Appendix	C:		Purchasing	Card	Policies	and	Procedures	–		
as	of	December	2012	

	
	

 

Page 78 of 231



 

 
 

 

 

 

The Town Of Berryville 

 

Purchasing Card Policies and Procedures 
 

 

 

 

 

 

 

 

 

 

 

  

 

Page 79 of 231



 

 

I.   Purpose, General 
 

The purpose of the purchasing card program is to provide the Town of Berryville with an efficient and 

reliable way to make purchases. The purchasing card should be used as an alternative to vendor direct 

billing. 

II. Background 

 

Purchasing cards can simplify and expedite procurement but use of these cards requires strict 

adherence to internal control procedures and a commitment to accompanying accounting procedures. 

In most cases, card use reduces staff procurement efforts, allows internet purchases; shortens delivery 

time and increases financial tracking and control efforts. 

 

III. Participation 
 

Unless otherwise specified, the authority to use the purchasing card (p-card) will be delegated to all 

departments, referred to as “department” hereafter. 

 

The Town Manager may terminate, suspend or limit a department’s p-card program. The Town 

Manager is authorized to terminate, suspend or limit a particular individual card. 

 

IV. Rebate 
 

The rebate that is earned on qualifying purchases and paid by the issuing bank will be deposited in the 

Town’s General Fund for administrative and processing costs. 

V. Roles 
Program Administrator  

The Treasurer manages the purchasing card program and is responsible for establishing and enforcing 

card related policies and procedures and serves as Program Administrator. The Treasurer may delegate 

purchasing card duties to Finance Department staff.  

  

Department Head 

The Department Head or designee is responsible for all aspects of the department’s purchasing card 

program.  The Department Head monitors card activity and ensures that vendor receipts, invoices and 

delivery documentation are retained for each purchase, in accordance with established policies and 

procedures. The Department Head will serve as the primary contact for the department.  

  

Cardholder  

The Cardholder is an individual employee assigned a card with his or her name imprinted on it. The 

cardholder is responsible for using the card in accordance with this policy. The cardholder is 

responsible for card activity and retaining vendor receipts, invoices and delivery documentation.  The 

cardholder is also responsible for submitting required documentation, in a timely manner, for coding 

and approval to the designated person in their department. 
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VI. Process Overview 
 

Establishing an Individual Card Account 

Departments request cards for an individual by submitting an application to the Treasurer.  This card 

will be imprinted with cardholder name.  The application indicates the department, card limit 

requested, full name of cardholder and contact information.  

 

Obtaining Cards from Bank of America 

The Treasurer receives/reviews the application and submits to BOA through WORKS.  The bank 

establishes a new account and forwards the new card to the Administrator.  The Administrator 

distributes the card to the Department Head and the cardholder activates the account.  

  

Card Use  

The department uses the card in accordance with this policy and the department’s own internal control 

procedures.  

  

Billing and Payment Process  

  

The Department Head will have access to a master departmental summary of charges.  This will serve 

as a statement to reconcile charges.  Once reconciled and reviewed (see process below) the 

departmental summary will be forwarded to the Finance Department for payment through the regular 

scheduled bill cycle.  

  

There is a 25 day grace period, from the statement date, to make payment in full.  Payment in full 

MUST be made each month.  This requires specific attention to timely submission of the monthly 

statement to accounts payable in order to make payments by the due date.  

  

In order to meet the payment deadlines, it is advised that reconciliation be a continuous process 

throughout the month.  This will expedite the process.  The charges for the cardholder who serves as 

the Department Head must be reviewed by the Treasurer.  

  

Reconciliation and Review  

Purchasing card reconciliation is the process of verifying the accuracy of all posted card transactions 

(charges and credits).  There are two (2) options for monthly reconciliation, reconciliation by the 

cardholder or reconciliation by the Department Head. 

  

Reconciliation by cardholders – The cardholder is responsible to reconcile the bank record of 

transactions to the actual receipts to verify that all charges are proper and the correct amounts have 

been charged.  The monthly statement must be reconciled and sent to the Department Head.  It is 

essential that the following steps are taken when reconciling the monthly statement:  

 

 Compare backup documents to the transactions listed on the statement;  

 Ensure any exceptions are followed-up for corrections;  

 Sign the monthly statement (or individual receipts) documenting your review and certification 

that all purchases listed are correct and made for official purposes which meet the appropriate 

business needs;  
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 Attach the receipts to the statement and forward all documents to the Department Head for 

review.  

 

Reconciliation by Department Head – The Department Head is responsible to reconcile the bank 

record of transactions to the actual receipts, for all department cardholders, to verify that all charges 

are proper and the correct amounts have been charged.  Receipts are submitted by the cardholder to the 

Department Head. 

 

 Compare backup documents to the transactions listed on the department billing;  

 Ensure any exceptions are followed-up for corrections;  

 Sign the summary sheet documenting your review and certification that all purchases listed are 

correct and made for official purposes which meet the appropriate business needs;  

 Review – Once all statements/receipts are received by the Department Head from the 

cardholders, the Department Head will prepare a payment summary which indicates the proper 

expenditure codes and payment amounts.  The Department Head should also review individual 

statements/charges to ensure compliance to the policies and procedures.  The Department Head 

will sign and date the payment summary and submit to the department head for approval.   

 Once approved the entire package will be forwarded to the Finance Department for payment 

through the regular scheduled bill cycle.  

  

Card Use by Reviewing Department Head – If the reviewer uses the card, the reconciliation must be 

reviewed by another staff member.  The reviewer must sign and date the reconciliation.  

 

 Statement Due Dates  

The billing cycle ends on the last business day of each month with the payment due around the 25th of 

each month.  REMEMBER – transactions can be viewed online by the Department Head at any time.  

This will expedite the process rather than waiting for the end of the cycle.  Statements will be due to 

the Finance Department on dates set by Finance. 

VII. Card Uses 
 

Subject to the limitations discussed in this policy, the p-card may be used for the following:  

 Travel Expenses;  

 All goods and services; and  

 Telephone and Internet ordering.  

  

Purchasing cards may NOT be used for the following:  

 Cash Advances;  

 Personal Purchases of any kind;  

 Purchases by Non-Employees;  

 Split Purchases – A split purchase is one in which the original purchase requirement for the 

same or related goods or services is broken into multiple smaller purchases which are made 

over a short period of time.  In most cases a split purchase is created to circumvent the 

procurement policy and/or a card’s single purchase or cycle spending limits; and  

 Other purchases prohibited by town policy. 
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VIII. Card Limits 
The Town Manager in consultation with the Treasurer and Bank of America representatives shall 

approve all card limits including single transaction limits, cycle limits and authorizations per day. 

 

The Town Manager in consultation with the Treasurer and Bank of America representatives shall 

establish Merchant Category Codes to block purchases from certain categories of vendors to ensure 

that cards cannot be used for improper purposes. 

 

IX. Program Training 
 

Department Head Training  

All Department Heads are required to attend Department Head training.  The Finance Department in 

conjunction with Bank of America will provide this training to primary Department Heads. 

 

Card User Training  

Departments are required to provide training in conjunction with Bank of America to all cardholders 

and users prior to their first card use.  

 

X. Card Characteristics 
 

Card Plastic  

Card plastics will include the following information:  TOWN OF BERRYVILLE, VA – FOR 

OFFICIAL USE ONLY – TAX EXEMPT #XXXXXXXXXXX. Card Imprint  

Card names are assigned by the department.  Each line has a maximum of 24 characters, including 

spaces. Each card name shall include: 

 Line 1 – Individual’s legal name  

 Line 2 – Department name  

 

Signature on Card  

Cards shall be signed by the individual whose name appears on the card.  

 

Card Security  

Except for cards in personal possession, cards should be kept in secure location while not in use.  

Access to the location should be limited to those individuals who are permitted to access the card. 

XII. Other Program Requirements 
 

Sales Tax Exemption  

Most town purchases are exempt from Virginia state sales tax. When making a p-card purchase, card 

users should remind the vendor of our tax exempt status and examine the receipt to verify sales tax was 

not charged.  By state statute, the town is not exempt from sales tax for meals, catered events, lodging 

 

Page 83 of 231



 

 

or other accommodations. The town is not exempt from sales tax imposed by other states on goods and 

services purchased outside of Virginia. 

  

Employee Acknowledgement Disclosure Form  

A Cardholder/User Agreement form must be signed before a new card is issued and at each instance 

that a card is re-issued to the same individual.  This will include the reissue of expired cards.  The form 

acknowledges the employee’s responsibilities regarding card use and sets forth consequences for card 

misuse.  The Treasurer shall maintain the signed forms at least 3 years following the employee’s 

termination of employment.  

  

Receipts  

Vendor receipt, invoice or credit slip must be retained for each transaction.  Receipts should show all 

details pertinent to the transaction, including date of purchase, vendor name and location, item(s) 

purchased with corresponding description(s) and price(s), and the total amount paid.  These documents 

shall be attached with the appropriate monthly statement.  

  

 Alternate Receipt –Department may use an alternate receipt, such as an internet screen print or 

faxed receipt.  The receipt should contain the same level of detail required for an original 

receipt.  

 Missing Receipt – If, for any reason, an original, alternate or photocopied receipt is 

unavailable, a Missing Receipt Affidavit providing the purchase details and reason why a 

receipt is not available must be included with the appropriate monthly statement.  

Documentation in lieu of missing receipts must be signed and dated by the Cardholder and the 

Department Director.  

 

Document Retention  

Program documents must be retained for a minimum of three (3) years.  

  

Card Management Software  

Bank of America Merrill Lynch provides WORKS p-card management software online. This software 

will allow a user to view transactions at any time, run reports, electronically allocate transactions, etc.  

Upon request, Cardholders will only be granted access to view information of their own card accounts 

and Department Heads will be given greater access to create reports and manage all department 

cardholders.   

  

Problem Resolution  

The Department Head should attempt to resolve disputes directly with the vendor and/or the bank.  If 

unable to resolve directly within a reasonable time period, contact the Treasurer for assistance. Any 

adjustment to billing will be made on subsequent statements.  

  

Dispute Procedures  

Dispute procedures are defined by the town’s purchasing card contract with Bank of America Merrill 

Lynch.  The contract requires that disputed items be identified within 60 days of the billing close date 

for the cycle in which the disputed charge appears on the monthly statement.  Disputed charges must 

be identified to BAML by completing the online dispute form in WORKS or by contacting BAML 

Customer Service and receiving the document in the mail.  Although items identified outside the 60 
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day period may still be disputed, the town’s legal standing in the matter is decreased.  Dispute rights 

for department cards are significantly limited.  

  

Lost or Stolen Cards  

Lost or stolen cards shall be reported to Bank of America Merrill Lynch and the Department Head 

immediately. The bank provides a 24 hour toll free telephone number for this purpose. The number is 

included on the paperwork that accompanies each new card. The Department Head must also notify the 

Treasurer immediately. All card users should be aware of the procedure for reporting a lost or stolen 

card, including how to proceed if the Department Head is not available at the time the loss is 

discovered.  

  

Reissue of a Lost or Stolen Card  

To request a replacement of a lost or stolen card, forward a memo from the department director to the 

Treasurer.  The memo should describe the circumstances surrounding the card loss and the steps taken 

to ensure against future losses.  The Treasurer will evaluate each incident on an individual basis to 

determine whether or not to issue a replacement card.  

  

Card Cancellation  

If a department wishes to cancel a card, the Department Head should submit the original cardholder 

application, with the effective date and reason for cancellation completed, to the Treasurer.  The 

Department Head must destroy any cancelled card(s).  If there is an urgent need to cancel a card, 

contact the Treasurer for immediate assistance.  Remember that lost or stolen cards may be reported 

directly to the bank through a 24 hour toll free number.  

  

Card Changes  

If the department wishes to change any aspect of a card, including address and card limits, the 

Department Head should submit card changes to the Treasurer.  

 

Violations of Policy  

  

The purchasing card is an opportunity for town staff to maximize efficiency in the procurement of 

goods and service; however, this concession can be terminated for violation of the policies and 

procedures outlined in the document.  It is the responsibility of the Department Head to maintain a 

violation log.  If a user violates the policies and procedures, potential repercussions include, but are not 

limited to:  

 Warning letter sent by the Department Head;  

 Suspension of card privileges; and/or  

 Employee termination.  

  

Examples of violations include, but are not limited to:  

 Personal purchases;  

 Purchase of restricted commodities;  

 Split purchasing;  

 Failure to obtain and forward supporting documentation for all card transactions;  

 Lack of timely and proper reconciliation of monthly statements; and/or  

 Use of the card by anyone or any department other than the authorized user.  
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Fraud and Misuse 

  

Deterrence  

The department is responsible to actively protect each of its purchasing cards from fraud and misuse.  

The following guidelines should be followed:  

 Limit Card Access – Maintain cards in a secure environment.  

 Protect Card Information – Information regarding cards should be protected.  This is to include 

card account number, name and expiration date.  File reports that contain card numbers in 

locked file cabinets.  When discarding reports or other paperwork containing card information, 

shred documents.  Assure security of card materials that are maintained electronically.  Do not 

send emails which contain card numbers and/or expiration dates.  

 Establish Reasonable Card Limits – Establish reasonable spending and transaction limits.   This 

will limit risk in the event the card or card number is lost or stolen.  

 Maintain Adequate Separation of Duties – Divide the card custodian and the 

accounting/reconciliation duties among employees.  Conduct proper upper management review 

of transactions and supporting receipts and associated documentation.  

 

Occurrence of Fraud or Misuse  

If fraud or misuse is suspected, the Department Head shall contact the Town Manager immediately for 

further guidance. 

 

Compliance Reviews 

  

The card program is subject to review by the Town Manager and both internal and external auditors. 
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Fuel Card Policies Overview 

 
1. The Town of Berryville uses Voyager fuel credit cards for vehicle fuel purchases. 

2. The Town of Berryville is liable for all authorized charges made on the Card. 

3. Fuel for vehicles is to be obtained from any Voyager accepted commercial fuel station. A 

directory of Voyager locations can be found at www.usbank.com/voyagerfleet/search.jsp.   

4. Fuel cards will only allow fuel purchases. The use of this card for any other purpose than fuel 

and oil for Town of Berryville vehicles is prohibited. 

5. Fuel cards are assigned to each vehicle.  

6. Each fuel card must remain in the assigned vehicle.  

7. Any vehicle containing the card shall be locked up and secured from unauthorized use at all 

times. 

8. The Fleet Manager has the responsibility of insuring each vehicle has a fuel card. 

9. If a fuel card is not in the vehicle report immediately to the supervisor. 

10. The odometer reading must be keyed correctly at the pump.  Odometer readings are used to 

monitor the vehicle’s preventative maintenance schedule and provide verification for Finance 

to pay the bill. 

11. All purchases using the Voyager card are assigned and tracked to a specific vehicle.   

12. An exception report is sent to the Department Head for purchases other than fuel or oil for 

review. Voyager purchases that do not appear to be consistent with established policies will 

be investigated by the Department Head. 

 

Fuel Card Use Overview 

1. Swipe card at pump and enter information when prompted. 

2. When asked for the odometer reading, enter the current odometer reading from the vehicle. 

3. If information is cut off of the receipt, write it on the receipt from the pump screen. 

4. If receipt is not given at pump, go inside and have one printed. 

5. Return receipts to the Department Head. 
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I.   Purpose, General 
The purpose of the fuel card program is to provide the Town of Berryville with an efficient and 

reliable way to make fuel purchases. All purchases using the Voyager card are assigned and 

tracked to a specific vehicle.  The fuel card should be used at the pump of participating vendors. 

A directory of Voyager locations can be found at www.usbank.com/voyagerfleet/search.jsp.   

II. Participation 
Unless otherwise specified, the authority to use the fuel card will be delegated to all departments, 

referred to as “department” hereafter. 

 

The Town Manager may terminate, suspend or limit a department’s fuel card program. The 

Town Manager is authorized to terminate, suspend or limit a particular individual card. 

III. Roles 
Program Administrator  

The Treasurer manages the fuel card program and is responsible for establishing and enforcing 

card related policies and procedures and serves as Program Administrator. The Treasurer may 

delegate purchasing card duties to Finance Department staff.  

  

Department Head 

The Department Head or designee is responsible for all aspects of the department’s fuel card 

program. The Department Head monitors card activity and ensures that vendor receipts, invoices 

and delivery documentation are retained for each purchase, in accordance with established 

policies and procedures. The Department Head will serve as the primary contact for the 

department.  

  

Drivers  

The Driver is an individual employee assigned a vehicle equipped with a Voyager Fuel card. The 

driver is responsible for card activity; retaining and submitting receipts and safeguarding the 

card. 

IV. Safeguarding the Card 
Each card is assigned to and shall be stored in a specific vehicle. Any vehicle containing the card 

shall be locked up and secured from unauthorized use at all times.  

V. Card Uses 
Subject to the limitations discussed in this policy, the fuel card may be used for fuel and oil only. 

An exception report is sent to the Department Head for purchases other than fuel or oil for 

review. Voyager purchases that do not appear to be consistent with established policies will be 

investigated by the Department Head. 
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VI. Other Program Requirements 
 

Employee Agreement Form  

An Employee Agreement form must be signed before a driver may utilize fuel cards.  Drivers 

must agree to re-sign the Agreement when necessary. The form acknowledges the driver’s 

responsibilities regarding card use and sets forth consequences for card misuse. The Treasurer 

shall maintain the signed forms at least 3 years following the employee’s termination of 

employment. 

 

Accuracy 

The odometer reading must be keyed correctly at the pump.  Odometer readings are used to 

monitor the vehicle’s preventative maintenance schedule and provide verification for the Finance 

Department to pay the bill. The odometer reading requirement does not apply to Department 

“gas can” cards. 

  

Receipts  

Vendor receipts must be retained for each transaction.  Receipts should show all details pertinent 

to the transaction.  

  

 Alternate Receipt –Department may use an alternate receipt, such as an internet screen 

print or faxed receipt.  The receipt should contain the same level of detail required for an 

original receipt.  

 Missing Receipt – If, for any reason, an original, alternate or photocopied receipt is 

unavailable, a Missing Receipt Affidavit providing the purchase details and reason why a 

receipt is not available must be included with the appropriate monthly statement.  

Documentation in lieu of missing receipts must be signed and dated by the Driver and the 

Department Head.  

 

Document Retention  

Program documents must be retained for a minimum of three (3) years.  

  

Problem Resolution  

The Department Head should attempt to resolve disputes directly with the vendor and/or the 

bank.  If unable to resolve directly within a reasonable time period, contact the Treasurer for 

assistance. Any adjustment to billing will be made on subsequent statements.  

  

Lost or Stolen Cards  

Lost or stolen cards shall be reported to the Department Head immediately. The Department 

Head must also notify the Treasurer immediately.  

 

Reissue of a Lost or Stolen Card  

To request a replacement of a lost or stolen card, forward a memo from the Department Head to 

the Treasurer.  The memo should describe the circumstances surrounding the card loss and the 

steps taken to ensure against future losses.  The Treasurer will evaluate each incident on an 

individual basis to determine whether or not to issue a replacement card.  
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Violations of Policy  

The fuel card is an opportunity for town staff to maximize efficiency in the procurement of fuel; 

however, this concession can be terminated for violation of the policies and procedures outlined 

in the document.  It is the responsibility of the Department Head to maintain a violation log.  If a 

user violates the policies and procedures, potential repercussions include, but are not limited to:  

 Warning letter sent by the Department Head;  

 Suspension of card privileges; and/or  

 Employee termination.  

   

Fraud and Misuse 

 Deterrence  

The department is responsible to actively protect each of its fuel cards from fraud and misuse.  

The following guidelines should be followed:  

 Limit Card Access – Maintain cards in a secure environment.  

 Protect Card Information – Information regarding cards should be protected.  This is to 

include card account number, name and expiration date.  File reports that contain card 

numbers in locked file cabinets.  When discarding reports or other paperwork containing 

card information, shred documents.  Assure security of card materials that are maintained 

electronically.  Do not send emails which contain card numbers and/or expiration dates.  

 Safeguard Driver PIN numbers.  

 

Occurrence of Fraud or Misuse  

If fraud or misuse is suspected, the Department Head shall contact the Town Manager 

immediately for further guidance. 

 

Compliance Reviews 

 The card program is subject to review by the Town Manager and both internal and external 

auditors. 
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Appendix	E:		Town	Code,	Sec.	2‐6	–	as	of	July	2006	
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Sec. 2-6. - Signing of checks on town funds.

Checks for duly authorized disbursements of town funds shall be signed by either the town treasurer or

town manager and, except for payroll checks, cosigned by either the mayor or recorder.

(Code 1971, § 2-4; Ord. of 7-11-06(1))
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The Town Of Berryville 
 

Procurement Policy Manual 
 
 
 
 
 
 
 
 

On  ________________, the Town Council of the Town of 
Berryville adopted the Virginia Public Procurement Act of the 
Code of Virginia and this manual as its procurement policy. 
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I.   Purpose, General 
 
The policies contained herein have been developed pursuant to the Virginia Public Procurement Act of 
the Code of Virginia (“VPPA”). The VPPA has certain mandatory provisions and allows for the use of 
certain optional policies provided they are adopted in writing by the governing body and are based on 
competitive principles.  
 
These policies are intended to provide the framework for procurement of materials, supplies, 
equipment, and services at the lowest possible cost consistent with the quality needed for the proper 
operation of municipal services. Our goal is the promotion of the Town's best interest through 
intelligent action and fair dealing which will result in obtaining the optimum value for each dollar 
spent as well as strengthening the public confidence in the integrity of public purchasing. 
 

II. Policy 
 
The Town of Berryville adopted the VPPA and this Policy Manual on ___________as its procurement 
policy.  A copy of the VPPA is included in this policy manual as Attachment A. 
 

III. Applicability 
 
These policies and procedures apply to all contracts for the procurement of goods, services, insurance 
and construction entered into by the Town involving any expenditure of public funds except those 
specifically exempted herein. 
 
IV. Procurement Authority and Responsibility 
 
The Town Manager has the ultimate responsibility to ensure that the acquisition of goods and services 
does not violate or circumvent state law, regulations, town ordinances or the provisions of this manual. 
 

V. Delegation 
The Town Manager may delegate the procurement of any goods or services to the Treasurer, 
Purchasing Agent or other responsible officials. 
 

VI. General Procurement Policies 

Adequate Competition  
A sufficient number of sources must be solicited for the procurement of goods or services consistent 
with the method of procurement used. 
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Bidder’s List  
The Purchasing Agent shall be responsible, with the assistance from the various Department Heads, to 
maintain a current file of sources of goods, services, construction, etc., to be known as the Bidder's 
List. Any vendor can be included on the Bidder's List upon their request.  
 

Ethics 
 
See§ 2.2-4367 to § 2.2-4377 of the VPPA. 

Solicitations 
Amending a Solicitation 
 
If it is necessary to amend a solicitation, prepare, post, and send an addendum to all potential bidders 
or offerors who received a copy of the solicitation or who attended a pre-bid or pre-proposal 
conference.   
 

Canceling a Solicitation  
 
An Invitation for Bids, a Request for Proposal, any other solicitation, or any and all bids or proposals, 
may be canceled or rejected.  When canceling a written solicitation all vendors who have been issued a 
solicitation must be notified, and the notice must be publicly posted.   

Performance and Payment Bonds 
Upon the award of any public construction contract exceeding $100,000 awarded to any prime 
contractor, such contractor shall furnish the town with the following bonds: 
 

1. A performance bond in the sum of the contract amount conditioned upon the faithful 
performance of the contract in strict conformity with the plans, specifications, and conditions of 
the contract. 

 
2. A payment bond in the sum of the contract amount.  The bond shall be for the protection of 

claimants who have and fulfill contracts to supply labor or materials to the prime contractor to 
whom the contract was awarded, or to any subcontractors, in the furtherance of the work. 
“Labor or materials” shall include public utility services and reasonable rentals of equipment, 
but only for periods when the equipment rented is actually used at the site.  

 
Each of the bonds shall be executed and made payable to the Town of Berryville by one or more surety 
companies selected by the contractor that are authorized to do business in Virginia and filed with the 
purchasing office that awarded the contract or a designated official thereof within 10 days after receipt 
of the purchase order or notice of award. 
 
Nothing in this section shall preclude the town from requiring payment or performance bonds for 
construction contracts below $100,000. 
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Alternative Forms of Security  
 
A certified check or cash escrow may be accepted in lieu of a bid, payment, or performance bond.  If 
approved by the Town Attorney, a bidder may furnish a personal bond, property bond, or bank or 
savings and loan association’s letter of credit on certain designated funds in the face amount required 
for the bid, payment, or performance bond.  Approval shall be granted only upon a determination that 
the alternative form of security proffered affords protection to the town equivalent to a corporate 
surety’s bond.  

Contracts/Purchase Orders and Modification Restrictions 
The Department Head’s signature will be required on Purchase Order Request forms.  A contract or 
purchase order may not be modified or renewed unless provided for in the original contract or 
solicitation.  No additional consideration or increase in contract price may be paid to the contractor 
because of renewal unless specifically authorized under the original contract.   
 

• Purchases Up to the VPPA limit - Cumulative contract modifications to purchases made under 
small purchase procedures shall not exceed 25% of the original contract price without advance 
written approval of the Town Manager.   

 
• Purchases over the VPPA limit - A contract may include provisions for modification of the 

contract during performance, but no fixed-price contract may be increased by more than 25% 
of the original amount of the contract or $50,000, whichever is greater, without the advance 
written approval of the Town Manager.  

Documentation of Files 
 
A complete file should be maintained in one place for each purchase transaction, containing all the 
information necessary to understand the why, who, what, when, where and how of the transaction. 

Nondiscrimination   
 
In the solicitation, awarding or administration of contracts, the Town shall not discriminate because of 
the race, religion, color, sex, age, disability, or national origin of the bidder, offeror, or contractor 
(Code of Virginia, § 2.2-4310A). 

Employment Discrimination Prohibited 
Employment discrimination by contractor prohibited; required contract provisions.  -- All public 
bodies shall include in every contract of more than $10,000 the following provisions: 
 
During the performance of this contract, the contractor agrees as follows: 
 

a. The contractor will not discriminate against any employee or applicant for employment because 
of race, religion, color, sex, national origin, age, disability, or other basis prohibited by state 
law relating to discrimination in employment, except where there is a bona fide occupational 
qualification reasonably necessary to the normal operation of the contractor.  The contractor 
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agrees to post in conspicuous places, available to employees and applicants for employment, 
notices setting forth the provisions of this nondiscrimination clause. 

 
b. The contractor, in all solicitations or advertisements for employees placed by or on behalf of 

the contractor, will state that such contractor is an equal opportunity employer. 
 

c. Notices, advertisements and solicitations placed in accordance with federal law, rule or 
regulation shall be deemed sufficient for the purpose of meeting the requirements of this 
section. 

 
The contractor will include the provisions of the foregoing paragraphs a, b and c in every subcontract 
or purchase order of over $10,000, so that the provisions will be binding upon each subcontractor or 
vendor. 

Preferences 
Berryville Vendors and Products 
 
Preference is given to goods produced in Berryville, goods or services or construction provided by 
Berryville persons, firms or corporations, in the event of a tie bid. In the event that this provision does 
not resolve the tie preference is given to goods produced in Virginia, goods or services or construction 
provided by Virginia persons, firms or corporations. 
 
Recycled Paper and Paper Products Preference 
 
In determining the award of any contract for paper and paper products the town shall award to the 
lowest responsible bidder offering recycled paper and paper products of a quality suitable for the 
purpose intended, so long as the bid price is not more than 10% greater than the bid price of the low 
responsive and responsible bidder. 

Public Access to Procurement Records 
• Except as provided in this section, all proceedings, records, contracts and other public records 

relating to procurement transactions shall be open to the inspection of any citizen, or any 
interested person, firm or corporation, in accordance with the Virginia Freedom of Information 
Act (§ 2.2-3700 et seq.) 

 
• Cost estimates relating to a proposed procurement transaction prepared by or for a public body 

shall not be open to public inspection. 
 

• Any competitive sealed bidding bidder, upon request, shall be afforded the opportunity to 
inspect bid records within a reasonable time after the opening of all bids but prior to award, 
except in the event that the Town Manager decides not to accept any of the bids and to reopen 
the contract. Otherwise, bid records shall be open to public inspection only after award of the 
contract.  
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• Any competitive negotiation offeror, upon request, shall be afforded the opportunity to inspect 
proposal records within a reasonable time after the evaluation and negotiations of proposals are 
completed but prior to award, except in the event that the Town Manager decides not to accept 
any of the proposals and to reopen the contract. Otherwise, proposal records shall be open to 
public inspection only after award of the contract.  

 
• Any inspection of procurement transaction records under this section shall be subject to 

reasonable restrictions to ensure the security and integrity of the records. 
 

• Trade secrets or proprietary information submitted by a bidder, offeror or contractor in 
connection with a procurement transaction or prequalification application submitted pursuant to 
subsection B of § 2.2-4317 shall not be subject to the Virginia Freedom of Information Act (§ 
2.2-3700 et seq.); however, the bidder, offeror or contractor shall (i) invoke the protections of 
this section prior to or upon submission of the data or other materials, (ii) identify the data or 
other materials to be protected, and (iii) state the reasons why protection is necessary. 

 

Publicly Posted Notices 
 
All solicitations for goods and services over $50,000 shall be posted in the Town Office on the Town 
website, www.berryvilleva.gov.. 
 
Award Notices over $50,000 must be posted in the Town Office  on the Town website, 
www.berryvilleva.gov,  for a ten (10) day period immediately following the actual time of award. The 
procurement records must be available for review by any bidder or offeror at the time a Notice of 
Intent To Award or an Award Notice is posted. 

Responsible Bidder or Offeror   
 
In determining a responsible bidder or offeror, a number of factors, including but not limited to the 
following, are considered.  The vendor should: 
 

• be a regular dealer, supplier, or when required in the solicitation an authorized dealer of the 
goods or services offered; 

• have the ability to comply with the required delivery or performance schedule, taking into 
consideration other business commitments; 

• have a satisfactory record of performance; 
• have a satisfactory record of integrity; and 
• have the necessary facilities, organization, experience, technical skills, and financial resources 

to fulfill the terms of the purchase order or contract. 

Responsive Bid 
 

• To be considered for an award, a bid must comply in all material respects with the Invitation 
for Bids.   
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• Responsiveness relates to compliance with the provisions of the solicitation, including 
specifications and terms and conditions.   

• Failure to comply with the requirements set forth in the Invitation for Bids may result in a bid 
being declared nonresponsive, e.g., failure to sign a bid, failure to return the required bid 
documents, substitution of vendor’s terms, deletion of terms and conditions stated in the 
Invitation for Bids, failure to offer a product or service that meets the requirements of the 
Invitation for Bids, etc.   

• A bidder who fails to provide prices for all categories of labor in the pricing schedule of a time 
and materials service contract is considered nonresponsive.   

• This is true whether the price was left blank or the bidder entered a figure of $0.  Bidders who 
provide multiple prices for performing a service where a single price was solicited are also 
nonresponsive. 

VII. Guidelines for Procurement 
 
This section contains general guidelines for procuring goods and services.   

Administrative Lead-Time   
Administrative lead-time is that period of time from initiation of the requirement by the user to 
issuance of an award.  For routine procurements where informal written solicitations are used, the 
minimum time required to prepare, solicit, evaluate, and make an award may take from three (3) days 
up to thirty (30) days.  When competitive sealed bidding or competitive negotiation is used, the time 
required by the purchasing office may be longer.   

Selection of Procurement Method  
It is important to select the proper procurement method. The estimated or anticipated value of the 
contract must be determined first, unless the purchase is an emergency. The anticipated value of the 
contract includes the dollar value for the initial period of the contract, and includes all possible renewal 
periods.  The expected trade-in value of equipment should not be considered when determining the 
anticipated value of a contract. 

Preparing the Written Solicitation 
Solicitations should convey to the reader, in a clear, concise and logical sequence, the information 
necessary to answer the basic questions of who, what, why, where, when and how. 

Terms and Conditions   
See section VIII of this manual. 

Contract Period   
• Term contracts normally cover a 12 month period or cite a specific time for completion for the 

project or service. 
• A solicitation for a multi-year contract, or one that includes an option on the part of the town to 

renew the contract for an additional period, may be advantageous and should be considered; 
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however, in determining the value of the contract and procurement method, all possible 
renewal periods must be included.   

• Multi-year programs are subject to availability of funds, and each solicitation covering a multi-
year period must contain an availability of funds clause.  

• If price adjustments are to be permitted during the contract period, the conditions under which 
they are authorized must be specified in the original solicitation and resulting contract.   

• The town should review all multi-year contracts at least annually to determine if the goods or 
services are still required, if prices are fair and reasonable based on the current market 
conditions, and if performance is satisfactory.   

• Multi-year contracts including options to renew normally should not exceed 5 years. 

Specifications 
 
Solicitations of offers, whether by formal advertising or negotiations, shall incorporate a clear and 
accurate description of the technical requirements for the material, product, or service to be purchased. 
When it is impractical or uneconomical to make a clear and accurate description of the technical 
requirements, a "brand name or equal" description (see Use of Brand Names below) may be used as a 
means to define the performance or other salient requirements of a procurement.  
 
Invitations for bids and requests for proposals shall clearly set forth all requirements which bidders 
must fulfill in order for bids and proposals to be properly evaluated. Factors to be used in evaluating 
bids or proposals shall be clearly stated in the solicitation to enable bidders to know how their bids or 
proposals will be evaluated. If a solicitation requires a listing of subcontractors or sub-item vendors, a 
bidder's failure to list such shall make that bid nonresponsive. 

Use of Brand Names  
 
Unless otherwise provided in the Invitation for Bid, the name of a certain brand does not restrict 
bidders to a specific brand, make or manufacturer's name, but conveys the general style, type, character 
and quality of the article desired. Any article that the Town, in its sole discretion determines to be the 
equal of that specified, considering quality, workmanship, economy of operation and suitability for the 
purpose intended shall be acceptable. 

Vendor Assistance in Specification Preparation 
 
Advice or assistance may be received from a vendor in identifying the features and characteristics 
needed by the town; however, no person who, for compensation, prepares an Invitation to Bid or 
Request for Proposal for or on behalf of a public body shall (i) submit a bid or proposal for that 
procurement or any portion thereof or (ii) disclose to any bidder or offeror information concerning the 
procurement which is not available to the public.  
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Order Splitting Prohibition   
 
The placement of multiple orders within other than a reasonable time period to one or more vendors 
for the same, like, or related goods or services to avoid using the appropriate method of procurement or 
to remain within delegated purchasing authority is prohibited.  Order splitting results in higher 
administrative cost to the town. Requirements should be combined when practical to obtain quantity 
discounts and other administrative efficiencies. 

Freight 
 
F.O.B. Destination is the basic policy of the Town of Berryville to solicit bids for goods F.O.B. (free 
on board) Destination, which means that freight charges are paid by the seller who owns and assumes 
all risk for the goods until they are accepted at the designated delivery point.  The cost of shipping the 
goods may be included in the quoted price or by the bidder or offeror as a separate line item. 

Insurance 
 
Whenever work is to be performed on town owned or leased property or facilities, the contractor shall 
be required to have Workers’ Compensation, Employer’s Liability, Commercial General Liability and 
Automobile Liability, and in certain types of programs Professional Liability/Errors and Omissions 
insurance coverage as specified by Virginia Municipal League recommendations.  

VIII. General Terms and Conditions 
 
These General Terms and Conditions are required for use in written solicitations issued by the Town 
for procurements.  You should edit the wording to fit the type of solicitation (IFB or RFP) by either 
deleting or lining out the inappropriate words in all parenthesis.   
 
APPLICABLE LAWS AND COURTS: This solicitation and any resulting contract shall be 
governed in all respects by the laws of the Commonwealth of Virginia and any litigation with respect 
thereto shall be brought in the courts of the Commonwealth. The contractor shall comply with all 
applicable federal, state and local laws, rules and regulations. 
 
ANTI-DISCRIMINATION: By submitting their (bids/proposals), (bidders/offerors) certify to the 
Town of Berryville that they will conform to the provisions of the Federal Civil Rights Act of 1964, as 
amended, as well as the Virginia Fair Employment Contracting Act of 1975, as amended, where 
applicable, the Virginians With Disabilities Act, the Americans With Disabilities Act and § 2.2-4311 
of the Virginia Public Procurement Act (VPPA). 
 
Employment discrimination by contractor prohibited; required contract provisions.  -- All public 
bodies shall include in every contract of more than $10,000 the following provisions: 
 
During the performance of this contract, the contractor agrees as follows: 
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a) The contractor will not discriminate against any employee or applicant for employment because 
of race, religion, color, sex, national origin, age, disability, or other basis prohibited by state law 
relating to discrimination in employment, except where there is a bona fide occupational qualification 
reasonably necessary to the normal operation of the contractor.  The contractor agrees to post in 
conspicuous places, available to employees and applicants for employment, notices setting forth the 
provisions of this nondiscrimination clause. 
 
b) The contractor, in all solicitations or advertisements for employees placed by or on behalf of 
the contractor, will state that such contractor is an equal opportunity employer. 
 
c) Notices, advertisements and solicitations placed in accordance with federal law, rule or 
regulation shall be deemed sufficient for the purpose of meeting the requirements of this section. 
 
The contractor will include the provisions of the foregoing paragraphs a, b and c in every subcontract 
or purchase order of over $10,000, so that the provisions will be binding upon each subcontractor or 
vendor. 
 
ETHICS IN PUBLIC CONTRACTING: By submitting their (bids/proposals), (bidders/offerors) 
certify that their (bids/proposals) are made without collusion or fraud and that they have not offered or 
received any kickbacks or inducements from any other (bidder/offeror), supplier, manufacturer or 
subcontractor in connection with their (bid/proposal), and that they have not conferred on any public 
employee having official responsibility for this procurement transaction any payment, loan, 
subscription, advance, deposit of money, services or anything of more than nominal value, present or 
promised, unless consideration of substantially equal or greater value was exchanged. 
 
IMMIGRATION REFORM AND CONTROL ACT OF 1986: By submitting their 
(bids/proposals), (bidders/offerors) certify that they do not and will not during the performance of this 
contract employ illegal alien workers or otherwise violate the provisions of the federal Immigration 
Reform and Control Act of 1986. 
 
DEBARMENT STATUS: By submitting their (bids/proposals), (bidders/offerors) certify that they are 
not currently debarred by the Town of Berryville from submitting bids or proposals on contracts for the 
type of goods and/or services covered by this solicitation, nor are they an agent of any person or entity 
that is currently so debarred. 
 
MANDATORY USE OF TOWN TERMS AND CONDITIONS FOR IFBs AND RFPs  (Insert 
wording below appropriate to the solicitation type as indicated): 
 
1. (For Invitation For Bids): Modification of or additions to any portion of the Invitation for Bids 
may be cause for rejection of the bid; however, the Town reserves the right to decide, on a case by case 
basis, in its sole discretion, whether to reject such a bid as nonresponsive.  As a precondition to its 
acceptance, the Town may, in its sole discretion, request that the bidder withdraw or modify 
nonresponsive portions of a bid which do not affect quality, quantity, price, or delivery.  No 
modification of or addition to the provisions of the contract shall be effective unless reduced to writing 
and signed by the parties. 
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2. (For Request For Proposals): Modification of or additions to the General Terms and Conditions 
of the solicitation may be cause for rejection of the proposal; however, the Town reserves the right to 
decide, on a case by case basis, in its sole discretion, whether to reject such a proposal. 
 
BILL PAYMENT POLICY 
The Town Treasurer shall make payment in full (unless and alternate payment plan has been agreed 
upon) for all goods delivered or services rendered within thirty days of receipt of the bill. 
 
No goods or services shall be deemed received until such goods are completely delivered and found 
acceptable by the department head and the receiving report (Form REC-1) is completed. For purposes 
of determining whether or not payment was made in accordance with this policy, payment in full shall 
be considered to be made on the date the check for payment was mailed or otherwise transmitted. 
 
When a bill submitted to the Town of Berryville is incorrect or when there is a defect or impropriety in 
a bill submitted, the respective department head shall notify the creditor in writing prior to the date on 
which payment in full is due. The notice shall contain a description of the defect or impropriety and 
any other additional information to enable the creditor to correct the bill. Upon receiving a corrected 
bill, the Town of Berryville shall make payment in full on or before the thirtieth calendar day after 
receipt of the corrected bill. 
 
To Subcontractors:   
 
A contractor awarded a contract under this solicitation is hereby obligated: 
 
To pay the subcontractor(s) within seven (7) days of the contractor’s receipt of payment from the 
Town for the proportionate share of the payment received for work performed by the subcontractor(s) 
under the contract; or 
 
To notify the town and the subcontractor(s), in writing, of the contractor’s intention to withhold 
payment and the reason. 
 
PRECEDENCE OF TERMS: In the event there is a conflict between any of the other General Terms 
and Conditions and any Special Terms and Conditions in this solicitation, the Special Terms and 
Conditions shall apply. 
 
QUALIFICATIONS OF (BIDDERS/OFFERORS): The Town may make such reasonable 
investigations as deemed proper and necessary to determine the ability of the (bidder/offeror) to 
perform the services/furnish the goods and the (bidder/offeror) shall furnish to the Town all such 
information and data for this purpose as may be requested.  The Town reserves the right to inspect 
(bidder’s/offeror’s) physical facilities prior to award to satisfy questions regarding the 
(bidder’s/offeror’s) capabilities.  The Town further reserves the right to reject any (bid/proposal) if the 
evidence submitted by, or investigations of, such (bidder/offeror) fails to satisfy the Town that such 
(bidder/offeror) is properly qualified to carry out the obligations of the contract and to provide the 
services and/or furnish the goods contemplated therein. 
 
TESTING AND INSPECTION: The Town reserves the right to conduct any test/inspection it may 
deem advisable to assure goods and services conform to the specifications. 

 

Page 105 of 231



 
ASSIGNMENT OF CONTRACT: A contract shall not be assignable by the contractor in whole or in 
part without the written consent of the Town. 
 
CHANGES TO THE CONTRACT: Changes can be made to the contract in any of the following 
ways: 
 
The parties may agree in writing to modify the scope of the contract.  An increase or decrease in the 
price of the contract resulting from such modification shall be agreed to by the parties as a part of their 
written agreement to modify the scope of the contract. 
 
The Town may order changes within the general scope of the contract at any time by written notice to 
the contractor.  Changes within the scope of the contract include, but are not limited to, things such as 
services to be performed, the method of packing or shipment, and the place of delivery or installation.  
The contractor shall comply with the notice upon receipt.  The contractor shall be compensated for any 
additional costs incurred as the result of such order and shall give the Town a credit for any savings.  
Said compensation shall be determined by one of the following methods: 
 

1. By mutual agreement between the parties in writing; or 
 

2. By agreeing upon a unit price or using a unit price set forth in the contract, if the work to be 
done can be expressed in units, and the contractor accounts for the number of units of work 
performed, subject to the Town’s right to audit the contractor’s records and/or to determine the 
correct number of units independently; or 

 
3. By ordering the contractor to proceed with the work and keep a record of all costs incurred and 

savings realized.  A markup for overhead and profit may be allowed if provided by the contract.  
The same markup shall be used for determining a decrease in price as the result of savings 
realized.  The contractor shall present the Town with all vouchers and records of expenses 
incurred and savings realized.  The Town shall have the right to audit the records of the 
contractor as it deems necessary to determine costs or savings.  Any claim for an adjustment in 
price under this provision must be asserted by written notice to the Town within thirty (30) 
days from the date of receipt of the written order from the Town.  If the parties fail to agree on 
an amount of adjustment, the question of an increase or decrease in the contract price or time 
for performance shall be resolved in accordance with the procedures for resolving disputes 
provided by the Disputes Clause of this contract.  Neither the  existence of a claim nor a dispute 
resolution process, litigation or any other provision of this contract shall excuse the contractor 
from promptly complying with the changes ordered by the Town or with the performance of 
the contract generally. 

 
DEFAULT: In case of failure to deliver goods or services in accordance with the contract terms and 
conditions, the Town, after due oral or written notice, may procure them from other sources and hold 
the contractor responsible for any resulting additional purchase and administrative costs.  This remedy 
shall be in addition to any other remedies which the Town may have. 
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TAXES: Sales to the Town are normally exempt from State sales tax.  State sales and use tax 
certificates of exemption will be issued upon request.   
(NOT NORMALLY REQUIRED FOR SERVICE CONTRACTS) 
 
USE OF BRAND NAMES: Unless otherwise provided in this solicitation, Unless otherwise provided 
in the Invitation for Bid, the name of a certain brand does not restrict bidders to a specific brand, make 
or manufacturer's name, but conveys the general style, type, character and quality of the article desired. 
Any article that the Town, in its sole discretion determines to be the equal of that specified, 
considering quality, workmanship, economy of operation and suitability for the purpose intended shall 
be acceptable.  
(NOT NORMALLY REQUIRED FOR SERVICE CONTRACTS) 
 
TRANSPORTATION AND PACKAGING: By submitting their (bids/proposals), all 
(bidders/offerors) certify and warrant that the price offered for FOB destination includes only the 
actual freight rate costs at the lowest and best rate and is based upon the actual weight of the goods to 
be shipped.  Except as otherwise specified herein, standard commercial packaging, packing and 
shipping containers shall be used.   
(NOT NORMALLY REQUIRED FOR SERVICE CONTRACTS) 
 
INSURANCE: By signing and submitting a bid or proposal under this solicitation, the bidder or 
offeror certifies that if awarded the contract, it will have the following insurance coverage at the time 
the contract is awarded as well as any other insurance requirements laid out in the request for bid or 
proposal.   The Town requires minimum insurance amounts as recommended by the Virginia 
Municipal League.  For construction contracts, if any subcontractors are involved, the subcontractor 
will have workers’ compensation insurance in accordance with §§ 2.2-4332 and 65.2-800 et seq. of the 
Code of Virginia.  The bidder or offeror further certifies that the contractor and any subcontractors will 
maintain these insurance coverage during the entire term of the contract and that all insurance coverage 
will be provided by insurance companies authorized to sell insurance in Virginia by the Virginia State 
Corporation Commission. 
 
MINIMUM INSURANCE COVERAGES AND LIMITS REQUIRED FOR MOST CONTRACTS: 
 
1. Workers’ Compensation - Statutory requirements and benefits.  Coverage is compulsory for 
employers of three or more employees, to include the employer. Contractors who fail to notify the 
Town of increases in the number of employees that change their workers’ compensation requirements 
under the Code of Virginia during the course of the contract shall be in noncompliance with the 
contract. 
 
2. Employer’s Liability - $100,000. 
 
3. Commercial General Liability - $1,000,000 per occurrence.  Commercial General Liability is to 
include bodily injury and property damage, personal injury and advertising injury, products and 
completed operations coverage.  The Town of Berryville, Virginia must be named as an additional 
insured and so endorsed on the policy. 
  
 (Note to Purchaser: When the requirement is for parking facilities and garages for motor 
vehicle maintenance contracts, the forgoing sentence should be changed to read: These coverages 
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should include Garage Owner’s Liability.  Contracts with movers or truck transporters should also 
require motor carrier’s liability.) 
 
4. Automobile Liability - $1,000,000 per occurrence. (Only used if motor vehicle is to be used in 
the contract.) 
 
NOTE: In addition, various Professional Liability/Errors and Omissions coverages are required when 
soliciting those services as follows: 
Profession/Service       Limits     
Accounting      $1,000,000 per occurrence, $3,000,000 aggregate 
Architecture      $2,000,000 per occurrence, $6,000,000 aggregate 
Asbestos Design, Inspection, Abatement Contractor $1,000,000 per occurrence, $3,000,000 aggregate 
Insurance/Risk Management    $1,000,000 per occurrence, $3,000,000 aggregate 
Landscape/Architecture    $1,000,000 per occurrence, $1,000,000 aggregate 
Legal       $1,000,000 per occurrence, $5,000,000 aggregate 
Professional Engineer     $2,000,000 per occurrence, $6,000,000 aggregate 
Surveying      $1,000,000 per occurrence, $1,000,000 aggregate 
  
DRUG-FREE WORKPLACE: During the performance of this contract, the contractor agrees to (i) 
provide a drug-free workplace for the contractor's employees; (ii) post in conspicuous places, available 
to employees and applicants for employment, a statement notifying employees that the unlawful 
manufacture, sale, distribution, dispensation, possession, or use of a controlled substance or marijuana 
is prohibited in the contractor's workplace and specifying the actions that will be taken against 
employees for violations of such prohibition; (iii) state in all solicitations or advertisements for 
employees placed by or on behalf of the contractor that the contractor maintains a drug-free workplace; 
and (iv) include the provisions of the foregoing clauses in every subcontract or purchase order of over 
$10,000, so that the provisions will be binding upon each subcontractor or vendor.  
 
For the purposes of this section, “drug-free workplace” means a site for the performance of work done 
in connection with a specific contract awarded to a contractor, the employees of whom are prohibited 
from engaging in the unlawful manufacture, sale, distribution, dispensation, possession or use of any 
controlled substance or marijuana during the performance of the contract. 
 
NONDISCRIMINATION OF CONTRACTORS:  A bidder, offeror, or contractor shall not be 
discriminated against in the solicitation or award of this contract because of race, religion, color, sex, 
national origin, age, disability, faith-based organizational status, any other basis prohibited by state law 
relating to discrimination in employment or because the bidder or offeror employs ex-offenders unless 
Town has made a written determination that employing ex-offenders on the specific contract is not in 
its best interest. 

IX. Small Purchase Policy 
 
In this section VPPA Limit shall be defined as the threshold amount requiring competitive negotiation 
set in the VPPA. 
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The competitive pricing methods set forth below shall be followed for purchases not expected to 
exceed the VPPA Limit. 
 
1. Single Quotation  (Up to $5,000) 
 
• Where the Town’s estimated cost of goods or nonprofessional services is $5,000 or less, 

purchases may be made upon receipt of a minimum of one (1) written,  telephone (oral) or 
electronic quotation.   

• Additional sources may also be solicited.  
• A record of the quotation must be kept with the file.   
• If a telephone (oral) quote is solicited, a record shall be kept of the name and address of the 

vendor(s) contacted, the item description or service offered, price quoted, delivery dates and 
F.O.B. point, names of persons giving and receiving the prices and the date the information was 
obtained.  Notation on the requisition form is considered to be an adequate record.  

• If more than one quote is solicited, the award will be made to the lowest responsive and 
responsible bidder.   

• Employees should seek additional competition whenever there is reason to believe a quotation 
is not a fair and reasonable price. 

 
Unsealed Bidding  (Over $5,000 to VPPA limit) 
 
• Where the Town’s estimated cost of goods or nonprofessional services is over $5,000 to the 

small purchase limits set in the VPPA, solicit four (4) valid sources, if available.   
• Quotes shall be verified on the Price Quote Record form to be completed and signed by the 

Department Head and attached to a Request for Payment form. 
• If fewer than the required number of sources are solicited, the reasons shall be documented.   
 
  
Unsealed Proposals  (Over $5,000 to VPPA limit) 
  
• The Town may obtain required goods or services using an informal Request for Proposal up to 

the small purchase limits set in the VPPA.   
• A written determination for the use of competitive negotiation is not required for unsealed or 

informal RFPs.  
• The solicitation should include a cover sheet, a general description of what is being sought, the 

factors and weights to be used in evaluation, the Town’s General Terms and Conditions (either 
in full or by reference), and any special terms and conditions including unique capabilities or 
qualifications that will be required.    

• Offers may be opened and evaluated upon receipt.  All responses must be received at the 
designated location by the date and hour stated in the solicitation. 

• In lieu of an evaluation committee, the buyer or end user may solely evaluate and rank offers.  
Upon completion of the evaluation, negotiations shall be conducted with the offerors selected. 
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X. Large Purchases (Over VPPA limits) 
 
In this section VPPA Limit shall be defined as the threshold amount requiring competitive negotiation 
set in the VPPA. 

Cooperative Procurement 
Cooperative procurement is available to the Town if a good or service has been procured by another 
public body with the stated intention that the procurement is to be shared cooperatively with other 
public bodies.  The Cooperative Procurement form must be completed by the Department Head and 
signed by both the Department Head and the Town Manager verifying the cooperative procurement.  
The form must be attached to the Request for Purchase Order or the Request for Payment form. 

Competitive Sealed Bidding (IFB) 
 
Competitive sealed bidding is the preferred method for acquiring goods, printing, capital outlay 
construction and non-professional services for public use when the estimated cost is over the VPPA 
limit. 
 

• The goods or service to be procured when using this method must be capable of being 
described so that bids submitted by potential contractors can be evaluated against the 
description in the Invitation for Bids (IFB) and an award made to the lowest responsive and 
responsible bidder. 

• When the terms and conditions of multiple awards are so provided in the Invitation for Bids, 
awards may be made to more than one bidder.  

• Competitive sealed bidding includes the issuance of a written IFB containing the specifications 
or scope of work/purchase description and the contractual terms and conditions applicable to 
the procurement.  

• The terms or conditions of the solicitation must include how the Town will publicly post the 
notice of the award or make the announcement of the decision to award the contract.  

• IFBs must describe the requirements accurately and completely.  Unnecessarily restrictive 
specifications or terms and conditions that unduly limit competition must be avoided.  

• In addition to the public notice, bids are to be solicited directly from potential bidders.  Any 
such direct solicitations shall include businesses selected from a list made available by the 
Department of Minority Business Enterprise.   

• In the competitive sealed bid process, bids are publicly opened and read aloud. The bids are 
evaluated based upon the requirements set forth in the IFB (if multiple awards are so provided 
in the solicitation, awards may be made to the lowest responsive and responsible bidders).   

 

Preparation and Issuance of IFBs 
 
Format:  

• Prepare the IFB using the above guidelines.   
• Establish a due date and time that will allow sufficient time for potential bidders to seek 

clarification and for the issuance of an addendum, if necessary.   
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• The due date shall not be less than 10 days from the issue date of the IFB. 
 
Scope: 

• Specify in detail the materials, equipment, and supplies to be furnished or the scope of work to 
be performed by the contractor, including or incorporating by reference the specifications, 
drawings and contractual terms and conditions applicable to the procurement. 

 
Conferences/Site visits: 

• All prebid conferences and/or site visits shall be mentioned in both the IFB and any 
advertisement.   

• If attendance at such a conference or site visit is a prerequisite for bidding, the public notice 
period shall be long enough to provide adequate opportunity for potential bidders to obtain a 
copy of the IFB and attend.   

• Any changes in the requirements of the solicitation must be made by written addendum.  
• The due date for receipt of bids should not be less than 10 days after the issue date of the 

addendum. 
 
Sources:  

• Solicit at least six (6) valid sources, including a minority or women-owned businesses, if 
available. 

• If fewer than the required number of sources are solicited, the reasons must be documented in 
writing and placed in the purchase file. 

 

Sealed Bids  

Receipt, Opening, Evaluation, and Award: 
 
Receipt:  

• Bids shall be received until the date and time specified in the IFB.  
• Bids are then publicly opened and read aloud. 
• Late bids shall not be considered.   

 
Opening:   

• After bid opening, each bid is evaluated to determine if it is responsive to the IFB.  
• The responsive bids are then evaluated according to the criteria and/or evaluation procedure 

described in the IFB to determine which is the lowest bid. 
 
Evaluation:  

• The lowest responsive bidder is then evaluated to determine if the firm is responsible. 
 
Award:   

• The contract is awarded to the lowest responsive and responsible bidder. 
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Competitive Negotiation (RFP) 
 
General: 

• The Town shall use competitive negotiation for the procurement of all professional services 
estimated over the VPPA limit.  

• Competitive negotiation may be the procurement method used for goods and nonprofessional 
services when it is not practicable or fiscally advantageous to use competitive sealed bidding. 

 

Preparation and Issuance of a Request for Proposal (RFP): 
 

• A written RFP is issued to describe in general terms that which is to be procured.   
• The RFP must specify and list the specific requirements to be addressed by the offerors that 

will be used in evaluating the proposals and will contain other applicable contractual terms and 
conditions, including any unique capabilities or qualifications required of the contractor.   

• When the terms and conditions of multiple awards are so provided in the RFP, awards may be 
made to more than one offeror.   

• The terms or conditions of the RFP must state the manner in which public notice of the award 
or the announcement of the decision to award shall be given by the public body.  

 
Format: 
 

• Establish a proposal submission due date and time which provide sufficient time for potential 
offerors to develop a proposal.   

• The minimum time period is ten (10) days from issue date of the RFP.   
• The time period used may be greater than the required ten (10) days based on the complexity of 

the requirement and whether or not a preproposal conference is required. 
 
Sources: 
 

• RFPs shall be sent to at least six (6) valid sources, including a minority or women-owned 
businesses, if available.   

• If fewer than the required number of sources are solicited, the reasons must be stated in writing 
and placed in the purchase file. 

 
Proposal Conferences: 
 

• All preproposal conferences or site visits must be mentioned in the RFP and any advertisement 
of it.  

• If attendance at such a conference or site visit is a prerequisite for submitting a proposal, the 
public notice period must be at least ten (10) days after issuance to provide adequate 
opportunity for potential offerors to obtain a copy of the RFP and attend.   
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Sealed Proposals  (RFPs)  

Receipt and Evaluation 
 
Opening: 
 

• Public openings of proposals are not required.   
• If a public opening is held, the names of the individuals, or the names of firms submitting 

proposals in a timely manner, is the only information read aloud and made available to the 
offerors and general public.   

 
Evaluation: 

• The proposals are evaluated by the buyer, contracting officer, or an evaluation team.   
• As an option, evaluators may request presentations or discussions with offerors, as necessary, 

to clarify material in the offerors proposals, to help determine those fully qualified and best 
suited.   

• Proposals are then evaluated on the basis of  the criteria set forth in the RFP, using the scoring 
weights previously determined.  

• All RFP responses are to be evaluated.   
• Proposals not meeting requirements should be scored lower.  
• Only bids in response to an IFB may be determined to be nonresponsive.   
• Offerors may be given an opportunity to correct a deficiency in their proposals, within an 

appropriate period of time, as determined by the purchasing office.  
• Offerors who fail to submit required documentation  or  meet  mandatory  requirements, in  

such  time, for  evaluation  purposes  may  be eliminated from further consideration.   
• Two or more offerors determined to be fully qualified and best suited are then selected for 

negotiation.  
• Price is considered, but need not be the sole determining factor. 

 
During the evaluation phase it may be determined that only one offeror is fully qualified, or that one 
offeror is CLEARLY more highly qualified than the others under consideration.  A written 
determination shall be prepared and retained in the contract file to document the meaningful and 
convincing facts supporting the decision for selecting only one offeror and negotiating with that 
offeror.  The determination shall be signed by the Town Manager. 
 
Negotiation and Award. 
 

• Negotiations are conducted with each of the offerors so selected.   
• Negotiation allows modification of proposals, including price.   
• Offers and counter offers may be made as many times with each offeror as is necessary to 

secure a reasonable contract.  
• After negotiations have been conducted with each of the selected offerors, the Town selects the 

offeror which, in its opinion, has made the best proposal.  
• In all cases, written confirmation shall be obtained from the offeror on any modifications of the 

original proposal.   
• Once an Intent to Award notice is posted, no further negotiation shall be conducted. 
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The Town may cancel a RFP, or reject proposals at any time prior to making an award. 
 
The award documents shall incorporate, by reference, the terms and conditions of the RFP and the 
contractor’s proposal, together with all written modifications thereof.  
 

Sole Source Procurement 
 
Definition:   
A sole source procurement is authorized when there is only one source practicably available for the 
goods or services required.  Competition is not available in a sole source situation; thus distinguishing 
it from a proprietary purchase where the product required is restricted to the manufacturer(s) 
stipulated, but is sold through distributors and competition between them can be obtained.  Sole source 
justification based solely on a single vendor’s capability to deliver in the least amount of time is not 
appropriate since availability alone is not a valid basis for determining a sole source procurement. For 
sole source requirements exceeding $5,000, a written quotation must be obtained from the vendor. 
 
Approval for Sole Source Procurements up to the VPPA limit: 
 

• All sole source procurements for goods and services up to the VPPA limit must be approved in 
advance by the Town Manager or designee, which shall be the chief purchasing officer. The 
Sole Source Procurement form must be completed by Department Head and signed by both the 
Department Head and the Town Manager.  The form attached to the Request for Payment form 
or Purchase Order Request form. 

• The written determination documenting that there is only one source practicably available for 
that which is to be procured, must be included in the procurement file.   

• In addition, a memorandum must be attached to the request which addresses the four points 
shown in the next section.  The writing shall document the basis for the determination, which 
should include any market analysis conducted in order to ensure that the good or service 
required was practicably available from only one source.  
 

Approval for Sole Source Procurements Over the VPPA limit: 
 

• All sole source procurements for goods and services over the small purchase limits set by the 
VPPA must be approved by the Town Manager prior to commencement of the actual 
procurement. The Sole Source Procurement form must be completed by Department Head and 
signed by both the Department Head and the Town Manager.  The form attached to the Request 
for Payment form or Purchase Order Request form.   A memorandum must accompany the 
request, which addresses the following four points: 

 
1. Explain why this is the only product or service that can meet the needs of of the town. 
2. Explain why this vendor is the only practicably available source from which to obtain this 

product or service. 
3. Explain why the price is considered reasonable. 
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4. Describe the efforts that were made to conduct a noncompetitive negotiation to get the best 
possible price for the taxpayers. 

 
 
 
 
Negotiating and Award: 
 
A contract shall be negotiated and awarded without competitive sealed bidding or competitive 
negotiation.  In making sole source procurement, it is the buyer’s or contracting officer’s responsibility 
to negotiate a contract that is in the best interest of the Town. 
 
Price Reasonableness Determination: 
 
The buyer or contracting officer should carefully research the good or service and determine what is a 
fair and reasonable price. 
  
Posting Requirements.:  
 
For sole source procurements over $50,000 public award notices may be posted in the Town Office. 
 
Award Document:   
 
The Town must issue an award document (PO or contract) for sole source purchases. When a quote has 
been obtained from the vendor and no further negotiations are needed, a purchase order is acceptable.  
 

Emergency Procurement 
 
General: 
 

• An emergency is an occurrence of a serious and urgent nature that demands immediate action.   
• Emergency procedures may be used to purchase only that which is necessary to cover the 

requirements of the emergency.   
• Subsequent requirements shall be obtained using normal purchasing procedures.   
• The potential loss of funds at the end of a fiscal year is not considered an emergency. 

 
Types of Emergency Procurements: 
 

• The nature of the emergency will determine what pre-award action may be taken. 
• For an emergency purchase required to protect personal safety or property, efforts should be 

directed to finding a source and directing the contractor to proceed; however, such procurement 
shall be made with such competition as is practicable under the circumstances. 

• For other types of emergencies, competition should also be sought to the maximum extent 
practicable.   
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Award of Emergency Procurements:  
 

• The Town must prepare a confirming contract or purchase order, as soon as practicable, after 
directing the contractor to proceed.   

• Care should be taken to include in detail any agreements, including price, that were made orally 
with the contractor. 

• Prepare a written determination for signature by the Town Manager or designated 
representative indicating the nature of the emergency, the reason for selection of the particular 
contractor and include such determination with the file.  

• The Emergency Procurement Justification form must be completed by the Department Head 
and signed by both the Department Head and the Town Manager.  The form must be attached 
to the Request for Payment form. 

 

XII. Contract Administration 
 
General:  
 
Contract administration begins after award of the contract. Its purpose is to assure that the contractor’s 
and Town's total performance is in accordance with the terms and conditions of the contractual 
agreement.  The integrity of the public purchasing system demands that goods or services be furnished, 
received, invoiced and paid as specified in the contract.  
 
Contract Administrator: 
 

• The administrator should be the end user of the contract or one who has a vested interest in the 
procurement who will be responsible for the proper adherence to all contract specifications by 
the contractor.  

• Contract administration shall be delegated by the buyer designating a specific individual or 
position, highlighting important aspects of the contract, and distinguishing between the 
administrator’s authority and that which must remain a function of the purchasing office.   

 
Procurement Records:  
 

• A complete file should be maintained in the Town Office for each purchase transaction, 
containing all the information necessary to understand the why, who, what, when, where and 
how of the transaction.   

• Generally, records are open to the public in accordance with the Virginia Freedom of 
Information Act and should be made available for review after the award has been made.  
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Bill Payment Policy 
 
The Department Head’s signature will be required on the Request for Payment forms before 
processing.  The Town Treasurer shall make payment in full (unless an alternate payment plan has 
been agreed upon) for all goods delivered or services rendered within thirty days of receipt of the bill. 
 
Department heads shall submit bills for payment by the fifth and twentieth of each month. 
 
No goods or services shall be deemed received until such goods are completely delivered and found 
acceptable by the department head. For purposes of determining whether or not payment was made in 
accordance with this policy, payment in full shall be considered to be made on the date the check for 
payment was mailed or otherwise transmitted. 
 
When a bill submitted to the Town of Berryville is incorrect or when there is a defect or impropriety in 
a bill submitted, the respective department head shall notify the creditor in writing prior to the date on 
which payment in full is due. The notice shall contain a description of the defect or impropriety and 
any other additional information to enable the creditor to correct the bill. Upon receiving a corrected 
bill, the Town of Berryville shall make payment in full on or before the thirtieth calendar day after 
receipt of the corrected bill. 
 
The Treasurer, Town Manager and a designated member of Town Council shall review bills submitted 
for payment before payment is made. Bill payments will be processed at least twice a month. 
 
A register of all checks issued each month shall be presented to Town Council. 

Contract Renewal and Extension 
Renewal: 
 

• A term contract may contain a renewal clause describing the conditions under which it may be 
renewed for a stipulated period of time.  

• However, no contract may be renewed and no additional consideration may be paid unless 
specifically provided for in the original contract.    

• Price increases should not be given automatically at renewal.  
• It is the responsibility of the contractor to request a price increase, if desired, up to the amount 

authorized by the index referenced in the contract.  The Town may then negotiate the amount 
of the increase up to the indexed amount. 

 
Extension:   
 
The town may extend the term of an existing contract for services to allow completion of any work 
undertaken but not completed during the original term of the contract.  No additional consideration 
exceeding the contracted price may be paid to the contractor.  Also, in exceptional or extenuating 
circumstances a contract may be extended by mutual consent for a limited period of time, not to exceed 
six (6) months.  This action should be taken in writing prior to the expiration of the current contract. 
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Vendor Performance  
 
Default.  A contractor is considered in default if he or she fails to perform in accordance with the 
terms and conditions of the contract. 
 
If it is determined that a contractor is in default, a Complaint to Vendor form (Form CA-1) should be 
issued and distributed followed by a “Notice to Cure” if unacceptable vendor response, resolution, or 
action is received.  A cure letter may also be issued at the same time as the Complaint to Vendor form.   
 
Vendor Performance Complaints.  Complaints and/or discrepancies on vendor performance should 
be reported as they occur using the Complaint to Vendor Form (Form CA-1).   Vendors are required to 
respond to the Town within ten days. Failure to do so may result in removal from the Vendors List.  
 
Notice to Cure.  A Cure letter is used when a contractor has failed to perform or deliver as 
substantiated by a Complaint to Vendor form.  It provides the contractor a period of time to correct or 
“cure” the deficiency and places the contractor on notice as to the consequences for failure to take the 
required corrective action. The notice may be given either orally or in writing advising the contractor 
that non delivery or non-conformance is a breach of a contract and, if the deficiency is not corrected 
within a stated number of days, the Town will terminate the contract for default and hold the contractor 
liable for any excess costs. 
 
Termination for Default and Re-procurement Costs.  Upon the expiration of the time period stated 
in the “Notice to Cure,” if a satisfactory resolution has not been reached, send the contractor a 
Termination for Default letter and take repurchase action.  This letter states that the contract is being 
terminated for default and that when the Town repurchases the goods or services, any additional cost 
will be billed to the Vendor in default.  If the repurchase results in increased costs to the Town, a letter 
shall be sent to the delinquent contractor demanding payment of the excess costs. Until the excess 
repayment costs have been received, the contractor shall be removed from the Vendors List.  If 
repayment has not been made by the end of the specified period of time, subsequent collection action 
shall be taken in accordance with the Town’s collections procedures.  
 
Debarment.  In addition to the above default procedures, concurrent action to have the defaulted 
contractor debarred shall be initiated by sending a letter to the Town Manager recommending 
debarment and providing all the pertinent facts to support that recommendation.  Debarment means 
action taken by the Town Manager to exclude individuals or firms from contracting with the Town. 
Debarment does not relieve the contractor of responsibility for existing obligations. 
 
 

XIII. Employee Responsibility 
 
Employees shall follow the Town Procurement Policy as written.  Violation of the Policy will subject 
an employee to disciplinary action up to and including termination, depending upon the severity and 
number of said violations.
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Attachment A - Virginia Public Procurement Act 
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Title 2.2 

Administration of Government 
-- 

Subtitle II. 
Administration of State Government 

-- 
Part B 

Transaction of Public Business 
-- 

CHAPTER 43 
Virginia Public Procurement Act 

 
 

Article 1. 
General Provisions 

 
§ 2.2-4300. Short title; purpose; declaration of intent.  
 
A.  This chapter may be cited as the Virginia Public Procurement Act. 
 
B. The purpose of this chapter is to enunciate the public policies pertaining to 

governmental procurement from nongovernmental sources, to include governmental procurement 
that may or may not result in monetary consideration for either party. This chapter shall apply 
whether the consideration is monetary or nonmonetary and regardless of whether the public body, 
the contractor, or some third party is providing the consideration. 

 
C.  To the end that public bodies in the Commonwealth obtain high quality goods and 

services at reasonable cost, that all procurement procedures be conducted in a fair and impartial 
manner with avoidance of any impropriety or appearance of impropriety, that all qualified vendors 
have access to public business and that no offeror be arbitrarily or capriciously excluded, it is the 
intent of the General Assembly that competition be sought to the maximum feasible degree, that 
procurement procedures involve openness and administrative efficiency, that individual public 
bodies enjoy broad flexibility in fashioning details of such competition, that the rules governing 
contract awards be made clear in advance of the competition, that specifications reflect the 
procurement needs of the purchasing body rather than being drawn to favor a particular vendor, and 
that the purchaser and vendor freely exchange information concerning what is sought to be 
procured and what is offered. Public bodies may consider best value concepts when procuring 
goods and nonprofessional services, but not construction or professional services. The criteria, 
factors, and basis for consideration of best value and the process for the consideration of best value 
shall be as stated in the procurement solicitation. 

 
§ 2.2-4301.  Definitions. 
 
As used in this chapter: 
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‘‘Affiliate’’ means an individual or business that controls, is controlled by, or is under 
common control with another individual or business. A person controls an entity if the person 
owns, directly or indirectly, more than 10 percent of the voting securities of the entity. For the 
purposes of this definition ‘‘voting security’’ means a security that (i) confers upon the holder the 
right to vote for the election of members of the board of directors or similar governing body 
of the business or (ii) is convertible into, or entitles the holder to receive, upon its exercise, a 
security that confers such a right to vote. A general partnership interest shall be deemed to be a 
voting security. 

 
“Best value” as predetermined in the solicitation, means the overall combination of quality, 

price, and various elements of required services that in total are optimal relative to a public body’s 
needs. 

 
‘‘Business” means any type of corporation, partnership, limited liability company, 

association, or sole proprietorship operated for profit. 
 
‘‘Competitive negotiation’’ is the method of contractor selection set forth in § 2.2-4302.2. 
 
‘‘Competitive sealed bidding’’ is the method of contractor selection set forth in § 2.2-

4302.1. 
 
‘‘Construction’’ means building, altering, repairing, improving or demolishing any 

structure, building or highway, and any draining, dredging, excavation, grading or similar work 
upon real property. 

 
‘‘Construction management contract’’ means a contract in which a party is retained by 

the owner to coordinate and administer contracts for construction services for the benefit of the 
owner, and may also include, if provided in the contract, the furnishing of construction services to 
the owner. 

 
‘‘Design-build contract’’ means a contract between a public body and another party in 

which the party contracting with the public body agrees to both design and build the structure, 
roadway or other item specified in the contract. 

 
‘‘Employment services organization’’ means an organization that provides employment 

services to individuals with disabilities that is an approved Commission on the Accreditation of 
Rehabilitation Facilities (CARF) accredited vendor of the Department for Aging and Rehabilitative 
Services. 

 
‘‘Goods’’ means all material, equipment, supplies, printing, and automated data processing 

hardware and software. 
 
‘‘Informality’’ means a minor defect or variation of a bid or proposal from the exact 

requirements of the Invitation to Bid, or the Request for Proposal, which does not affect the price, 
quality, quantity or delivery schedule for the goods, services or construction being procured. 
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‘‘Job order contracting’’ means a method of procuring construction by establishing a 
book of unit prices and then obtaining a contractor to perform work as needed using the prices, 
quantities, and specifications in the book as the basis of its pricing. The contractor may be selected 
through either competitive sealed bidding or competitive negotiation depending on the needs of the 
public body procuring the construction services. A minimum amount of work may be specified in 
the contract. The contract term and the project amount shall not exceed the limitations specified in 
§ 2.2-4303 or 2.2-4303.2.  

 
‘‘Multiphase professional services contract’’ means a contract for the providing of 

professional services where the total scope of work of the second or subsequent phase of the 
contract cannot be specified without the results of the first or prior phase of the contract. 

 
‘‘Nonprofessional services’’ means any services not specifically identified as professional 

services in the definition of professional services. 
 
‘‘Potential bidder or offeror,’’ for the purposes of §§ 2.2-4360 and 2.2-4364, means a 

person who, at the time a public body negotiates and awards or proposes to award a contract, is 
engaged in the sale or lease of goods, or the sale of services, insurance or construction, of the type 
to be procured under the contract, and who at such time is eligible and qualified in all respects to 
perform that contract, and who would have been eligible and qualified to submit a bid or proposal 
had the contract been procured through competitive sealed bidding or competitive negotiation. 

 
‘‘Professional services’’ means work performed by an independent contractor within the 

scope of the practice of accounting, actuarial services, architecture, land surveying, landscape 
architecture, law, dentistry, medicine, optometry, pharmacy or professional engineering. 
‘‘Professional services’’ shall also include the services of an economist procured by the State 
Corporation Commission. 

 
‘‘Public body’’  means any legislative, executive or judicial body, agency, office, 

department, authority, post, commission, committee, institution, board or political subdivision 
created by law to exercise some sovereign power or to perform some governmental duty, and 
empowered by law to undertake the activities described in this chapter. ‘‘Public body’’ shall 
include (i) any independent agency of the Commonwealth, and (ii) any metropolitan planning 
organization or planning district commission which operates exclusively within the Commonwealth 
of Virginia. 

 
‘‘Public contract’’ means an agreement between a public body and a nongovernmental 

source that is enforceable in a court of law. 
 
‘‘Responsible bidder’’ or ‘‘offeror’’ means a person who has the capability, in all respects, 

to perform fully the contract requirements and the moral and business integrity and reliability that 
will assure good faith performance, and who has been prequalified, if required. 

 
‘‘Responsive bidder’’ means a person who has submitted a bid that conforms in all material 

respects to the Invitation to Bid. 
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‘‘Reverse auctioning’’ means a procurement method wherein bidders are invited to bid on 
specified goods or nonprofessional services through real-time electronic bidding, with the award 
being made to the lowest responsive and responsible bidder. During the bidding process, bidders’ 
prices are revealed and bidders shall have the opportunity to modify their bid prices for the 
duration of the time period established for bid opening. 

 
‘‘Services’’  means any work performed by an independent contractor wherein the service 

rendered does not consist primarily of acquisition of equipment or materials, or the rental of 
equipment, materials and supplies. 

 
§ 2.2-4302. Implementation.  
 
This chapter may be implemented by ordinances, resolutions or regulations consistent with 

this chapter and with the provisions of other applicable law promulgated by any public body 
empowered by law to undertake the activities described in this chapter. Any such public body may 
act by and through its duly designated or authorized officers or employees. 

 
§ 2.2-4302.1. Process for competitive sealed bidding. 
 
The process for competitive sealed bidding shall include the following: 
 
1. Issuance of a written Invitation to Bid containing or incorporating by reference the 

specifications and contractual terms and conditions applicable to the procurement. Unless the 
public body has provided for prequalification of bidders, the Invitation to Bid shall include a 
statement of any requisite qualifications of potential contractors. No Invitation to Bid for 
construction services shall condition a successful bidder's eligibility on having a specified 
experience modification factor. When it is impractical to prepare initially a purchase description to 
support an award based on prices, an Invitation to Bid may be issued requesting the submission of 
unpriced offers to be followed by an Invitation to Bid limited to those bidders whose offers have 
been qualified under the criteria set forth in the first solicitation; 

 
2. Public notice of the Invitation to Bid at least 10 days prior to the date set for receipt of 

bids by posting on the Department of General Services’ central electronic procurement website or 
other appropriate websites. In addition, public bodies may publish in a newspaper of general 
circulation. Posting on the Department of General Services’ central electronic procurement website 
shall be required of any state public body. Local public bodies are encouraged to utilize the 
Department of General Services’ central electronic procurement website to provide the public with 
centralized visibility and access to the Commonwealth’s procurement opportunities. In addition, 
bids may be solicited directly from potential contractors. Any additional solicitations shall include 
certified businesses selected from a list made available by the Department of Small Business and 
Supplier Diversity; 

 
3. Public opening and announcement of all bids received; 
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4. Evaluation of bids based upon the requirements set forth in the Invitation to Bid, which 
may include special qualifications of potential contractors, life-cycle costing, value analysis, and 
any other criteria such as inspection, testing, quality, workmanship, delivery, and suitability for a 
particular purpose, which are helpful in determining acceptability; and 

 
5. Award to the lowest responsive and responsible bidder. When the terms and conditions of 

multiple awards are so provided in the Invitation to Bid, awards may be made to more than one 
bidder. 

 
For the purposes of subdivision 1, "experience modification factor" means a value assigned 

to an employer as determined by a rate service organization in accordance with its uniform 
experience rating plan required to be filed pursuant to subsection D of § 38.2-1913. 

 
§ 2.2-4302.2. Process for competitive negotiation. 
 
A.  The process for competitive negotiation shall include the following: 
 
1. Issuance of a written Request for Proposal indicating in general terms that which is 

sought to be procured, specifying the factors that will be used in evaluating the proposal, indicating 
whether a numerical scoring system will be used in evaluation of the proposal, and containing or 
incorporating by reference the other applicable contractual terms and conditions, including any 
unique capabilities, specifications or qualifications that will be required. In the event that a 
numerical scoring system will be used in the evaluation of proposals, the point values assigned to 
each of the evaluation criteria shall be included in the Request for Proposal or posted at the location 
designated for public posting of procurement notices prior to the due date and time for receiving 
proposals. No Request for Proposal for construction authorized by this chapter shall condition a 
successful offeror's eligibility on having a specified experience modification factor; 

 
2. Public notice of the Request for Proposal at least 10 days prior to the date set for receipt 

of proposals by posting on the Department of General Services’ central electronic procurement 
website or other appropriate websites. Additionally, public bodies shall publish in a newspaper of 
general circulation in the area in which the contract is to be performed so as to provide reasonable 
notice to the maximum number of offerors that can be reasonably anticipated to submit proposals 
in response to the particular request. Posting on the Department of General Services’ central 
electronic procurement website shall be required of any state public body. Local public bodies are 
encouraged to utilize the Department of General Services’ central electronic procurement website 
to provide the public with centralized visibility and access to the Commonwealth’s procurement 
opportunities. In addition, proposals may be solicited directly from potential contractors. Any 
additional solicitations shall include certified businesses selected from a list made available by the 
Department of Small Business and Supplier Diversity; and 
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3. For goods, nonprofessional services, and insurance, selection shall be made of two or 

more offerors deemed to be fully qualified and best suited among those submitting proposals, on 
the basis of the factors involved in the Request for Proposal, including price if so stated in the 
Request for Proposal. In the case of a proposal for information technology, as defined in § 2.2-
2006, a public body shall not require an offeror to state in a proposal any exception to any liability 
provisions contained in the Request for Proposal. Negotiations shall then be conducted with each of 
the offerors so selected. The offeror shall state any exception to any liability provisions contained 
in the Request for Proposal in writing at the beginning of negotiations, and such exceptions shall be 
considered during negotiation. Price shall be considered, but need not be the sole or primary 
determining factor. After negotiations have been conducted with each offeror so selected, the 
public body shall select the offeror which, in its opinion, has made the best proposal and provides 
the best value, and shall award the contract to that offeror. When the terms and conditions of 
multiple awards are so provided in the Request for Proposal, awards may be made to more than one 
offeror. Should the public body determine in writing and in its sole discretion that only one offeror 
is fully qualified, or that one offeror is clearly more highly qualified than the others under 
consideration, a contract may be negotiated and awarded to that offeror; or 

 
4. For professional services, the public body shall engage in individual discussions with two 

or more offerors deemed fully qualified, responsible and suitable on the basis of initial responses 
and with emphasis on professional competence, to provide the required services. Repetitive 
informal interviews shall be permissible. The offerors shall be encouraged to elaborate on their 
qualifications and performance data or staff expertise pertinent to the proposed project, as well as 
alternative concepts. In addition, offerors shall be informed of any ranking criteria that will be used 
by the public body in addition to the review of the professional competence of the offeror. The 
Request for Proposal shall not, however, request that offerors furnish estimates of man-hours or 
cost for services. At the discussion stage, the public body may discuss nonbinding estimates of total 
project costs, including, but not limited to, life-cycle costing, and where appropriate, nonbinding 
estimates of price for services. In accordance with § 2.2-4342, proprietary information from 
competing offerors shall not be disclosed to the public or to competitors. For architectural or 
engineering services, the public body shall not request or require offerors to list any exceptions to 
proposed contractual terms and conditions, unless such terms and conditions are required by 
statute, regulation, ordinance, or standards developed pursuant to § 2.2-1132, until after the 
qualified offerors are ranked for negotiations. At the conclusion of discussion, outlined in this 
subdivision, on the basis of evaluation factors published in the Request for Proposal and all 
information developed in the selection process to this point, the public body shall select in the order 
of preference two or more offerors whose professional qualifications and proposed services are 
deemed most meritorious. 

 
Negotiations shall then be conducted, beginning with the offeror ranked first. If a contract 

satisfactory and advantageous to the public body can be negotiated at a price considered fair and 
reasonable and pursuant to contractual terms and conditions acceptable to the public body, the 
award shall be made to that offeror. Otherwise, negotiations with the offeror ranked first shall be 
formally terminated and negotiations conducted with the offeror ranked second, and so on until 
such a contract can be negotiated at a fair and reasonable price. 
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Notwithstanding the foregoing, if the terms and conditions for multiple awards are included 
in the Request for Proposal, a public body may award contracts to more than one offeror. 

 
Should the public body determine in writing and in its sole discretion that only one offeror 

is fully qualified or that one offeror is clearly more highly qualified and suitable than the others 
under consideration, a contract may be negotiated and awarded to that offeror. 

 
B.  Multiphase professional services contracts satisfactory and advantageous to the 

completion of large, phased, or long-term projects may be negotiated and awarded based on a fair 
and reasonable price for the first phase only, where the completion of the earlier phases is necessary 
to provide information critical to the negotiation of a fair and reasonable price for succeeding 
phases. Prior to entering into any such contract, the public body shall (i) state the anticipated 
intended total scope of the project and (ii) determine in writing that the nature of the work is such 
that the best interests of the public body require awarding the contract. 

 
For the purposes of subdivision A 1, "experience modification factor" means a value 

assigned to an employer as determined by a rate service organization in accordance with its 
uniform experience rating plan required to be filed pursuant to subsection D of § 38.2-1913. 

 
 

Article 2. 
Contract Formation and Administration 

 
§ 2.2-4303. Methods of procurement. 
 
A.  All public contracts with nongovernmental contractors for the purchase or lease of 

goods, or for the purchase of services, insurance, or construction, shall be awarded after 
competitive sealed bidding, or competitive negotiation as provided in this section, unless otherwise 
authorized by law. 

 
B.  Professional services shall be procured by competitive negotiation. 
 
C.  Upon a written determination made in advance by (i) the Governor or his designee 

in the case of a procurement by the Commonwealth or by a department, agency or institution 
thereof or (ii) the local governing body in the case of a procurement by a political subdivision of 
the Commonwealth, that competitive negotiation is either not practicable or not fiscally 
advantageous, insurance may be procured through a licensed agent or broker selected in the manner 
provided for the procurement of things other than professional services set forth in § 2.2-4302.2. 
The basis for this determination shall be documented in writing. 

 
D.  Construction may be procured only by competitive sealed bidding, except that 

competitive negotiation may be used in the following instances upon a determination made in 
advance by the public body and set forth in writing that competitive sealed bidding is either not 
practicable or not fiscally advantageous to the public, which writing shall document the basis for 
this determination: 
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1. By the Commonwealth, its departments, agencies and institutions on a fixed price design-
build basis or construction management basis under § 2.2-4306; 

 
2. By any public body for the construction of highways and any draining, dredging, 

excavation, grading or similar work upon real property; 
 
3. By any governing body of a locality with a population in excess of 100,000, provided 

that the locality has the personnel, procedures, and expertise to enter into a contract for construction 
on a fixed price or not-to-exceed price design-build or construction management basis and shall 
otherwise be in compliance with the provisions of this section, § 2.2-4308, and other applicable law 
governing design-build or construction management contracts for public bodies other than the 
Commonwealth. The procedures of the local governing body shall be consistent with the two-step 
competitive negotiation process established in § 2.2-4302.2; or 

 
4. As otherwise provided in § 2.2-4308. 
 
E.  Upon a determination in writing that there is only one source practicably available 

for that which is to be procured, a contract may be negotiated and awarded to that source without 
competitive sealed bidding or competitive negotiation. The writing shall document the basis for this 
determination. The public body shall issue a written notice stating that only one source was 
determined to be practicably available, and identifying that which is being procured, the contractor 
selected, and the date on which the contract was or will be awarded. This notice shall be posted on 
the Department of General Services’ central electronic procurement website or other appropriate 
websites, and in addition, public bodies may publish in a newspaper of general circulation on the 
day the public body awards or announces its decision to award the contract, whichever occurs first. 
Posting on the Department of General Services’ central electronic procurement website shall be 
required of any state public body. Local public bodies are encouraged to utilize the Department of 
General Services’ central electronic procurement website to provide the public with centralized 
visibility and access to the Commonwealth’s procurement opportunities. 

 
F.  In case of emergency, a contract may be awarded without competitive sealed 

bidding or competitive negotiation; however, such procurement shall be made with such 
competition as is practicable under the circumstances. A written determination of the basis for the 
emergency and for the selection of the particular contractor shall be included in the contract file. 
The public body shall issue a written notice stating that the contract is being awarded on an 
emergency basis, and identifying that which is being procured, the contractor selected, and the date 
on which the contract was or will be awarded. This notice shall be posted on the Department of 
General Services’ central electronic procurement website or other appropriate websites, and in 
addition, public bodies may publish in a newspaper of general circulation on the day the public 
body awards or announces its decision to award the contract, whichever occurs first, or as soon 
thereafter as is practicable. Posting on the Department of General Services’ central electronic 
procurement website shall be required of any state public body. Local public bodies are encouraged 
to utilize the Department of General Services’ central electronic procurement website to provide 
the public with centralized visibility and access to the Commonwealth’s procurement opportunities. 
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G.  A public body may establish purchase procedures, if adopted in writing, not 
requiring competitive sealed bids or competitive negotiation for single or term contracts for:  

 
1. Goods and services other than professional services and non-transportation-related 

construction, if the aggregate or the sum of all phases is not expected to exceed $100,000; and  
 
2. Transportation-related construction, if the aggregate or sum of all phases is not expected 

to exceed $25,000. 
 

However, such small purchase procedures shall provide for competition wherever 
practicable.  
 

Such purchase procedures may allow for single or term contracts for professional services 
without requiring competitive negotiation, provided the aggregate or the sum of all phases is not 
expected to exceed $60,000.  
 

Where small purchase procedures are adopted for construction, the procedures shall not 
waive compliance with the Uniform State Building Code. 

 
For state public bodies, purchases under this subsection that are expected to exceed $30,000 

shall require the (a) written informal solicitation of a minimum of four bidders or offerors and (b) 
posting of a public notice on the Department of General Services’ central electronic procurement 
website or other appropriate websites. Posting on the Department of General Services’ central 
electronic procurement website shall be required of any state public body. Local public bodies are 
encouraged to utilize the Department of General Services’ central electronic procurement website 
to provide the public with centralized visibility and access to the Commonwealth’s procurement 
opportunities. 

 
H.  Upon a determination made in advance by a public body and set forth in writing that 

the purchase of goods, products or commodities from a public auction sale is in the best interests of 
the public, such items may be purchased at the auction, including online public auctions. Purchase 
of information technology and telecommunications goods and nonprofessional services from a 
public auction sale shall be permitted by any authority, department, agency, or institution of the 
Commonwealth if approved by the Chief Information Officer of the Commonwealth. The writing 
shall document the basis for this determination. However, bulk purchases of commodities used in 
road and highway construction and maintenance, and aggregates shall not be made by online public 
auctions. 

 
I.  The purchase of goods or nonprofessional services, but not construction or 

professional services, may be made by reverse auctioning. However, bulk purchases of 
commodities used in road and highway construction and maintenance, and aggregates shall not be 
made by reverse auctioning. 

 
  

 

Page 128 of 231



UNOFFICIAL COPY – VIRGINIA PUBLIC PROCUREMENT ACT 
 

10 
 

§ 2.2-4303.1. Architectural and professional engineering term contracting; limitations. 
 
A.  A contract for architectural or professional engineering services relating to multiple 

construction projects may be awarded by a public body, provided (i) the projects require similar 
experience and expertise, (ii) the nature of the projects is clearly identified in the Request for 
Proposal, and (iii) the contract is limited to a term of one year or when the cumulative total project 
fees reach the maximum authorized in this section, whichever occurs first. 

 
Such contracts may be renewable for four additional one-year terms at the option of the 

public body. The fair and reasonable prices as negotiated shall be used in determining the cost of 
each project performed. 

 
B.  The sum of all projects performed in a one-year contract term shall not exceed 

$500,000, except that for: 
 
1. A state agency, as defined in § 2.2-4347, the sum of all projects performed in a one-year 

contract term shall not exceed $1 million; 
 
2. Any locality with a population in excess of 78,000, or any authority, sanitation district, 

metropolitan planning organization, transportation district commission, or planning district 
commission, or any city within Planning District 8, the sum of all projects performed in a one-year 
contract term shall not exceed $6 million and those awarded for any airport as defined in § 5.1-1 
and aviation transportation projects, the sum of all such projects shall not exceed $1.5 million; 

 
3. Architectural and engineering services for rail and public transportation projects by the 

Director of the Department of Rail and Public Transportation, the sum of all projects in a one-year 
contract term shall not exceed $2 million. Such contract may be renewable for two additional one-
year terms at the option of the Director; and 

 
4. Environmental location, design, and inspection work regarding highways and bridges by 

the Commissioner of Highways, the initial contract term shall be limited to two years or when the 
cumulative total project fees reach $5 million, whichever occurs first. Such contract may be 
renewable for two additional one-year terms at the option of the Commissioner, and the sum of all 
projects in each one-year contract term shall not exceed $5 million. 

 
C.  Competitive negotiations for such architectural or professional engineering services 

contracts may result in awards to more than one offeror, provided (i) the Request for Proposal so 
states and (ii) the public body has established procedures for distributing multiple projects among 
the selected contractors during the contract term. Such procedures shall prohibit requiring the 
selected contractors to compete for individual projects based on price. 
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D.  The fee for any single project shall not exceed $100,000; however, for architectural 

or engineering services for airports as defined in § 5.1-1 and aviation transportation projects, the 
project fee of any single project shall not exceed $500,000, except that for: 

 
1. A state agency as defined in § 2.2-4347, the project fee shall not exceed $200,000, as 

may be determined by the Director of the Department of General Services or as otherwise provided 
by the Restructured Higher Education Financial and Administrative Operations Act (§ 23-38.88 et 
seq.); and 

 
2. Any locality with a population in excess of 78,000, or any authority, transportation 

district commission, or sanitation district, or any city within Planning District 8, the project fee 
shall not exceed $2.5 million. 

 
The limitations imposed upon single-project fees pursuant to this subsection shall not apply 

to environmental, location, design, and inspection work regarding highways and bridges by the 
Commissioner of Highways or architectural and engineering services for rail and public 
transportation projects by the Director of the Department of Rail and Public Transportation. 

 
E.  For the purposes of subsection B, any unused amounts from one contract term shall 

not be carried forward to any additional term, except as otherwise provided by the Restructured 
Higher Education Financial and Administrative Operations Act (Effective until October 1, 2016 § 
23-38.88 et seq.) (Effective October 1, 2016 - § 23.1-1000 et seq.). 

 
§ 2.2-4303.2. Job order contracting; limitations. 
 
A.  A job order contract may be awarded by a public body for multiple jobs, provided 

(i) the jobs require similar experience and expertise, (ii) the nature of the jobs is clearly identified in 
the solicitation, and (iii) the contract is limited to a term of one year or when the cumulative total 
project fees reach the maximum authorized in this section, whichever occurs first. Contractors may 
be selected through either competitive sealed bidding or competitive negotiation. 

 
B.  Such contracts may be renewable for two additional one-year terms at the option of 

the public body. The fair and reasonable prices as negotiated shall be used in determining the cost 
of each job performed, and the sum of all jobs performed in a one-year contract term shall not 
exceed $5 million. Individual job orders shall not exceed $500,000. 

 
C.  For the purposes of this section, any unused amounts from one contract term shall 

not be carried forward to any additional term. 
 
D.  Order splitting with the intent of keeping a job order under the maximum dollar 

amounts prescribed in subsection B is prohibited. 
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E.  No public body shall issue or use a job order, under a job order contract, solely for 

the purpose of receiving professional architectural or engineering services that constitute the 
practice of architecture or the practice of engineering as those terms are defined in § 54.1-400. 
However, professional architectural or engineering services may be included on a job order where 
such professional services (i) are incidental and directly related to the job, (ii) do not exceed 
$25,000 per job order, and (iii) do not exceed $75,000 per contract term. F. Job order contracting 
shall not be used for construction, maintenance, or asset management services for a highway, 
bridge, tunnel, or overpass. 

 
§ 2.2-4304. Joint and cooperative procurement. 
 
A.  Any public body may participate in, sponsor, conduct, or administer a joint 

procurement agreement on behalf of or in conjunction with one or more other public bodies, or 
public agencies or institutions or localities of the several states, of the United States or its 
territories, the District of Columbia, the U.S. General Services Administration, or the Metropolitan 
Washington Council of Governments, for the purpose of combining requirements to increase 
efficiency or reduce administrative expenses in any acquisition of goods, services, or construction. 

 
B.  In addition, a public body may purchase from another public body’s contract or 

from the contract of the Metropolitan Washington Council of Governments even if it did not 
participate in the request for proposal or invitation to bid, if the request for proposal or invitation to 
bid specified that the procurement was being conducted on behalf of other public bodies, except 
for: 

1. Contracts for architectural or engineering services; or 
 
2. Construction, except for the installation of artificial turf and track surfaces, including all 

associated and necessary construction, which shall not be subject to the limitations prescribed in 
this subdivision. Nothing in this subdivision shall be construed to prohibit sole source or 
emergency procurements awarded pursuant to subsections E and F of § 2.2-4303. 

 
 In instances where any authority, department, agency, or institution of the Commonwealth 

desires to purchase information technology and telecommunications goods and services from 
another public body’s contract and the procurement was conducted on behalf of other public 
bodies, such purchase shall be permitted if approved by the Chief Information Officer of the 
Commonwealth. Any public body that enters into a cooperative procurement agreement with a 
county, city, or town whose governing body has adopted alternative policies and procedures 
pursuant to subdivisions A 9 and A 10 of § 2.2-4343 shall comply with the alternative policies and 
procedures adopted by the governing body of such county, city, or town. 
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C.  Subject to the provisions of §§ 2.2-1110, 2.2-1111, 2.2-1120 and 2.2-2012, any 

authority, department, agency, or institution of the Commonwealth may participate in, sponsor, 
conduct, or administer a joint procurement arrangement in conjunction with public bodies, private 
health or educational institutions or with public agencies or institutions of the several states, 
territories of the United States, or the District of Columbia, for the purpose of combining 
requirements to effect cost savings or reduce administrative expense in any acquisition of goods 
and services, other than professional services, and construction. 

 
A public body may purchase from any authority, department, agency or institution of the 

Commonwealth’s contract even if it did not participate in the request for proposal or invitation to 
bid, if the request for proposal or invitation to bid specified that the procurement was a cooperative 
procurement being conducted on behalf of other public bodies. In such instances, deviation from 
the procurement procedures set forth in this chapter and the administrative policies and procedures 
established to implement this chapter shall be permitted, if approved by the Director of the Division 
of Purchases and Supply. 

 
Pursuant to § 2.2-2012, such approval is not required if the procurement arrangement is for 

telecommunications and information technology goods and services of every description. In 
instances where the procurement arrangement is for telecommunications and information 
technology goods and services, such arrangement shall be permitted if approved by the Chief 
Information Officer of the Commonwealth. However, such acquisitions shall be procured 
competitively. 

 
Nothing herein shall prohibit the payment by direct or indirect means of any administrative 

fee that will allow for participation in any such arrangement.  
 
D.  As authorized by the United States Congress and consistent with applicable federal 

regulations, and provided the terms of the contract permit such purchases: 
 
1. Any authority, department, agency, or institution of the Commonwealth may purchase 

goods and nonprofessional services, other than telecommunications and information technology, 
from a U.S. General Services Administration contract or a contract awarded by any other agency of 
the U.S. government, upon approval of the director of the Division of Purchases and Supply of the 
Department of General Services; 

 
2. Any authority, department, agency, or institution of the Commonwealth may purchase 

telecommunications and information technology goods and nonprofessional services from a U.S. 
General Services Administration contract or a contract awarded by any other agency of the U.S. 
government, upon approval of the Chief Information Officer of the Commonwealth; and 

 
3. Any county, city, town, or school board may purchase goods and nonprofessional 

services from a U.S. General Services Administration contract or a contract awarded by any other 
agency of the U.S. government. 
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§ 2.2-4305. Competitive procurement by localities on state-aid projects. 
 
No contract for the construction of any building or for an addition to or improvement of an 

existing building by any local governing body or subdivision thereof for which state funds of not 
more than $50,000 in the aggregate or for the sum of all phases of a contract or project either by 
appropriation, grant-in-aid or loan, are used or are to be used for all or part of the cost of 
construction shall be let except after competitive sealed bidding or after competitive negotiation as 
provided under subsection D of § 2.2-4303. The procedure for the advertising for bids or for 
proposals and for letting of the contract shall conform, mutatis mutandis, to this chapter. 

 
§ 2.2-4306. Design-build or construction management contracts for Commonwealth 

authorized. 
 
A.  Notwithstanding any other provisions of law, the Commonwealth may enter into 

contracts on a fixed price design-build basis or construction management basis in accordance with 
the provisions of this section and § 2.2-1502. Procedures to implement this section and any changes 
to such procedures shall be adopted by the Secretary of Administration after a public hearing and 
reviewed by the House Committee on Appropriations and the Senate Committee on Finance. 

 
B.  Procurement of construction by the design-build method shall be a two-step 

competitive negotiation process. In the first step, offerors shall be requested to submit their 
qualifications. Based upon the information submitted and any other relevant information which the 
Commonwealth may obtain, no more than five offerors deemed most suitable for the project shall 
be selected by the Commonwealth and requested to submit proposals. 

 
C.  Design-build contracts may be used by the Commonwealth only for those types of 

construction projects designated in the procedures adopted by the Secretary of Administration to 
implement this section. 

 
§ 2.2-4307. Fixed-price or not-to-exceed-price design-build and construction 

management contracts for juvenile correctional facilities authorized. 
 
Notwithstanding the provisions of § 2.2-4306, but subject to the procedures adopted by the 

Secretary of Administration to implement the provisions of that section, the Commonwealth may 
enter into contracts for juvenile correctional facilities on a fixed-price or not-to-exceed-price 
design-build basis or construction management basis, including related leases, lease/purchase 
contracts, agreements relating to the sale of securities to finance such facilities, and similar 
financing agreements. 
  

 

Page 133 of 231



UNOFFICIAL COPY – VIRGINIA PUBLIC PROCUREMENT ACT 
 

15 
 

 
 
 
§ 2.2-4308. Design-build or construction management contracts for public bodies other 

than the Commonwealth; eligibility requirements; award of contract; records to be kept. 
 
A.  While the competitive sealed bid process remains the preferred method of 

construction procurement for public bodies in the Commonwealth, any public body other than the 
Commonwealth may enter into a contract for construction on a fixed price or not-to-exceed price 
design-build or construction management basis provided the public body complies with the 
requirements of this section and has implemented procedures consistent with the procedures 
adopted by the Secretary of Administration for utilizing design-build or construction management 
contracts. 

 
Prior to making a determination as to the use of design-build or construction management 

for a specific construction project, the public body shall have in its employ or under contract a 
licensed architect or engineer with professional competence appropriate to the project who shall 
advise the public body regarding the use of design-build or construction management for that 
project and who shall assist the public body with the preparation of the Request for Proposal and 
the evaluation of such proposals. 

 
Prior to issuing a Request for Proposal for any design-build or construction management 

contract for a specific construction project, the public body shall:  
 
1. Have adopted, by ordinance or resolution, written procedures governing the selection, 

evaluation and award of design-build and construction management contracts. Such procedures 
shall be consistent with those described in this chapter for the procurement of nonprofessional 
services through competitive negotiation. Such procedures shall also require Requests for Proposals 
to include and define the criteria of such construction project in areas such as site plans; floor plans; 
exterior elevations; basic building envelope materials; fire protection information plans; structural, 
mechanical (HVAC), and electrical systems; and special telecommunications; and may define such 
other requirements as the public body determines appropriate for that particular construction 
project. Such procedures for: 

 
a. Design-build construction projects shall include a two-step competitive 

negotiation process consistent with the standards established by the Division of Engineering 
and Buildings of the Department of General Services for state agencies. 
 

b. Construction management projects shall include selection procedures and 
required construction management contract terms consistent with the procedures as adopted 
by the Secretary of Administration. 
 
2. Have documented in writing that for a specific construction project (i) a design-build or 

construction management contract is more advantageous than a competitive sealed bid construction 
contract; (ii) there is a benefit to the public body by using a design-build or construction 
management contract; and (iii) competitive sealed bidding is not practical or fiscally advantageous. 
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B.  The contract shall be awarded to the fully qualified offeror who submits an 

acceptable proposal determined to be the best value in response to the Request for Proposal. 
 
§ 2.2-4308.1. Purchase of owner-controlled insurance in construction projects. 
 
A.  Notwithstanding any other provision of law to the contrary, a public body may 

purchase at its expense an owner-controlled insurance program in connection with any public 
construction contract where the amount of the contract or combination of contracts is more than 
$100 million, provided that no single contract valued at less than $50 million shall be combined 
pursuant to this section. The public body shall provide notice if it intends to use an owner-
controlled insurance program, including the specific coverages of such program, in any request for 
proposal, invitation to bid, or other applicable procurement documents. 

 
B.  A public body shall not require a provider of architecture or professional 

engineering services to participate in the owner-controlled insurance program, except to the extent 
that the public body may elect to secure excess coverage. No contractor or subcontractor shall be 
required to provide insurance coverage for a construction project if that specified coverage is 
included in an owner-controlled insurance program in which the contractor or subcontractor is 
enrolled. 

 
C.  For the purposes of this section, ‘‘owner-controlled insurance program’’ means a 

consolidated insurance program or series of insurance policies issued to a public body that may 
provide for some or all of the following types of insurance coverage for any contractor or 
subcontractor working on or at a public construction contract or combination of such contracts: 
general liability, property damage, workers’ compensation, employer’s liability, pollution or 
environmental liability, excess or umbrella liability, builder’s risk, and excess or contingent 
professional liability. 

 
§ 2.2-4308.2. Registration and use of federal employment eligibility verification 

program required; debarment. 
 
A.  For purposes of this section, ‘‘E-Verify program’’ means the electronic verification 

of work authorization program of the Illegal Immigration Reform and Immigrant Responsibility 
Act of 1996 (P.L. 104-208), Division C, Title IV, § 403(a), as amended, operated by the U.S. 
Department of Homeland Security, or a successor work authorization program designated by the 
U.S. Department of Homeland Security or other federal agency authorized to verify the work 
authorization status of newly hired employees under the Immigration Reform and Control Act of 
1986 (P.L. 99-603). 

 
B.  Any employer with more than an average of 50 employees for the previous 12 

months entering into a contract in excess of $50,000 with any agency of the Commonwealth to 
perform work or provide services pursuant to such contract shall register and participate in the E-
Verify program to verify information and work authorization of its newly hired employees 
performing work pursuant to such public contract. 
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C.  Any such employer who fails to comply with the provisions of subsection B shall be 
debarred from contracting with any agency of the Commonwealth for a period up to one year. Such 
debarment shall cease upon the employer’s registration and participation in the E-Verify program. 

 
§ 2.2-4309. Modification of the contract. 
 
A.  A public contract may include provisions for modification of the contract during 

performance, but no fixed-price contract may be increased by more than twenty-five percent of the 
amount of the contract or $50,000, whichever is greater, without the advance written approval of 
the Governor or his designee, in the case of state agencies, or the governing body, in the case of 
political subdivisions. In no event may the amount of any contract, without adequate consideration, 
be increased for any purpose, including, but not limited to, relief of an offeror from the 
consequences of an error in its bid or offer. 

 
B.  Any public body may extend the term of an existing contract for services to allow 

completion of any work undertaken but not completed during the original term of the contract. 
 
C.  Nothing in this section shall prevent any public body from placing greater 

restrictions on contract modifications. 
 
D.  The provisions of this section shall not limit the amount a party to a public contract 

may claim or recover against a public body pursuant to § 2.2-4363 or any other applicable statute 
or regulation. Modifications made by a political subdivision that fail to comply with this section are 
voidable at the discretion of the governing body, and the unauthorized approval of a modification 
cannot be the basis of a contractual claim as set forth in § 2.2-4363. 

 
§ 2.2-4310. Discrimination prohibited; participation of small, women-owned, minority-

owned, and service disabled veteran-owned business and employment services organization. 
 
A.  In the solicitation or awarding of contracts, no public body shall discriminate against 

a bidder or offeror because of race, religion, color, sex, national origin, age, disability, status as a 
service disabled veteran, or any other basis prohibited by state law relating to discrimination in 
employment. Whenever solicitations are made, each public body shall include businesses selected 
from a list made available by the Department of Small Business and Supplier Diversity, which list 
shall include all companies and organizations certified by the Department. 

 
B.  All public bodies shall establish programs consistent with this chapter to facilitate 

the participation of small businesses, businesses owned by women, minorities, and service disabled 
veterans, and employment services organizations in procurement transactions. The programs 
established shall be in writing and shall comply with the provisions of any enhancement or 
remedial measures authorized by the Governor pursuant to subsection C or, where applicable, by 
the chief executive of a local governing body pursuant to § 15.2-965.1, and shall include specific 
plans to achieve any goals established therein. State agencies shall submit annual progress reports 
on (i) small, women-owned, and minority-owned business procurement, (ii) service disabled 
veteran-owned business procurement, and (iii) employment services organization procurement to 
the Department of Small Business and Supplier Diversity in a form specified by the Department of 
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Small Business and Supplier Diversity. Contracts and subcontracts awarded to employment 
services organizations shall be credited toward a contractor's small business, women-owned, and 
minority-owned business contracting and subcontracting goals. The Department of Small Business 
and Supplier Diversity shall make information on service disabled veteran-owned procurement 
available to the Department of Veterans Services upon request. 

 
C. Whenever there exists (i) a rational basis for small business or employment services 

organization enhancement or (ii) a persuasive analysis that documents a statistically significant 
disparity between the availability and utilization of women-owned and minority-owned businesses, 
the Governor is authorized and encouraged to require state agencies to implement appropriate 
enhancement or remedial measures consistent with prevailing law. 

 
D.  In awarding a contract for services to a small, women-owned, or minority-owned 

business that is certified in accordance with § 2.2-1606, or to a business identified by a public body 
as a service disabled veteran-owned business where the award is being made pursuant to an 
enhancement or remedial program as provided in subsection C, the public body shall include in 
every such contract of more than $10,000 the following: 

 
‘‘If the contractor intends to subcontract work as part of its performance under this contract, 

the contractor shall include in the proposal a plan to subcontract to small, women-owned, minority-
owned, and service disabled veteran-owned businesses.’’ 

 
E.  In the solicitation or awarding of contracts, no state agency, department or 

institution shall discriminate against a bidder or offeror because the bidder or offeror employs ex-
offenders unless the state agency, department or institution has made a written determination that 
employing ex-offenders on the specific contract is not in its best interest. 

 
F.  As used in this section: 
 
"Employment services organization" means an organization that provides community-based 

employment services to individuals with disabilities that is an approved Commission on 
Accreditation of Rehabilitation Facilities (CARF) accredited vendor of the Department for Aging 
and Rehabilitative Services. 

 
‘‘Minority individual’’ means an individual who is a citizen of the United States or a legal 

resident alien and who satisfies one or more of the following definitions: 
 
 

1. ‘‘African American’’ means a person having origins in any of the original peoples of Africa and 
who is regarded as such by the community of which this person claims to be a part. 

 
2. ‘‘Asian American’’ means a person having origins in any of the original peoples of the Far East, 

Southeast Asia, the Indian subcontinent, or the Pacific Islands, including but not limited to 
Japan, China, Vietnam, Samoa, Laos, Cambodia, Taiwan, Northern Mariana Islands, the 
Philippines, a U.S. territory of the Pacific, India, Pakistan, Bangladesh, or Sri Lanka and who is 
regarded as such by the community of which this person claims to be a part.  
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3. ‘‘Hispanic American’’ means a person having origins in any of the Spanish-speaking peoples of 

Mexico, South or Central America, or the Caribbean Islands or other Spanish or Portuguese 
cultures and who is regarded as such by the community of which this person claims to be a part. 

 
4. ‘‘Native American’’ means a person having origins in any of the original peoples of North 

America and who is regarded as such by the community of which this person claims to be a part 
or who is recognized by a tribal organization. 

 
‘‘Minority-owned business’’ means a business that is at least 51 percent owned by one or 

more minority individuals who are U.S. citizens or legal resident aliens, or in the case of a 
corporation, partnership, or limited liability company or other entity, at least 51 percent of the 
equity ownership interest in the corporation, partnership, or limited liability company or other 
entity is owned by one or more minority individuals who are U.S. citizens or legal resident aliens, 
and both the management and daily business operations are controlled by one or more minority 
individuals, or any historically black college or university as defined in § 2.2-1604, regardless of 
the percentage ownership by minority individuals or, in the case of a corporation, partnership, or 
limited liability company or other entity, the equity ownership interest in the corporation, 
partnership, or limited liability company or other entity. 

 
‘‘Service disabled veteran’’ means a veteran who (i) served on active duty in the United 

States military ground, naval, or air service, (ii) was discharged or released under conditions other 
than dishonorable, and (iii) has a service-connected disability rating fixed by the United States 
Department of Veterans Affairs. 

 
‘‘Service disabled veteran business’’ means a business that is at least 51 percent owned by 

one or more service disabled veterans or, in the case of a corporation, partnership, or limited 
liability company or other entity, at least 51 percent of the equity ownership interest in the 
corporation, partnership, or limited liability company or other entity is owned by one or more 
individuals who are service disabled veterans and both the management and daily business 
operations are controlled by one or more individuals who are service disabled veterans. 

 
‘‘Small business’’ means a business, independently owned and controlled by one or more 

individuals who are U.S. citizens or legal resident aliens, and together with affiliates, has 250 or 
fewer employees, or annual gross receipts of $10 million or less averaged over the previous three 
years. One or more of the individual owners shall control both the management and daily business 
operations of the small business. 

 
‘‘State agency’’ means any authority, board, department, instrumentality, institution, 

agency, or other unit of state government. ‘‘State agency’’ shall not include any county, city, or 
town. 
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‘‘Women-owned business’’ means a business that is at least 51 percent owned by one or 

more women who are U.S. citizens or legal resident aliens, or in the case of a corporation, 
partnership, or limited liability company or other entity, at least 51 percent of the equity ownership 
interest is owned by one or more women who are U.S. citizens or legal resident aliens, and both the 
management and daily business operations are controlled by one or more women. 

 
§ 2.2-4310.1. Awards as a result of any authorized enhancement or remedial measure; 

requirements. 
 
A. Any enhancement or remedial measure authorized by the Governor pursuant to 

subsection C of § 2.2-4310 for state public bodies shall include a provision that the procurement 
shall be conducted in accordance with such enhancement or remedial measure for businesses 
certified by the Department of Small Business and Supplier Diversity. If such enhancement or 
remedial measure provides for an award priority for such businesses, then the contract shall be 
awarded in accordance with such priority if such priority business participated in the solicitation 
and requirements are met. If an award is not made based on the foregoing, then the contract shall be 
awarded in accordance with the next award priority and so on until a contract is awarded based on 
the established award priority. 

 
B. If an award is not made pursuant to subsection A, the procurement award may be 

made without regard to such enhancement or remedial measure. 
 
§ 2.2-4310.2.  State agency’s goals for participation by small businesses; requirements. 
 
A. Any state agency's goals under § 2.2-4310 of the Code of Virginia for participation 

by small businesses shall include within the goals a minimum of three percent participation by 
service disabled veteran businesses as defined in §§ 2.2-2001 and 2.2-4310 of the Code of Virginia 
when contracting for information technology goods and services. 

 
B. As used in this act, "information technology" and "state agency" mean the same as 

those terms are defined in § 2.2-2006 of the Code of Virginia. 
 
§ 2.2-4310.3.  Fiscal data pertaining to certain enhancement or remedial measures. 
 
The Department of General Services shall make available a dashboard of purchase order 

reports from the Commonwealth's statewide electronic procurement system known eVA. The 
dashboard shall include aggregated data showing (i) current fiscal year purchase orders, (ii) 
purchase orders from the previous fiscal year, and (iii) other relevant data derived from any 
enhancement or remedial measure implemented by the Governor pursuant to subsection C of § 2.2-
4310 of the Code of Virginia. 
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§ 2.2-4311. Employment discrimination by contractor prohibited; required contract 

provisions. 
 
All public bodies shall include in every contract of more than $10,000 the following 

provisions: 
 
1. During the performance of this contract, the contractor agrees as follows:  
 

a. The contractor will not discriminate against any employee or applicant for 
employment because of race, religion, color, sex, national origin, age, disability, or other 
basis prohibited by state law relating to discrimination in employment, except where there 
is a bona fide occupational qualification reasonably necessary to the normal operation of the 
contractor. The contractor agrees to post in conspicuous places, available to employees and 
applicants for employment, notices setting forth the provisions of this nondiscrimination 
clause. 
 

b. The contractor, in all solicitations or advertisements for employees placed by or 
on behalf of the contractor, will state that such contractor is an equal opportunity employer. 
 

c. Notices, advertisements and solicitations placed in accordance with federal law, 
rule or regulation shall be deemed sufficient for the purpose of meeting the requirements of 
this section. 
 
2. The contractor will include the provisions of the foregoing paragraphs a, b and c in every 

subcontract or purchase order of over $10,000, so that the provisions will be binding upon each 
subcontractor or vendor. 

 
§ 2.2-4311.1. Compliance with federal, state, and local laws and federal immigration 

law; required contract provisions. 
 
All public bodies shall provide in every written contract that the contractor does not, and 

shall not during the performance of the contract for goods and services in the Commonwealth, 
knowingly employ an unauthorized alien as defined in the federal Immigration Reform and Control 
Act of 1986. 

 
§ 2.2-4311.2. Compliance with state law; foreign and domestic businesses authorized to 

transact business in the Commonwealth. 
 
A.  All public bodies shall include in every written contract a provision that a contractor 

organized as a stock or nonstock corporation, limited liability company, business trust, or limited 
partnership or registered as a registered limited liability partnership shall be authorized to transact 
business in the Commonwealth as a domestic or foreign business entity if so required by Title 13.1 
or Title 50 or as otherwise required by law. 
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B.  Pursuant to competitive sealed bidding or competitive negotiation, all public bodies 
shall include in the solicitation a provision that requires a bidder or offeror organized or authorized 
to transact business in the Commonwealth pursuant to Title 13.1 or Title 50 to include in its bid or 
proposal the identification number issued to it by the State Corporation Commission. Any bidder or 
offeror that is not required to be authorized to transact business in the Commonwealth as a foreign 
business entity under Title 13.1 or Title 50 or as otherwise required by law shall include in its bid 
or proposal a statement describing why the bidder or offeror is not required to be so authorized. 

 
C.  Any bidder or offeror described in subsection B that fails to provide the required 

information shall not receive an award unless a waiver of this requirement and the administrative 
policies and procedures established to implement this section is granted by the Director of the 
Department of General Services or his designee or by the chief executive of a local governing 
body. 

 
D.  Any business entity described in subsection A that enters into a contract with a 

public body pursuant to this chapter shall not allow its existence to lapse or its certificate of 
authority or registration to transact business in the Commonwealth, if so required under Title 13.1 
or Title 50, to be revoked or cancelled at any time during the term of the contract. 

 
E.  A public body may void any contract with a business entity if the business entity 

fails to remain in compliance with the provisions of this section. 
 
§ 2.2-4312. Drug-free workplace to be maintained by contractor; required contract 

provisions. 
 
All public bodies shall include in every contract over $10,000 the following provisions: 
 
During the performance of this contract, the contractor agrees to (i) provide a drug-free 

workplace for the contractor’s employees; (ii) post in conspicuous places, available to employees 
and applicants for employment, a statement notifying employees that the unlawful manufacture, 
sale, distribution, dispensation, possession, or use of a controlled substance or marijuana is 
prohibited in the contractor’s workplace and specifying the actions that will be taken against 
employees for violations of such prohibition; (iii) state in all solicitations or advertisements for 
employees placed by or on behalf of the contractor that the contractor maintains a drug-free 
workplace; and (iv) include the provisions of the foregoing clauses in every subcontract or 
purchase order of over $10,000, so that the provisions will be binding upon each subcontractor or 
vendor. 

 
For the purposes of this section, ‘‘drug-free workplace’’ means a site for the performance of 

work done in connection with a specific contract awarded to a contractor in accordance with this 
chapter, the employees of whom are prohibited from engaging in the unlawful manufacture, sale, 
distribution, dispensation, possession or use of any controlled substance or marijuana during the 
performance of the contract. 
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§ 2.2-4313. Petition for recycled goods and products; periodic review of procurement 

standards. 
 
A.  Any person who believes that particular goods or products with recycled content are 

functionally equivalent to the same goods or products produced from virgin materials may petition 
the Department of General Services or other appropriate agency of the Commonwealth to include 
the recycled goods or products in its procurement process. The petitioner shall submit, prior to or 
during the procurement process, documentation that establishes that the goods or products (i) 
contain recycled content and (ii) can meet the performance standards set forth in the applicable 
specifications. If the Department of General Services or other agency of the Commonwealth that 
receives the petition determines that the documentation demonstrates that the goods or 
products with recycled content will meet the performance standards set forth in the 
applicable specifications, it shall incorporate the goods or products into its procurement 
process. 

 
B.  The Department of General Services and all agencies of the Commonwealth shall 

review and revise their procurement procedures and specifications on a continuing basis to 
encourage the use of goods and products with recycled content and shall, in developing new 
procedures and specifications, encourage the use of goods and products with recycled content. 

 
§ 2.2-4314. Petition for procurement of less toxic goods and products; periodic review 

of procurement standards. 
 
A.  As used in this section: 
 
‘‘Goods and products’’ means goods and products that are used or consumed by an agency 

of the Commonwealth in the performance of its statutory functions. The term shall include, but not 
be limited to (i) cleaning materials, (ii) paints and coatings, (iii) solvents, (iv) adhesives, (v) inks, 
and (vi) pesticides and herbicides. The term shall not include: (i) fuels, (ii) food and beverages, (iii) 
furniture and fixtures, (iv) tobacco products, and (v) packaging and containers.  

 
 ‘‘Less toxic goods and products’’ means goods and products that (i) are functionally 

equivalent to and (ii) contain, emit, produce, or generate, less toxic or hazardous substances, or 
other toxic or hazardous substances that pose less of a hazard to public health and safety, or both, 
than goods and products procured by the Department of General Services or other agency of the 
Commonwealth.  

 
‘‘Toxic or hazardous substance’’ means (i) a chemical identified on the Toxic Chemical 

List established pursuant to § 313 of the Emergency Planning and Community Right-to-Know Act, 
42 U.S.C. § 11001 et seq. (P.L. 99-499) or (ii) a chemical listed pursuant to §§ 101 (14) or 102 of 
the Comprehensive Environmental Response, Compensation and Liability Act, 42 U.S.C. § 9601 et 
seq. (P.L. 92-500). 
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B.  Any person who manufactures, sells, or supplies goods or products may petition the 
Department of General Services or other appropriate agency of the Commonwealth for the 
inclusion of the less toxic goods and products in its procurement process. The petitioner shall 
submit, prior to or during the procurement process, documentation that establishes that the goods or 
products meet the performance standards set forth in the applicable specifications. If the 
Department of General Services or other agency of the Commonwealth that receives the petition 
determines that the documentation establishes that the less toxic goods or products meet the 
performance standards set forth in the applicable specifications, it shall incorporate such goods or 
products into its procurement process. 

 
C.  The Department of General Services and all agencies of the Common-wealth shall 

review and revise their procurement procedures and specifications on a continuing basis to 
encourage the use of less toxic goods and products. However, nothing in this section shall require 
the Department or other agencies to purchase, test or evaluate any particular goods or products. Nor 
shall this section require the Department to purchase goods or products other than those 
that would be purchased under regular procurement procedures. 

 
§ 2.2-4315. Use of brand names. 
 
Unless otherwise provided in the Invitation to Bid, the name of a certain brand, make or 

manufacturer shall not restrict bidders to the specific brand, make or manufacturer named and shall 
be deemed to convey the general style, type, character, and quality of the article desired. Any 
article that the public body in its sole discretion determines to be the equal of that specified, 
considering quality, workmanship, economy of operation, and suitability for the purpose intended, 
shall be accepted. 

 
§ 2.2-4316. Comments concerning specifications. 
 
Every public body awarding public contracts shall establish procedures whereby comments 

concerning specifications or other provisions in Invitations to Bid or Requests for Proposal can be 
received and considered prior to the time set for receipt of bids or proposals or award of the 
contract. 

 
§ 2.2-4317. Prequalification generally; prequalification for construction. 
 
A.  Prospective contractors may be prequalified for particular types of supplies, 

services, insurance or construction, and consideration of bids or proposals limited to prequalified 
contractors. Any prequalification procedure shall be established in writing and sufficiently in 
advance of its implementation to allow potential contractors a fair opportunity to complete the 
process.  

 
B.  Any prequalification of prospective contractors for construction by a public body 

shall be pursuant to a prequalification process for construction projects adopted by the public body. 
The process shall be consistent with the provisions of this section. The application form used in 
such process shall set forth the criteria upon which the qualifications of prospective contractors will 
be evaluated. The application form shall request of prospective contractors only such information 
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as is appropriate for an objective evaluation of all prospective contractors pursuant to such criteria. 
The form shall allow the prospective contractor seeking prequalification to request, by checking the 
appropriate box, that all information voluntarily submitted by the contractor pursuant to this 
subsection shall be considered a trade secret or proprietary information subject to the provisions of 
subsection D of § 2.2-4342. 

 
In all instances in which the public body requires prequalification of potential contractors 

for construction projects, advance notice shall be given of the deadline for the submission of 
prequalification applications. The deadline for submission shall be sufficiently in advance of the 
date set for the submission of bids for such construction so as to allow the procedures set forth in 
this subsection to be accomplished. 

 
At least 30 days prior to the date established for submission of bids or proposals under the 

procurement of the contract for which the prequalification applies, the public body shall advise in 
writing each contractor who submitted an application whether that contractor has been prequalified. 
In the event that a contractor is denied prequalification, the written notification to the contractor 
shall state the reasons for the denial of prequalification and the factual basis of such reasons. 

 
A decision by a public body denying prequalification under the provisions of this subsection 

shall be final and conclusive unless the contractor appeals the decision as provided in § 2.2-4357. 
 
C.  A public body may deny prequalification to any contractor only if the public body 

finds one of the following: 
 
1. The contractor does not have sufficient financial ability to perform the contract that 

would result from such procurement. If a bond is required to ensure performance of a contract, 
evidence that the contractor can acquire a surety bond from a corporation included on the United 
States Treasury list of acceptable surety corporations in the amount and type required by the public 
body shall be sufficient to establish the financial ability of the contractor to perform the contract 
resulting from such procurement; 

 
2. The contractor does not have appropriate experience to perform the construction project 

in question; 
 
3. The contractor or any officer, director or owner thereof has had judgments entered 

against him within the past ten years for the breach of contracts for governmental or 
nongovernmental construction, including, but not limited to, design-build or construction 
management; 
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4. The contractor has been in substantial noncompliance with the terms and conditions of 

prior construction contracts with a public body without good cause. If the public body has not 
contracted with a contractor in any prior construction contracts, the public body may deny 
prequalification if the contractor has been in substantial noncompliance with the terms and 
conditions of comparable construction contracts with another public body without good cause. A 
public body may not utilize this provision to deny prequalification unless the facts underlying such 
substantial noncompliance were documented in writing in the prior construction project file and 
such information relating thereto given to the contractor at that time, with the opportunity to 
respond; 

 
5. The contractor or any officer, director, owner, project manager, procurement manager or 

chief financial official thereof has been convicted within the past ten years of a crime related to 
governmental or nongovernmental construction or contracting, including, but not limited to, a 
violation of (i) Article 6 (§ 2.2-4367 et seq.) of this chapter, (ii) the Virginia Governmental Frauds 
Act (§ 18.2-498.1 et seq.), (iii) Chapter 4.2 (§ 59.1-68.6 et seq.) of Title 59.1, or (iv) any 
substantially similar law of the United States or another state;  

 
6. The contractor or any officer, director or owner thereof is currently debarred pursuant to 

an established debarment procedure from bidding or contracting by any public body, agency of 
another state or agency of the federal government; and 

  
7. The contractor failed to provide to the public body in a timely manner any information 

requested by the public body relevant to subdivisions 1 through 6 of this subsection. 
 
D.  If a public body has a prequalification ordinance that provides for minority 

participation in municipal construction contracts, that public body may also deny prequalification 
based on minority participation criteria. However, nothing herein shall authorize the adoption or 
enforcement of minority participation criteria except to the extent that such criteria, and the 
adoption and enforcement thereof, are in accordance with the Constitution and laws of the United 
States and the Commonwealth. 

 
E.  A state public body shall deny prequalification to any contractor who fails to register 

and participate in the E-Verify program as required by § 2.2-4308.2. 
 
F.  The provisions of subsections B, C, and D shall not apply to prequalification for 

contracts let under § 33.2-209, 33.2-214, or 33.2-221. 
 
§ 2.2-4318. Negotiation with lowest responsible bidder. 
 
Unless canceled or rejected, a responsive bid from the lowest responsible bidder shall be 

accepted as submitted, except that if the bid from the lowest responsible bidder exceeds available 
funds, the public body may negotiate with the apparent low bidder to obtain a contract price within 
available funds. However, the negotiation may be undertaken only under conditions and procedures 
described in writing and approved by the public body prior to issuance of the Invitation to Bid and 
summarized therein. 

 

Page 145 of 231



UNOFFICIAL COPY – VIRGINIA PUBLIC PROCUREMENT ACT 
 

27 
 

 
§ 2.2-4319. Cancellation, rejection of bids; waiver of informalities. 
 
A.  An Invitation to Bid, a Request for Proposal, any other solicitation, or any and all 

bids or proposals, may be canceled or rejected. The reasons for cancellation or rejection shall be 
made part of the contract file. A public body shall not cancel or reject an Invitation to Bid, a 
Request for Proposal, any other solicitation, bid or proposal pursuant to this section solely to avoid 
awarding a contract to a particular responsive and responsible bidder or offeror. 

 
B.  A public body may waive informalities in bids. 
 
§ 2.2-4320. Exclusion of insurance bids prohibited. 
 
Notwithstanding any other provision of law, no insurer licensed to transact the business of 

insurance in the Commonwealth or approved to issue surplus lines insurance in the Commonwealth 
shall be excluded from presenting an insurance bid proposal to a public body in response to a 
request for proposal or an invitation to bid. Nothing in this section shall preclude a public body 
from debarring a prospective insurer pursuant to § 2.2-4321. 

 
§ 2.2-4321. Debarment. 
 
Prospective contractors may be debarred from contracting for particular types of supplies, 

services, insurance or construction, for specified periods of time. Any debarment procedure shall be 
established in writing for state agencies and institutions by the agency designated by the Governor 
and for political subdivisions by their governing bodies. Any debarment procedure may provide for 
debarment on the basis of a contractor’s unsatisfactory performance for a public body. 

 
§ 2.2-4321.1. Prohibited contracts; exceptions; determination by Department of 

Taxation; appeal; remedies. 
 
A.  No state agency shall contract for goods or services with a nongovernmental source 

if the source, or any affiliate of the source, is subject to the provisions of (i) § 58.1-612 and fails or 
refuses to collect and remit the tax on its sales delivered by any means to locations within the 
Commonwealth or (ii) Article 2 (§ 58.1-320 et seq.) or Article 10 (§ 58.1-400 et seq.) of Chapter 3 
of Title 58.1 and fails or refuses to remit any tax due thereunder. The provisions of clause (ii) shall 
not apply to any person that has (a) entered into a payment agreement with the Department of 
Taxation to pay the tax and is not delinquent under the terms of the agreement or (b) appealed the 
assessment of the tax in accordance with law and such appeal is pending. 

 
B.  A state agency may contract for goods or services with a source prohibited under 

subsection A in the event of an emergency or where the nongovernmental source is the sole source 
of such goods or services. 
  

 

Page 146 of 231



UNOFFICIAL COPY – VIRGINIA PUBLIC PROCUREMENT ACT 
 

28 
 

 
 
C.  The determination of whether a source is a prohibited source shall be made by the 

Department of Taxation after providing the prohibited source with notice and an opportunity to 
respond to the proposed determination. The Department of Taxation shall notify the Department of 
General Services of its determination. 

 
D.  The Department of General Services shall post public notice of all prohibited 

sources on its public internet procurement website and on other appropriate websites. 
 
E.  The remedies provided in Article 5 (§ 2.2-4357 et seq.) of this chapter shall not 

apply to any determination made pursuant to this section and the sole remedy for any adverse 
determination shall be as provided in subsection F. 

 
F.  Any source aggrieved by a determination of the Department of Taxation made under 

this section may apply to the Tax Commissioner for correction of the determination. The Tax 
Commissioner shall respond within 30 days of receipt of the application for corrective action. 
Within 10 days after receipt of the Tax Commissioner’s response, the aggrieved source may appeal 
to the Circuit Court for the City of Richmond. If it is determined that the determination of the 
Department of Taxation was arbitrary, capricious, or not in accordance with law, the sole relief 
shall be restoration of the source’s eligibility to contract with state agencies. No claim for damages 
or attorney’s fees shall be awarded. 

 
G.  Any action of the Department of Taxation, the Department of General Services, or 

of any state agency under this section shall be exempt from the provisions of the Administrative 
Process Act (§ 2.2-4000 et seq.). 

 
H.  For the purposes of this section, ‘‘state agency’’ means any authority, board, 

department, instrumentality, institution, agency or other unit of state government. State agency 
shall not include any public institution of higher education or any county, city or town or any local 
or regional governmental authority. 

 
§ 2.2-4321.2. Public works contract requirements. 
 
A.  As used in this section: 
 
‘‘Public works’’ means the operation, erection, construction, alteration, improvement, 

maintenance, or repair of any public facility or immovable property owned, used, or leased by a 
state agency. 

 
‘‘State agency’’ means any authority, board, department, instrumentality, institution, 

agency, or other unit of state government. “State agency’’ shall not include any county, city, or 
town. 
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B.  Except as provided in subsection F or as required by federal law, each state agency, 

when engaged in procuring products or services or letting contracts for construction, manufacture, 
maintenance, or operation of public works paid for in whole or in part by state funds, or when 
overseeing or administering such procurement, construction, manufacture, maintenance, or 
operation, shall ensure that neither the state agency nor any construction manager acting on behalf 
of the state agency shall, in its bid specifications, project agreements, or other controlling 
documents: 

 
1. Require or prohibit bidders, offerors, contractors, or subcontractors to enter into or 

adhere to agreements with one or more labor organizations, on the same or related public works 
projects; or 

 
2. Otherwise discriminate against bidders, offerors, contractors, subcontractors, or operators 

for becoming or refusing to become or remain signatories or otherwise to adhere to agreements 
with one or more labor organizations, on the same or other related public works projects. Nothing 
in this subsection shall prohibit contractors or subcontractors from voluntarily entering into 
agreements described in subdivision 1. 

 
C.  A state agency issuing grants, providing financial assistance, or entering into 

cooperative agreements for the construction, manufacture, maintenance, or operation of public 
works shall ensure that neither the bid specifications, project agreements, nor other controlling 
documents therefor awarded by recipients of grants or financial assistance or by parties to 
cooperative agreements, nor those of any construction manager acting on behalf of such recipients, 
shall: 

 
1. Require or prohibit bidders, offerors, contractors, or subcontractors to enter into or 

adhere to agreements with one or more labor organizations, on the same or related projects; or 
 
2. Otherwise discriminate against bidders, offerors, contractors, subcontractors, or operators 

for becoming or refusing to become or remain signatories or otherwise to adhere to agreements 
with one or more labor organizations, on the same or other related projects. 

 
D.  If an awarding authority, a recipient of grants or financial assistance, a party to a 

cooperative agreement, or a construction manager acting on behalf of any of them performs in a 
manner contrary to the provisions of subsection B or C, the state agency awarding the contract, 
grant, or assistance shall be entitled to injunctive relief to prevent any violation of this section. 

 
E.  Any interested party, which shall include a bidder, offeror, contractor, 

subcontractor, or operator, shall have standing to challenge any bid specification, project 
agreement, neutrality agreement, controlling document, grant, or cooperative agreement that 
violates the provisions of this section. Furthermore, such interested party shall be entitled to 
injunctive relief to prevent any violation of this section. 
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F.  The provisions of this section shall not: 
 
1. Apply to any public-private agreement for any construction or infrastructure project in 

which the private body, as a condition of its investment or partnership with the state agency, 
requires that the private body have the right to control its labor relations policy and perform all 
work associated with such investment or partnership in compliance with all collective bargaining 
agreements to which the private party is a signatory and is thus legally bound with its own 
employees and the employees of its contractors and subcontractors in any manner permitted by the 
National Labor Relations Act, 29 U.S.C. § 151 et seq., or the Railway Labor Act, 45 U.S.C. § 151 
et seq.; 

 
2. Prohibit an employer or any other person covered by the National Labor Relations Act or 

the Railway Labor Act from entering into agreements or engaging in any other activity protected 
by law; or 

 
3.  Be interpreted to interfere with the labor relations of persons covered by the 

National Labor Relations Act or the Railway Labor Act. 
 
§ 2.2-4322. Acceptance of bids submitted to the Department of Transportation. 
 
In a procurement by the Department of Transportation by competitive sealed bidding for 

highway construction and maintenance contracts, the Department may accept bids in response to an 
Invitation to Bid at the Department’s central office or at district offices or other satellite locations 
designated in the Invitation to Bid, in accordance with specifications adopted by the Department. 
An Invitation to Bid may authorize agents of the Department to accept from bidders on a voluntary 
basis a supplemental submission referencing the total bid amount on a form prescribed by the 
Department. Information contained in any supplemental submission may be made available to the 
public by the Department after the time for receiving bids has expired and before the public 
opening and announcement of all sealed bids. 

 
§ 2.2-4323. Purchase programs for recycled goods; agency responsibilities. 
 
A.  All state agencies shall implement a purchase program for recycled goods and shall 

coordinate their efforts so as to achieve the goals and objectives established in subsection C as well 
as those set forth in §§ 10.1-1425.6, 10.1-1425.7, 10.1-1425.8, 2.2-4313, 2.2-4324, and 2.2-4326. 

 
B.  The Department of Environmental Quality shall advise the Department of General 

Services concerning the designation of recycled goods. In cooperation with the Department of 
General Services, the Department of Environmental Quality shall increase the awareness of state 
agencies as to the benefits of using such products. 
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C.  The Department of General Services shall: 
 
1. Ensure that the Commonwealth’s procurement guidelines for state agencies promote the 

use of recycled goods. 
 
2. Promote the Commonwealth’s interest in the use of recycled products to vendors. 
 
3. Make agencies aware of the availability of recycled goods, including those that use post-

consumer and other recovered materials processed by Virginia-based companies. 
 
D.  All state agencies shall, to the greatest extent possible, adhere to the procurement 

program guidelines for recycled products to be established by the Department of General Services. 
 
 
§ 2.2-4323.1. (Effective July 1, 2017) Purchase of flags of the United States and the 

Commonwealth by public bodies. 
 
Notwithstanding any provision of law to the contrary, whenever a state or local public body 

or school division purchases a flag of the United States or a flag of the Commonwealth for public 
use, such flag shall be made in the United States from articles, materials, or supplies that are 
grown, produced, and manufactured in the United States, if available. 

 
§ 2.2-4324. Preference for Virginia products with recycled content and for Virginia 

firms. 
 
A.  In the case of a tie bid, preference shall be given to goods produced in Virginia, 

goods or services or construction provided by Virginia persons, firms or corporations; otherwise the 
tie shall be decided by lot. 

 
B.  Whenever the lowest responsive and responsible bidder is a resident of any other 

state and such state under its laws allows a resident contractor of that state a percentage preference, 
a like preference shall be allowed to the lowest responsive and responsible bidder who is a resident 
of Virginia and is the next lowest bidder. If the lowest responsive and responsible bidder is a 
resident of any other state and such state under its laws allows a resident contractor of that state a 
price-matching preference, a like preference shall be allowed to responsive and responsible bidders 
who are residents of Virginia. If the lowest bidder is a resident contractor of a state with an 
absolute preference, the bid shall not be considered. The Department of General Services shall post 
and maintain an updated list on its website of all states with an absolute preference for their 
resident contractors and those states that allow their resident contractors a percentage preference, 
including the respective percentage amounts. For purposes of compliance with this section, all 
public bodies may rely upon the accuracy of the information posted on this website. 
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C.  Notwithstanding the provisions of subsections A and B, in the case of a tie bid in 

instances where goods are being offered, and existing price preferences have already been taken 
into account, preference shall be given to the bidder whose goods contain the greatest amount of 
recycled content. 

 
D.  For the purposes of this section, a Virginia person, firm or corporation shall be 

deemed to be a resident of Virginia if such person, firm or corporation has been organized pursuant 
to Virginia law or maintains a principal place of business within Virginia. 

 
 § 2.2-4325. Preference for Virginia coal used in state facilities. 
 
In determining the award of any contract for coal to be purchased for use in state facilities 

with state funds, the Department of General Services shall procure using competitive sealed 
bidding and shall award to the lowest responsive and responsible bidder offering coal mined in 
Virginia so long as its bid price is not more than four percent greater than the bid price of the low 
responsive and responsible bidder offering coal mined elsewhere. 

 
§ 2.2-4326. Preference for recycled paper and paper products used by state agencies. 
 
A.  In determining the award of any contract for paper and paper products to be 

purchased for use by agencies of the Commonwealth, the Department of General Services shall 
procure using competitive sealed bidding and shall award to the lowest responsible bidder offering 
recycled paper and paper products of a quality suitable for the purpose intended, so long as the bid 
price is not more than ten percent greater than the bid price of the low responsive and responsible 
bidder offering a product that does not qualify under subsection B. 

 
B.  For purposes of this section, recycled paper and paper products means any paper or 

paper products meeting the EPA Recommended Content Standards as defined in 40 C.F.R. Part 
247. 
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§ 2.2-4327. Preference for community reinvestment activities in contracts for 

investment of funds. 
 
Notwithstanding any other provision of law, any county, town, or city that is authorized to 

and has established affordable housing programs may provide by resolution that in determining the 
award of any contract for time deposits or investment of its funds, the treasurer or director of 
finance of such county, town, or city may consider, in addition to the typical criteria, the investment 
activities of qualifying institutions that enhance the supply of, or accessibility to, affordable 
housing within the jurisdiction, including the accessibility of such housing to employees of the 
county, town, or city or employees of the local school board. No more than 50 percent of the funds 
of the county, town, or city, calculated on the basis of the average daily balance of the general fund 
during the previous fiscal year, may be deposited or invested by considering such investment 
activities as a factor in the award of a contract. A qualifying institution shall meet the provisions of 
the Virginia Security for Public Deposits Act (§ 2.2-4400 et seq.) and all local terms and conditions 
for security, liquidity and rate of return. For the purposes of this section, affordable housing means 
the same as that term is defined in § 15.2-2201. 

 
§ 2.2-4328. Preference for local products and firms; applicability. 
 
A.  The governing body of a county, city or town may, in the case of a tie bid, give 

preference to goods, services and construction produced in such locality or provided by persons, 
firms or corporations having principal places of business in the locality, if such a choice is 
available; otherwise the tie shall be decided by lot, unless § 2.2-4324 applies. 

 
B.  The provisions of this section shall apply only to bids submitted pursuant to 

a written Invitation to Bid. 
 
§ 2.2-4329. Expired. 
 
§ 2.2-4329.1. Energy forward pricing mechanisms. 
 
A.  As used in this section, unless the context requires a different meaning: ‘‘Energy’’ 

means natural gas, heating oil, propane, diesel fuel, unleaded fuel, and any other energy source 
except electricity. 

 
‘‘Forward pricing mechanism’’ means either: (i) a contract or financial instrument that 

obligates a public body to buy or sell a specified quantity of energy at a future date at a set price or 
(ii) an option to buy or sell the contract or financial instrument. 

 
B.  Notwithstanding any other law to the contrary but subject to available appropriation, 

a public body may use forward pricing mechanisms for budget risk reduction. 
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C.  Forward pricing mechanism transactions shall be made only under the following 

conditions: 
 

1. The quantity of energy affected by the forward pricing mechanism shall not 
exceed the estimated energy use for the public body for the same period, which shall 
not exceed 48 months from the trade date of the transaction; and 

  
2. A separate account shall be established for operational energy for each public body 

using a forward pricing mechanism. 
 
D.  Before exercising the authority under this section, the public body shall develop 

written policies and procedures governing the use of forward pricing mechanisms and disclosure of 
the same to the public. 

 
E.  Before exercising authority under subsection B, the public body shall establish an 

oversight process that provides for review of the public body’s use of forward pricing mechanisms. 
The oversight process shall include internal or external audit reviews; annual reports to, and review 
by, an internal investment committee; and internal management control. 

 
§ 2.2-4330. Withdrawal of bid due to error. 
 
A.  A bidder for a public construction contract, other than a contract for construction or 

maintenance of public highways, may withdraw his bid from consideration if the price bid was 
substantially lower than the other bids due solely to a mistake in the bid, provided the bid was 
submitted in good faith, and the mistake was a clerical mistake as opposed to a judgment mistake, 
and was actually due to an unintentional arithmetic error or an unintentional omission of a quantity 
of work, labor or material made directly in the compilation of a bid, which unintentional arithmetic 
error or unintentional omission can be clearly shown by objective evidence drawn from inspection 
of original work papers, documents and materials used in the preparation of the bid sought to be 
withdrawn. 

 
If a bid contains both clerical and judgment mistakes, a bidder may withdraw his bid from 

consideration if the price bid would have been substantially lower than the other bids due solely to 
the clerical mistake, that was an unintentional arithmetic error or an unintentional omission of a 
quantity of work, labor or material made directly in the compilation of a bid that shall be clearly 
shown by objective evidence drawn from inspection of original work papers, documents and 
materials used in the preparation of the bid sought to be withdrawn. 

 
B.  One of the following procedures for withdrawal of a bid shall be selected by the 

public body and stated in the advertisement for bids: 
 
1. The bidder shall give notice in writing of his claim of right to withdraw his bid within 

two business days after the conclusion of the bid opening procedure and shall submit original work 
papers with such notice; or 
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2. Where the public body opens the bids one day following the time fixed for 
the submission of bids, the bidder shall submit to the public body or designated official 
his original work papers, documents and materials used in the preparation of the bid at 
or prior to the time fixed for the opening of bids. The work papers shall be delivered 
by the bidder in person or by registered mail. The bidder shall have two hours after the 
opening of bids within which to claim in writing any mistake as defined herein and 
withdraw his bid. The contract shall not be awarded by the public body until the two-
hour period has elapsed.  

 
Under these procedures, the mistake shall be proved only from the original work papers, 

documents and materials delivered as required herein. The work papers, documents and materials 
submitted by the bidder shall, at the bidder’s request, be considered trade secrets or proprietary 
information subject to the conditions of subsection F of § 2.2-4342. 

 
C.  A public body may establish procedures for the withdrawal of bids for other than 

construction contracts. 
 
D.  No bid shall be withdrawn under this section when the result would be the awarding 

of the contract on another bid of the same bidder or of another bidder in which the ownership of the 
withdrawing bidder is more than five percent. 

 
E.  If a bid is withdrawn in accordance with this section, the lowest remaining bid shall 

be deemed to be the low bid. 
 
F.  No bidder who is permitted to withdraw a bid shall, for compensation, supply any 

material or labor to or perform any subcontract or other work agreement for the person or firm to 
whom the contract is awarded or otherwise benefit, directly or indirectly, from the performance of 
the project for which the withdrawn bid was submitted. 

 
G.  The public body shall notify the bidder in writing within five business days of its 

decision regarding the bidder’s request to withdraw its bid. If the public body denies the 
withdrawal of a bid under the provisions of this section, it shall state in such notice the reasons for 
its decision and award the contract to such bidder at the bid price, provided such bidder is a 
responsible and responsive bidder. At the same time that the notice is provided, the public body 
shall return all work papers and copies thereof that have been submitted by the bidder. 

 
§ 2.2-4331. Contract pricing arrangements. 
 
A.  Except as prohibited in this section, public contracts may be awarded on a fixed 

price or cost reimbursement basis, or on any other basis that is not prohibited. 
 
B.  Except in case of emergency affecting the public health, safety, or welfare, no public 

contract shall be awarded on the basis of cost plus a percentage of cost. 
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C.  The following contract pricing arrangements shall not be prohibited by this section: 
 
1. A policy or contract of insurance or prepaid coverage having a premium computed on the 

basis of claims paid or incurred, plus the insurance carrier’s administrative costs and retention 
stated in whole or part as a percentage of such claims; or 

 
2. A cost plus a percentage of the private investment made by a private entity as a basis for 

the procurement of commercial or financial consulting services related to a qualifying 
transportation facility under the Public-Private Transportation Act of 1995 (§ 33.2-1800 et seq.) or 
a qualifying project under the Public-Private Education Facilities and Infrastructure Act of 2002 (§ 
56-575.1 et seq.) where the commercial or financial consulting services are sought to solicit or to 
solicit and evaluate proposals for the qualifying transportation facility or the qualifying project. As 
used in this section, ‘‘private entity’’ and ‘‘qualifying transportation facility’’ mean the same as 
those terms are defined in § 33.2-1800 and ‘‘qualifying project’’ means the same as that term is 
defined in § 56-575.1. 

 
§ 2.2-4332. Workers’ compensation requirements for construction contractors and 

subcontractors. 
 
A.  No contractor shall perform any work on a construction project of a department, 

agency or institution of the Commonwealth or any of its political subdivisions unless he (i) has 
obtained, and continues to maintain for the duration of the work, workers’ compensation coverage 
required pursuant to the provisions of Chapter 8 (§ 65.2-800 et seq.) of Title 65.2 and (ii) provides 
prior to the award of contract, on a form furnished by the department, agency, or institution of the 
Commonwealth or political subdivision thereof, evidence of such coverage. 

 
B.  The Department of General Services shall provide the form to such departments, 

agencies, institutions, and political subdivisions. Failure of a department, agency, institution or 
political subdivision to provide the form prior to the award of contract shall waive the requirements 
of clause (ii) of subsection A. 

 
C.  No subcontractor shall perform any work on a construction project of a department, 

agency or institution of the Commonwealth unless he has obtained, and continues to maintain for 
the duration of such work, workers’ compensation coverage required pursuant to the provisions of 
Chapter 8 (§ 65.2-800 et seq.) of Title 65.2. 
  

 

Page 155 of 231



UNOFFICIAL COPY – VIRGINIA PUBLIC PROCUREMENT ACT 
 

37 
 

 
 
§ 2.2-4333. Retainage on construction contracts. 
 
A.  In any public contract for construction that provides for progress payments in 

installments based upon an estimated percentage of completion, the contractor shall be paid at least 
ninety-five percent of the earned sum when payment is due, with no more than five percent being 
retained to ensure faithful performance of the contract. All amounts withheld may be included in 
the final payment. 

 
B.  Any subcontract for a public project that provides for similar progress payments 

shall be subject to the provisions of this section. 
 
§ 2.2-4334. Deposit of certain retained funds on certain contracts with local 

governments; penalty for failure to timely complete. 
 
A.  Any county, city, town or agency thereof or other political subdivision of the 

Commonwealth when contracting directly with contractors for public contracts of $200,000 or 
more for construction of highways, roads, streets, bridges, parking lots, demolition, clearing, 
grading, excavating, paving, pile driving, miscellaneous drainage structures, and the installation of 
water, gas, sewer lines and pumping stations where portions of the contract price are to be retained, 
shall include in the Bid Proposal an option for the contractor to use an escrow account procedure 
for utilization of the political subdivision’s retainage funds by so indicating in the space provided 
in the proposal documents. In the event the contractor elects to use the escrow account procedure, 
the escrow agreement form included in the Bid Proposal and Contract shall be executed and 
submitted to the political subdivision within fifteen calendar days after notification. If the escrow 
agreement form is not submitted within the fifteen-day period, the contractor shall forfeit his rights 
to the use of the escrow account procedure. 

 
B.  In order to have retained funds paid to an escrow agent, the contractor, the escrow 

agent, and the surety shall execute an escrow agreement form. The contractor’s escrow agent shall 
be a trust company, bank or savings institution with its principal office located in the 
Commonwealth. The escrow agreement and all regulations adopted by the political subdivision 
entering into the contract shall be substantially the same as that used by the Virginia Department of 
Transportation. 

 
C.  This section shall not apply to public contracts for construction for railroads, public 

transit systems, runways, dams, foundations, installation or maintenance of power systems for the 
generation and primary and secondary distribution of electric current ahead of the customer’s 
meter, the installation or maintenance of telephone, telegraph or signal systems for public utilities 
and the construction or maintenance of solid waste or recycling facilities and treatment plants. 
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D.  Any such public contract for construction with a county, city, town or 
agency thereof or other political subdivision of the Commonwealth, which includes 

payment of interest on retained funds, may require a provision whereby the contractor, exclusive of 
reasonable circumstances beyond the control of the contractor stated in the contract, shall pay a 
specified penalty for each day exceeding the completion date stated in the contract. 

 
E.  Any subcontract for such public project that provides for similar progress payments 

shall be subject to the provisions of this section. 
 
§ 2.2-4335. Public construction contract provisions barring damages for unreasonable 

delays declared void. 
 
A.  Any provision contained in any public construction contract that 

purports to waive, release, or extinguish the rights of a contractor to recover costs or 
damages for unreasonable delay in performing such contract, either on his behalf or on behalf of 
his subcontractor if and to the extent the delay is caused by acts or omissions of the public 
body, its agents or employees and due to causes within their control shall be void and 
unenforceable as against public policy. 

 
B.  Subsection A shall not be construed to render void any provision of a public 

construction contract that: 
 
1. Allows a public body to recover that portion of delay costs caused by the acts 

or omissions of the contractor, or its subcontractors, agents or employees; 
 
2. Requires notice of any delay by the party claiming the delay;  
 
3. Provides for liquidated damages for delay; or 
 
4. Provides for arbitration or any other procedure designed to settle contract 

disputes. 
 
C.  A contractor making a claim against a public body for costs or damages due to the 

alleged delaying of the contractor in the performance of its work under any public construction 
contract shall be liable to the public body and shall pay it for a percentage of all costs incurred by 
the public body in investigating, analyzing, negotiating, litigating and arbitrating the claim, which 
percentage shall be equal to the percentage of the contractor’s total delay claim that is determined 
through litigation or arbitration to be false or to have no basis in law or in fact. 
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D.  A public body denying a contractor’s claim for costs or damages due to the alleged 

delaying of the contractor in the performance of work under any public construction contract shall 
be liable to and shall pay such contractor a percentage of all costs incurred by the contractor to 
investigate, analyze, negotiate, litigate and arbitrate the claim. The percentage paid by the public 
body shall be equal to the percentage of the contractor’s total delay claim for which the public 
body’s denial is determined through litigation or arbitration to have been made in bad faith. 

 
§ 2.2-4336. Bid bonds. 
 
A.  Except in cases of emergency, all bids or proposals for non-transportation-related 

construction contracts in excess of $500,000 or transportation-related projects authorized under 
Article 2 (§ 33.2-208 et seq.) of Chapter 2 of Title 33.2 that are in excess of $250,000 and partially 
or wholly funded by the Commonwealth shall be accompanied by a bid bond from a surety 
company selected by the bidder that is authorized to do business in Virginia, as a guarantee that if 
the contract is awarded to the bidder, he will enter into the contract for the work mentioned in the 
bid. The amount of the bid bond shall not exceed five percent of the amount bid. 

 
B.  For non-transportation-related construction contracts in excess of $100,000 but less 

than $500,000, where the bid bond requirements are waived, prospective contractors shall be 
prequalified for each individual project in accordance with § 2.2-4317. 

 
C.  No forfeiture under a bid bond shall exceed the lesser of (i) the difference between 

the bid for which the bond was written and the next low bid, or (ii) the face amount of the bid bond. 
 
D.  Nothing in this section shall preclude a public body from requiring bid bonds to 

accompany bids or proposals for construction contracts anticipated to be less than $500,000 for 
non-transportation-related projects or $250,000 for transportation-related projects authorized under 
Article 2 (§ 33.2-208 et seq.) of Chapter 2 of Title 33.2 and partially or wholly funded by the 
Commonwealth. 

 
§ 2.2-4337. Performance and payment bonds. 
 
A.  Except as provided in subsection H, upon the award of any (i) public construction 

contract exceeding $500,000 awarded to any prime contractor; (ii) construction contract exceeding 
$500,000 awarded to any prime contractor requiring the performance of labor or the furnishing of 
materials for buildings, structures or other improvements to real property owned or leased by a 
public body; (iii) construction contract exceeding $500,000 in which the performance of labor or 
the furnishing of materials will be paid with public funds; or (iv) transportation-related projects 
exceeding $350,000 that are partially or wholly funded by the Commonwealth, the contractor shall 
furnish to the public body the following bonds: 
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1. A performance bond in the sum of the contract amount conditioned upon the faithful 

performance of the contract in strict conformity with the plans, specifications and conditions of the 
contract. For transportation-related projects authorized under Article 2 (§ 33.2-208 et seq.) of 
Chapter 2 of Title 33.2, such bond shall be in a form and amount satisfactory to the public body. 

 
2. A payment bond in the sum of the contract amount. The bond shall be for the protection 

of claimants who have and fulfill contracts to supply labor or materials to the prime contractor to 
whom the contract was awarded, or to any subcontractors, in furtherance of the work provided for 
in the contract, and shall be conditioned upon the prompt payment for all materials furnished or 
labor supplied or performed in the furtherance of the work. For transportation-related projects 
authorized under Article 2 (§ 33.2-208 et seq.) of Chapter 2 of Title 33.2 and partially or wholly 
funded by the Commonwealth, such bond shall be in a form and amount satisfactory to the public 
body. 

 
‘‘Labor or materials’’ shall include public utility services and reasonable rentals of 

equipment, but only for periods when the equipment rented is actually used at the site. 
 
B.  For non-transportation-related construction contracts in excess of $100,000 but less 

than $500,000, where the bid bond requirements are waived, prospective contractors shall be 
prequalified for each individual project in accordance with § 2.2-4317. 

 
C.  Each of the bonds shall be executed by one or more surety companies selected by 

the contractor that are authorized to do business in Virginia. 
 
D.  If the public body is the Commonwealth, or any agency or institution thereof, the 

bonds shall be payable to the Commonwealth of Virginia, naming also the agency or institution 
thereof. Bonds required for the contracts of other public bodies shall be payable to such public 
body. 

 
E.  Each of the bonds shall be filed with the public body that awarded the contract, or a 

designated office or official thereof. 
 
F.  Nothing in this section shall preclude a public body from requiring payment or 

performance bonds for construction contracts below $500,000 for non-transportation-related 
projects or $350,000 for transportation-related projects authorized under Article 2 (§ 33.2-208 et 
seq.) of Chapter 2 of Title 33.2 and partially or wholly funded by the Commonwealth. 

 
G.  Nothing in this section shall preclude the contractor from requiring each 

subcontractor to furnish a payment bond with surety thereon in the sum of the full amount of the 
contract with such subcontractor conditioned upon the payment to all persons who have and fulfill 
contracts that are directly with the subcontractor for performing labor and furnishing materials in 
the prosecution of the work provided for in the subcontract. 
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H.  The performance and payment bond requirements of subsection A for 

transportation-related projects that are valued in excess of $250,000 but less than $350,000 may 
only be waived by a public body if the bidder provides evidence, satisfactory to the public body, 
that a surety company has declined an application from the contractor for a performance or 
payment bond. 

 
§ 2.2-4338. Alternative forms of security. 
 
A.  In lieu of a bid, payment, or performance bond, a bidder may furnish a certified 

check, cashier’s check, or cash escrow in the face amount required for the bond. 
 
B.  If approved by the Attorney General in the case of state agencies, or the attorney for 

the political subdivision in the case of political subdivisions, a bidder may furnish a personal bond, 
property bond, or bank or savings institution’s letter of credit on certain designated funds in the 
face amount required for the bid, payment, or performance bond. Approval shall be granted only 
upon a determination that the alternative form of security proffered affords protection to the public 
body equivalent to a corporate surety’s bond. 

 
C.  The provisions of this section shall not apply to the Department of Transportation. 
 
§ 2.2-4339. Bonds on other than construction contracts.  
 
A public body may require bid, payment, or performance bonds for contracts for goods or 

services if provided in the Invitation to Bid or Request for Proposal. 
 
§ 2.2-4340. Action on performance bond. 
 
No action against the surety on a performance bond shall be brought unless within five 

years after completion of the work on the project to the satisfaction of the Department of 
Transportation, in cases where the public body is the Department of Transportation, or, in all other 
cases, within one year after (i) completion of the contract, including the expiration of all warranties 
and guarantees, or (ii) discovery of the defect or breach of warranty that gave rise to the action. 

 
§ 2.2-4341. Actions on payment bonds; waiver of right to sue. 
 
A.  Any claimant who has a direct contractual relationship with the contractor and who 

has performed labor or furnished material in accordance with the contract documents in furtherance 
of the work provided in any contract for which a payment bond has been given, and who has not 
been paid in full before the expiration of 90 days after the day on which the claimant performed the 
last of the labor or furnished the last of the materials for which he claims payment, may bring an 
action on the payment bond to recover any amount due him for the labor or material. The obligee 
named in the bond need not be named a party to the action. 
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B.  Any claimant who has a direct contractual relationship with any subcontractor but 

who has no contractual relationship, express or implied, with the contractor, may bring an action on 
the contractor’s payment bond only if he has given written notice to the contractor within 90 days 
from the day on which the claimant performed the last of the labor or furnished the last of the 
materials for which he claims payment, stating with substantial accuracy the amount claimed and 
the name of the person for whom the work was performed or to whom the material was furnished. 
Notice to the contractor shall be served by registered or certified mail, postage prepaid, in an 
envelope addressed to such contractor at any place where his office is regularly maintained for the 
transaction of business. Claims for sums withheld as retainages with respect to labor performed or 
materials furnished, shall not be subject to the time limitations stated in this subsection. 

 
C.  Any action on a payment bond shall be brought within one year after the day on 

which the person bringing such action last performed labor or last furnished or supplied materials. 
 
D.  Any waiver of the right to sue on the payment bond required by this section shall be 

void unless it is in writing, signed by the person whose right is waived, and executed after such 
person has performed labor or furnished material in accordance with the contract documents. 

 
§ 2.2-4342. Public inspection of certain records. 
 
A.  Except as provided in this section, all proceedings, records, contracts and other 

public records relating to procurement transactions shall be open to the inspection of any citizen, or 
any interested person, firm or corporation, in accordance with the Virginia Freedom of Information 
Act (§ 2.2-3700 et seq.).  

 
B.  Cost estimates relating to a proposed procurement transaction prepared by or for a 

public body shall not be open to public inspection. 
 
C.  Any competitive sealed bidding bidder, upon request, shall be afforded the 

opportunity to inspect bid records within a reasonable time after the opening of all bids but prior to 
award, except in the event that the public body decides not to accept any of the bids and to reopen 
the contract. Otherwise, bid records shall be open to public inspection only after award of the 
contract. 

 
D.  Any competitive negotiation offeror, upon request, shall be afforded the opportunity 

to inspect proposal records within a reasonable time after the evaluation and negotiations of 
proposals are completed but prior to award, except in the event that the public body decides not to 
accept any of the proposals and to reopen the contract. Otherwise, proposal records shall be open to 
public inspection only after award of the contract. 

 
E.  Any inspection of procurement transaction records under this section shall be 

subject to reasonable restrictions to ensure the security and integrity of the records. 
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F.  Trade secrets or proprietary information submitted by a bidder, offeror or contractor 

in connection with a procurement transaction or prequalification application submitted pursuant to 
subsection B of § 2.2-4317 shall not be subject to the Virginia Freedom of Information Act (§ 2.2-
3700 et seq.); however, the bidder, offeror or contractor shall (i) invoke the protections of this 
section prior to or upon submission of the data or other materials, (ii) identify the data or other 
materials to be protected, and (iii) state the reasons why protection is necessary. 

 
Article 3. 

Exemptions and Limitations 
 
§ 2.2-4343. Exemption from operation of chapter for certain transactions. 
 
A.  The provisions of this chapter shall not apply to: 
 
1. The Virginia Port Authority in the exercise of any of its powers in accordance with 

Chapter 10 (§ 62.1-128 et seq.) of Title 62.1, provided the Authority implements, by policy or 
regulation adopted by the Board of Commissioners, procedures to ensure fairness and 
competitiveness in the procurement of goods and services and in the administration of its capital 
outlay program. This exemption shall be applicable only so long as such policies and procedures 
meeting the requirements remain in effect. 

 
2. The Virginia Retirement System for selection of services related to the management, 

purchase or sale of authorized investments, actuarial services, and disability determination services. 
Selection of these services shall be governed by the standard set forth in § 51.1-124.30. 

 
3. The State Treasurer in the selection of investment management services related to the 

external management of funds shall be governed by the standard set forth in § 2.2-4514, and shall 
be subject to competitive guidelines and policies that are set by the Commonwealth Treasury Board 
and approved by the Department of General Services. 

 
4. The Department of Social Services or local departments of social services for the 

acquisition of motor vehicles for sale or transfer to Temporary Assistance to Needy Families 
(TANF) recipients. 

 
5. (Effective until October 1, 2016) The College of William and Mary in Virginia, Virginia 

Commonwealth University, the University of Virginia, and Virginia Polytechnic Institute and State 
University in the selection of services related to the management and investment of their 
endowment funds, endowment income, gifts, all other nongeneral fund reserves and balances, or 
local funds of or held by the College or Universities pursuant to § 23-44.1, 23-50.10:01, 23-76.1, or 
23-122.1. However, selection of these services shall be governed by the Uniform Prudent 
Management of Institutional Funds Act (§ 64.2-1100 et seq.) as required by §§ 23-44.1, 23-
50.10:01, 23-76.1, and 23-122.1. 
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5. (Effective October 1, 2016) The College of William and Mary in Virginia, Virginia 
Commonwealth University, the University of Virginia, and Virginia Polytechnic Institute and State 
University in the selection of services related to the management and investment of their 
endowment funds, endowment income, gifts, all other nongeneral fund reserves and balances, or 
local funds of or held by the College or Universities pursuant to § 23.1-2210, 23.1-2306, 23.1-
2604, or 23.1-2803. However, selection of these services shall be governed by the Uniform Prudent 
Management of Institutional Funds Act (§ 64.2-1100 et seq.) as required by §§ 23.1-2210, 23.1-
2306, 23.1-2604, and 23.1-2803. 

 
6. (Effective until October 1, 2016) The Board of the Virginia College Savings Plan for the 

selection of services related to the operation and administration of the Plan, including, but not 
limited to, contracts or agreements for the management, purchase, or sale of authorized investments 
or actuarial, record keeping, or consulting services. However, such selection shall be governed by 
the standard set forth in § 23-38.80. 

 
6. (Effective October 1, 2016) The Board of the Virginia College Savings Plan for the 

selection of services related to the operation and administration of the Plan, including, but not 
limited to, contracts or agreements for the management, purchase, or sale of authorized investments 
or actuarial, record keeping, or consulting services. However, such selection shall be governed by 
the standard set forth in § 23.1-706. 

 
7. Public institutions of higher education for the purchase of items for resale at retail 

bookstores and similar retail outlets operated by such institutions. However, such purchase 
procedures shall provide for competition where practicable. 

 
8. The purchase of goods and services by agencies of the legislative branch that may be 

specifically exempted therefrom by the Chairman of the Committee on Rules of either the House of 
Delegates or the Senate. Nor shall the contract review provisions of § 2.2-2012 apply to such 
procurements. The exemption shall be in writing and kept on file with the agency’s disbursement 
records. 

 
9. Any town with a population of less than 3,500, except as stipulated in the provisions of 

§§ 2.2-4305, 2.2-4308, 2.2-4311, 2.2-4315, 2.2-4330, 2.2-4333 through 2.2-4338, 2.2-4343.1, and 
2.2-4367 through 2.2-4377. 

 
10. Any county, city or town whose governing body has adopted, by ordinance or 

resolution, alternative policies and procedures which are (i) based on competitive principles and (ii) 
generally applicable to procurement of goods and services by such governing body and its 
agencies, except as stipulated in subdivision 12. 

 
This exemption shall be applicable only so long as such policies and procedures, or other 

policies and procedures meeting the requirements of § 2.2-4300, remain in effect in such county, 
city or town. Such policies and standards may provide for incentive contracting that offers a 
contractor whose bid is accepted the opportunity to share in any cost savings realized by the 
locality when project costs are reduced by such contractor, without affecting project quality, during 
construction of the project. The fee, if any, charged by the project engineer or architect for 
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determining such cost savings shall be paid as a separate cost and shall not be calculated as part of 
any cost savings.  

 
11. Any school division whose school board has adopted, by policy or regulation, 

alternative policies and procedures that are (i) based on competitive principles and (ii) generally 
applicable to procurement of goods and services by the school board, except as stipulated in 
subdivision 12. 

 
This exemption shall be applicable only so long as such policies and procedures, or other 

policies or procedures meeting the requirements of § 2.2-4300, remain in effect in such school 
division. This provision shall not exempt any school division from any centralized purchasing 
ordinance duly adopted by a local governing body. 

 
12. Notwithstanding the exemptions set forth in subdivisions 9 through 11, the provisions of 

subsections C and D of § 2.2-4303, and §§ 2.2-4305, 2.2-4308, 2.2-4311, 2.2-4315, 2.2-4317, 2.2-
4330, 2.2-4333 through 2.2-4338, 2.2-4343.1, and 2.2-4367 through 2.2-4377 shall apply to all 
counties, cities and school divisions, and to all towns having a population greater than 3,500 in the 
Commonwealth. 

 
The method for procurement of professional services through competitive negotiation set 

forth in §§ 2.2-4303.1 and 2.2-4303.2 shall also apply to all counties, cities and school divisions, 
and to all towns having a population greater than 3,500, where the cost of the professional service 
is expected to exceed $60,000 in the aggregate or for the sum of all phases of a contract or project. 
A school board that makes purchases through its public school foundation or purchases educational 
technology through its educational technology foundation, either as may be established pursuant to 
§ 22.1-212.2:2 shall be exempt from the provisions of this chapter, except, relative to such 
purchases, the school board shall comply with the provisions of §§ 2.2-4311 and 2.2-4367 through 
2.2-4377. 

 
13. A public body that is also a utility operator may purchase services through or participate 

in contracts awarded by one or more utility operators that are not public bodies for utility marking 
services as required by the Underground Utility Damage Prevention Act (§ 56-265.14 et seq.). A 
purchase of services under this subdivision may deviate from the procurement procedures set forth 
in this chapter upon a determination made in advance by the public body and set forth in writing 
that competitive sealed bidding is either not practicable or not fiscally advantageous to the public, 
and the contract is awarded based on competitive principles. 

 
14. Procurement of any construction or planning and design services for construction by a 

Virginia nonprofit corporation or organization not otherwise specifically exempted when (i) the 
planning, design or construction is funded by state appropriations of $10,000 or less or (ii) the 
Virginia nonprofit corporation or organization is obligated to conform to procurement procedures 
that are established by federal statutes or regulations, whether those federal procedures are in 
conformance with the provisions of this chapter. 

 
15. Purchases, exchanges, gifts or sales by the Citizens’ Advisory Council on Furnishing 

and Interpreting the Executive Mansion. 
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16. The Eastern Virginia Medical School in the selection of services related to the 

management and investment of its endowment and other institutional funds. The selection of these 
services shall, however, be governed by the Uniform Prudent Management of Institutional Funds 
Act (§ 64.2-1100 et seq.). 

 
17. The Department of Corrections in the selection of pre-release and post-incarceration 

services. 
 
18. The University of Virginia Medical Center to the extent provided by subdivision B 3 of 

§ 23-77.4. 
 
19. The purchase of goods and services by a local governing body or any authority, board, 

department, instrumentality, institution, agency or other unit of state government when such 
purchases are made under a remedial plan established by the Governor pursuant to subsection C of 
§ 2.2-4310 or by a chief administrative officer of a county, city or town pursuant to § 15.2-965.1.  

 
20. The contract by community services boards or behavioral health authorities with an 

administrator or management body pursuant to a joint agreement authorized by § 37.2-512 or 37.2-
615.  

 
21. [Expired]. 
 
22. The purchase of Virginia-grown food products for use by a public body where the 

annual cost of the product is not expected to exceed $100,000. 
 
B.  Where a procurement transaction involves the expenditure of federal assistance or 

contract funds, the receipt of which is conditioned upon compliance with mandatory requirements 
in federal laws or regulations not in conformance with the provisions of this chapter, a public body 
may comply with such federal requirements, notwithstanding the provisions of this chapter, only 
upon the written determination of the Governor, in the case of state agencies, or the governing 
body, in the case of political subdivisions, that acceptance of the grant or contract funds under the 
applicable conditions is in the public interest. Such determination shall state the specific provision 
of this chapter in conflict with the conditions of the grant or contract. 

 
§ 2.2-4343.1. Permitted contracts with certain religious organizations; purpose; 

limitations. 
 
A.  It is the intent of the General Assembly, in accordance with the Personal 

Responsibility and Work Opportunity Reconciliation Act of 1996, P.L. 104-193, to authorize 
public bodies to enter into contracts with faith-based organizations for the purposes described in 
this section on the same basis as any other nongovernmental source without impairing the religious 
character of such organization, and without diminishing the religious freedom of the beneficiaries 
of assistance provided under this section. 
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B.  For the purposes of this section, ‘‘faith-based organization’’ means a religious 
organization that is or applies to be a contractor to provide goods or services for programs funded 
by the block grant provided pursuant to the Personal Responsibility and Work Opportunity 
Reconciliation Act of 1996, P.L. 104-193. 

 
C.  Public bodies, in procuring goods or services, or in making disbursements pursuant 

to this section, shall not (i) discriminate against a faith-based organization on the basis of the 
organization’s religious character or (ii) impose conditions that (a) restrict the religious character of 
the faith-based organization, except as provided in subsection F, or (b) impair, diminish, or 
discourage the exercise of religious freedom by the recipients of such goods, services, or 
disbursements. 

 
D.  Public bodies shall ensure that all invitations to bid, requests for proposals, 

contracts, and purchase orders prominently display a nondiscrimination statement indicating that 
the public body does not discriminate against faith-based organizations. 

 
E.  A faith-based organization contracting with a public body (i) shall not discriminate 

against any recipient of goods, services, or disbursements made pursuant to a contract authorized 
by this section on the basis of the recipient’s religion, religious belief, refusal to participate in a 
religious practice, or on the basis of race, age, color, gender or national origin and (ii) shall be 
subject to the same rules as other organizations that contract with public bodies to account for the 
use of the funds provided; however, if the faith-based organization segregates public funds into 
separate accounts, only the accounts and programs funded with public funds shall be subject to 
audit by the public body. Nothing in clause (ii) shall be construed to supersede or otherwise 
override any other applicable state law. 

 
F.  Consistent with the Personal Responsibility and Work Opportunity Reconciliation 

Act of 1996, P.L. 104-193, funds provided for expenditure pursuant to contracts with public bodies 
shall not be spent for religious worship, instruction, or proselytizing; however, this prohibition shall 
not apply to expenditures pursuant to contracts, if any, for the services of chaplains. 

 
G.  Nothing in this section shall be construed as barring or prohibiting a faith-based 

organization from any opportunity to make a bid or proposal or contract on the grounds that the 
faith-based organization has exercised the right, as expressed in 42 U.S.C. (§ 2000 e-1 et seq.), to 
employ persons of a particular religion. 

 
H.  If an individual, who applies for or receives goods, services, or disbursements 

provided pursuant to a contract between a public body and a faith-based organization, objects to the 
religious character of the faith-based organization from which the individual receives or would 
receive the goods, services, or disbursements, the public body shall offer the individual, within a 
reasonable period of time after the date of his objection, access to equivalent goods, services, or 
disbursements from an alternative provider. 
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The public body shall provide to each individual who applies for or receives goods, 

services, or disbursements provided pursuant to a contract between a public body and a faith-based 
organization a notice in bold face type that states: ‘‘Neither the public body’s selection of a 
charitable or faith-based provider of services nor the expenditure of funds under this contract is an 
endorsement of the provider’s charitable or religious character, practices, or expression. No 
provider of services may discriminate against you on the basis of religion, a religious belief, or 
your refusal to actively participate in a religious practice. If you object to a particular provider 
because of its religious character, you may request assignment to a different provider. If you 
believe that your rights have been violated, please discuss the complaint with your provider or 
notify the appropriate person as indicated in this form.’’ 

 
§ 2.2-4344. Exemptions from competition for certain transactions. 
 
A.  Any public body may enter into contracts without competition for: 
 
1. The purchase of goods or services that are produced or performed by: 
 

a.  Persons, or in schools or workshops, under the supervision of the Virginia 
Department for the Blind and Vision Impaired; or 
 

b.  Employment services organizations that offer transitional or supported 
employment services serving individuals with disabilities. 
 
2. The purchase of legal services, provided that the pertinent provisions of Chapter 5 (§ 2.2-

500 et seq.) remain applicable, or expert witnesses or other services associated with litigation or 
regulatory proceedings. 

 
B.  An industrial development authority or regional industrial facility authority may 

enter into contracts without competition with respect to any item of cost of ‘‘authority facilities’’ or 
‘‘facilities’’ as defined in § 15.2-4902 or ‘‘facility’’ as defined in § 15.2-6400. 

 
C.  A community development authority formed pursuant to Article 6 (§ 15.2-5152 et 

seq.) of Chapter 51 of Title 15.2, with members selected pursuant to such article, may enter into 
contracts without competition with respect to the exercise of any of its powers permitted by § 15.2-
5158. However, this exception shall not apply in cases where any public funds other than special 
assessments and incremental real property taxes levied pursuant to § 15.2-5158 are used as 
payment for such contract. 

 
D.  The State Inspector General may enter into contracts without competition to obtain 

the services of licensed health care professionals or other experts to assist in carrying out the duties 
of the Office of the State Inspector General. 
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§ 2.2-4345. Exemptions from competitive sealed bidding and competitive negotiation 

for certain transactions; limitations. 
 
A.  The following public bodies may enter into contracts without competitive sealed 

bidding or competitive negotiation: 
 
1. The Director of the Department of Medical Assistance Services for special services 

provided for eligible recipients pursuant to subsection H of § 32.1-325, provided that the Director 
has made a determination in advance after reasonable notice to the public and set forth in writing 
that competitive sealed bidding or competitive negotiation for such services is not fiscally 
advantageous to the public, or would constitute an imminent threat to the health or welfare of such 
recipients. The writing shall document the basis for this determination. 

 
2. The State Health Commissioner for the compilation, storage, analysis, evaluation, and 

publication of certain data submitted by health care providers and for the development of a 
methodology to measure the efficiency and productivity of health care providers pursuant to 
Chapter 7.2 (§ 32.1-276.2 et seq.) of Title 32.1, if the Commissioner has made a determination in 
advance, after reasonable notice to the public and set forth in writing, that competitive sealed 
bidding or competitive negotiation for such services is not fiscally advantageous to the public. The 
writing shall document the basis for this determination. Such agreements and contracts shall be 
based on competitive principles. 

 
3. The Virginia Code Commission when procuring the services of a publisher, pursuant to 

§§ 30-146 and 30-148, to publish the Code of Virginia or the Virginia Administrative Code. 
 
4. (Effective until July 1, 2018) The Department of Alcoholic Beverage Control for the 

purchase of alcoholic beverages. 
 
4. (Effective July 1, 2018) The Virginia Alcoholic Beverage Control Authority for the 

purchase of alcoholic beverages. 
 
5. The Department for Aging and Rehabilitative Services, for the administration of elder 

rights programs, with (i) nonprofit Virginia corporations granted tax-exempt status under § 
501(c)(3) of the Internal Revenue Code with statewide experience in Virginia in conducting a state 
long-term care ombudsman program or (ii) designated area agencies on aging. 

 
6. The Department of Health for (a) child restraint devices, pursuant to § 46.2-1097; (b) 

health care services with Virginia corporations granted tax-exempt status under § 501(c)(3) of the 
Internal Revenue Code and operating as clinics for the indigent and uninsured that are organized 
for the delivery of primary health care services in a community (i) as federally qualified health 
centers designated by the Health Care Financing Administration or (ii) at a reduced or sliding fee 
scale or without charge; or (c) contracts with laboratories providing cytology and related services if 
competitive sealed bidding and competitive negotiations are not fiscally advantageous to the public 
to provide quality control as prescribed in writing by the Commissioner of Health. 
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7. Virginia Correctional Enterprises, when procuring materials, supplies, or services for use 

in and support of its production facilities, provided the procurement is accomplished using 
procedures that ensure as efficient use of funds as practicable and, at a minimum, includes 
obtaining telephone quotations. Such procedures shall require documentation of the basis for 
awarding contracts under this section. 

 
8. The Virginia Baseball Stadium Authority for the operation of any facilities developed 

under the provisions of Chapter 58 (§ 15.2-5800 et seq.) of Title 15.2, including contracts or 
agreements with respect to the sale of food, beverages and souvenirs at such facilities. 

 
9. With the consent of the Governor, the Jamestown-Yorktown Foundation for the 

promotion of tourism through marketing with private entities provided a demonstrable cost savings, 
as reviewed by the Secretary of Education, can be realized by the Foundation and such agreements 
or contracts are based on competitive principles. 

 
10. The Chesapeake Hospital Authority in the exercise of any power conferred under 

Chapter 271, as amended, of the Acts of Assembly of 1966, provided that it does not discriminate 
against any person on the basis of race, color, religion, national origin, sex, pregnancy, childbirth or 
related medical conditions, age, marital status, or disability in the procurement of goods and 
services. 

 
11. Richmond Eye and Ear Hospital Authority, any authorities created under Chapter 53 (§ 

15.2-5300 et seq.) of Title 15.2 and any hospital or health center commission created under Chapter 
52 (§ 15.2-5200 et seq.) of Title 15.2 in the exercise of any power conferred under their respective 
authorizing legislation, provided that these entities shall not discriminate against any person on the 
basis of race, color, religion, national origin, sex, pregnancy, childbirth or related medical 
conditions, age, marital status, or disability in the procurement of goods and services. 

 
12. The Patrick Hospital Authority sealed in the exercise of any power conferred under the 

Acts of Assembly of 2000, provided that it does not discriminate against any person on the basis of 
race, color, religion, national origin, sex, pregnancy, childbirth or related medical conditions, age, 
marital status, or disability in the procurement of goods and services. 

 
13. Public bodies for insurance or electric utility services if purchased through an 

association of which it is a member if the association was formed and is maintained for the purpose 
of promoting the interest and welfare of and developing close relationships with similar public 
bodies, provided such association has procured the insurance or electric utility services by use of 
competitive principles and provided that the public body has made a determination in advance after 
reasonable notice to the public and set forth in writing that competitive sealed bidding and 
competitive negotiation are not fiscally advantageous to the public. The writing shall document the 
basis for this determination. 
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14. Public bodies administering public assistance and social services pro-grams as defined 

in § 63.2-100, community services boards as defined in § 37.2-100, or any public body purchasing 
services under the Children’s Services Act (§ 2.2-5200 et seq.) or the Virginia Juvenile Community 
Crime Control Act (§ 16.1-309.2 et seq.) for goods or personal services for direct use by the 
recipients of such programs if the procurement is made for an individual recipient. Contracts for the 
bulk procurement of goods or services for the use of recipients shall not be exempted from the 
requirements of § 2.2-4303. 

 
15. The Eastern Virginia Medical School in the exercise of any power conferred pursuant to 

Chapter 471, as amended, of the Acts of Assembly of 1964. 
 
B.  No contract for the construction of any building or for an addition to or 

improvement of an existing building by any local government or subdivision of local government 
for which state funds of not more than $50,000 in the aggregate or for the sum of all phases of a 
contract or project either by appropriation, grant-in-aid or loan, are used or are to be used for all or 
part of the cost of construction shall be let except after competitive sealed bidding or after 
competitive negotiation as provided under of subsection D of § 2.2-4303. The procedure for the 
advertising for bids or for proposals and for letting of the contract shall conform, mutatis mutandis, 
to this chapter. 

 
§ 2.2-4346. Other exemptions for certain transactions. 
 
The following public bodies may enter into contracts as provided in this section. 
 
A.  Contracts for certain essential election materials and services are exempted from the 

requirements of Articles 1 (§ 2.2-4300 et seq.), 2 (§ 2.2-4303 et seq.), and 5 (§ 2.2-4357 et seq.) of 
this chapter pursuant to § 24.2-602. 

 
B.  Any local school board may authorize any of its public schools or its school division 

to enter into contracts providing that caps and gowns, photographs, class rings, yearbooks and 
graduation announcements will be available for purchase or rental by students, parents, faculty or 
other persons using nonpublic money through the use of competitive negotiation as provided in this 
chapter; competitive sealed bidding is not necessarily required for such contracts. The 
Superintendent of Public Instruction may provide assistance to public school systems regarding this 
chapter and other related laws. 

 
C.  The Virginia Racing Commission may designate an entity to administer and 

promote the Virginia Breeders Fund created pursuant to § 59.1-372 without competitive 
procurement. 
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Article 4. 
Prompt Payment 

 
§ 2.2-4347. Definitions. 
 
As used in this article, unless the context requires a different meaning:  
 
‘‘Contractor’’ means the entity that has a direct contract with any ‘‘state agency’’ as 

defined herein, or any agency of local government as discussed in § 2.2-4352. 
 
‘‘Debtor’’ means any individual, business, or group having a delinquent debt or account 

with any state agency that obligation has not been satisfied or set aside by court order or discharged 
in bankruptcy. 

 
‘‘Payment date’’ means either (i) the date on which payment is due under the terms of a 

contract for provision of goods or services; or (ii) if such date has not been established by contract, 
(a) thirty days after receipt of a proper invoice by the state agency or its agent or forty-five days 
after receipt by the local government or its agent responsible under the contract for approval of 
such invoices for the amount of payment due, or (b) thirty days after receipt of the goods or 
services by the state agency or forty-five days after receipt by the local government, whichever is 
later. 

 
‘‘State agency’’ means any authority, board, department, instrumentality, institution, 

agency or other unit of state government. The term shall not include any county, city or town or 
any local or regional governmental authority. 

 
‘‘Subcontractor’’ means any entity that has a contract to supply labor or materials to the 

contractor to whom the contract was awarded or to any subcontractor in the performance of the 
work provided for in such contract. 

 
 § 2.2-4348. Exemptions. 
 
The provisions of this article shall not apply to the late payment provisions contained in any 

public utility tariffs prescribed by the State Corporation Commission. 
 
§ 2.2-4349. Retainage to remain valid. 
 
Notwithstanding the provisions of this article, the provisions of § 2.2-4333 relating to 

retainage shall remain valid. 
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§ 2.2-4350. Prompt payment of bills by state agencies.  
 
A.  Every state agency that acquires goods or services, or conducts any other type of 

contractual business with nongovernmental, privately owned enterprises shall promptly pay for the 
completely delivered goods or services by the required payment date.  Payment shall be deemed to 
have been made when offset proceedings have been instituted, as authorized under the Virginia 
Debt Collection Act (§ 2.2-4800 et seq.). 

 
B.  Separate payment dates may be specified for contracts under which goods or 

services are provided in a series of partial deliveries or executions to the extent that such contract 
provides for separate payment for such partial delivery or execution. 

 
§ 2.2-4350.1. Prohibition on payment without an appropriation; prohibition on IOUs. 
 
A.  As used in this section, ‘‘IOU’’ means a document issued by a governmental entity 

or representative (i) that acknowledges a debt but that does not specify all repayment terms, such as 
the repayment date, and (ii) when moneys are not available to pay a current debt. 

 
B.  1. Notwithstanding any other provision of law, unless the General Assembly has 

appropriated funds to pay for a good or service or to make payment on a debt, no state department, 
agency, or other state entity nor any state official, officer, employee, or agent shall (i) attempt to 
pay for the good or service or attempt to make payment on the debt; (ii) issue any document or 
paper that guarantees payment, or purports to pay, for the good or service or guarantees payment, 
or purports to make payment, on the debt; or (iii) in any other way attempt to pay, guarantee 
payment, or purport to pay for the same. 

 
 2. The prohibition on payment under subdivision 1 shall not apply (i) to payments 

required by federal law or (ii) if funds are lawfully available. 
 
C.  In addition, in no case shall any (i) state department, agency, or other state entity or 

(ii) state official, officer, or employee in performing the duties of his position furnish an IOU in 
exchange for any good or service, as a means to pay for any good or service, or in lieu of a payment 
on a debt. 

 
§ 2.2-4351. Defect or impropriety in the invoice or goods and/or services received. 
 
In instances where there is a defect or impropriety in an invoice or in the goods or services 

received, the state agency shall notify the supplier of the defect or impropriety, if the defect or 
impropriety would prevent payment by the payment date. The notice shall be sent within fifteen 
days after receipt of the invoice or the goods or services. 
  

 

Page 172 of 231



UNOFFICIAL COPY – VIRGINIA PUBLIC PROCUREMENT ACT 
 

54 
 

 
 
§ 2.2-4352. Prompt payment of bills by localities. 
 
Every agency of local government that acquires goods or services, or conducts any other 

type of contractual business with a nongovernmental, privately owned enterprise, shall promptly 
pay for the completed delivered goods or services by the required payment date. The required 
payment date shall be either: (i) the date on which payment is due under the terms of the contract 
for the provision of the goods or services; or (ii) if a date is not established by contract, not more 
than forty-five days after goods or services are received or not more than forty-five days after the 
invoice is rendered, whichever is later. 

 
Separate payment dates may be specified for contracts under which goods or services are 

provided in a series of partial executions or deliveries to the extent that the contract provides for 
separate payment for partial execution or delivery. 

 
Within twenty days after the receipt of the invoice or goods or services, the agency shall 

notify the supplier of any defect or impropriety that would prevent payment by the payment date. 
 
Unless otherwise provided under the terms of the contract for the provision of goods or 

services, every agency that fails to pay by the payment date shall pay any finance charges assessed 
by the supplier that shall not exceed one percent per month. 

 
The provisions of this section shall not apply to the late payment provisions in any public 

utility tariffs or public utility negotiated contracts. 
 
§ 2.2-4353. Date of postmark deemed to be date payment is made. 
 
In those cases where payment is made by mail, the date of postmark shall be deemed to be 

the date payment is made for purposes of this chapter. 
 
§ 2.2-4354. Payment clauses to be included in contracts. 
 
Any contract awarded by any state agency, or any contract awarded by any agency of local 

government in accordance with § 2.2-4352, shall include: 
 
1. A payment clause that obligates the contractor to take one of the two following actions 

within seven days after receipt of amounts paid to the contractor by the state agency or local 
government for work performed by the subcontractor under that contract: 

 
a.  Pay the subcontractor for the proportionate share of the total payment 

received from the agency attributable to the work performed by the subcontractor under that 
contract; or 
 

b.  Notify the agency and subcontractor, in writing, of his intention to withhold 
all or a part of the subcontractor’s payment with the reason for nonpayment. 
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2. A payment clause that requires (i) individual contractors to provide their social security 

numbers and (ii) proprietorships, partnerships, and corporations to provide their federal employer 
identification numbers. 

 
3. An interest clause that obligates the contractor to pay interest to the subcontractor on all 

amounts owed by the contractor that remain unpaid after seven days following receipt by the 
contractor of payment from the state agency or agency of local government for work performed by 
the subcontractor under that contract, except for amounts withheld as allowed in subdivision 1.  

 
4. An interest rate clause stating, ‘‘Unless otherwise provided under the terms of this 

contract, interest shall accrue at the rate of one percent per month.’’ 
 
Any such contract awarded shall further require the contractor to include in each of its 

subcontracts a provision requiring each subcontractor to include or otherwise be subject to the same 
payment and interest requirements with respect to each lower-tier subcontractor. 

 
A contractor's obligation to pay an interest charge to a subcontractor pursuant to the 

payment clause in this section shall not be construed to be an obligation of the state agency or 
agency of local government. A contract modification shall not be made for the purpose of 
providing reimbursement for the interest charge. A cost reimbursement claim shall not include any 
amount for reimbursement for the interest charge. 

 
§ 2.2-4355. Interest penalty; exceptions. 
 
A.  Interest shall accrue, at the rate determined pursuant to subsection B, on all amounts 

owed by a state agency to a vendor that remain unpaid after seven days following the payment date. 
However, nothing in this section shall affect any contract providing for a different rate of interest, 
or for the payment of interest in a different manner. 

 
B.  The rate of interest charged a state agency pursuant to subsection A shall be the base 

rate on corporate loans (prime rate) at large United States money center commercial banks as 
reported daily in the publication entitled The Wall Street Journal. Whenever a split prime rate is 
published, the lower of the two rates shall be used. However, in no event shall the rate of interest 
charged exceed the rate of interest established pursuant to § 58.1-1812. 

 
C.  Notwithstanding subsection A, no interest penalty shall be charged when payment is 

delayed because of disagreement between a state agency and a vendor regarding the quantity, 
quality or time of delivery of goods or services or the accuracy of any invoice received for the 
goods or services. The exception from the interest penalty provided by this subsection shall apply 
only to that portion of a delayed payment that is actually the subject of the disagreement and shall 
apply only for the duration of the disagreement. 
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D.  This section shall not apply to § 2.2-4333 pertaining to retainage on construction 

contracts, during the period of time prior to the date the final payment is due. Nothing contained 
herein shall prevent a contractor from receiving interest on such funds under an approved escrow 
agreement. 

 
E.  Notwithstanding subsection A, no interest penalty shall be paid to any debtor on any 

payment, or portion thereof, withheld pursuant to the Comptroller’s Debt Setoff Program, as 
authorized by the Virginia Debt Collection Act (§ 2.2-4800 et seq.), commencing with the date the 
payment is withheld. If, as a result of an error, a payment or portion thereof is withheld, and it is 
determined that at the time of setoff no debt was owed to the Commonwealth, then interest shall 
accrue at the rate determined pursuant to subsection B on amounts withheld that remain unpaid 
after seven days following the payment date. 

 
§ 2.2-4356. Comptroller to file annual report. 
 
The Comptroller shall file an annual report with the Governor, the Senate Committee on 

Finance, the House Committees on Finance and Appropriations on November 1 for the preceding 
fiscal year including (i) the number and dollar amounts of late payments by departments, 
institutions and agencies, (ii) the total amount of interest paid and (iii) specific steps being taken to 
reduce the incidence of late payments. 

 
Article 5. 
Remedies 

 
§ 2.2-4357. Ineligibility. 
 
A.  Any bidder, offeror or contractor refused permission to participate, or disqualified 

from participation, in public contracts shall be notified in writing. Prior to the issuance of a written 
determination of disqualification or ineligibility, the public body shall (i) notify the bidder in 
writing of the results of the evaluation, (ii) disclose the factual support for the determination, and 
(iii) allow the bidder an opportunity to inspect any documents that relate to the determination, if so 
requested by the bidder within five business days after receipt of the notice. 

 
Within ten business days after receipt of the notice, the bidder may submit rebuttal 

information challenging the evaluation. The public body shall issue its written determination of 
disqualification or ineligibility based on all information in the possession of the public body, 
including any rebuttal information, within five business days of the date the public body received 
such rebuttal information. 
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If the evaluation reveals that the bidder, offeror or contractor should be allowed permission 

to participate in the public contract, the public body shall cancel the proposed disqualification 
action. If the evaluation reveals that the bidder should be refused permission to participate, or 
disqualified from participation, in the public contract, the public body shall so notify the bidder, 
offeror or contractor. The notice shall state the basis for the determination, which shall be final 
unless the bidder appeals the decision within ten days after receipt of the notice by invoking 
administrative procedures meeting the standards of § 2.2-4365, if available, or in the alternative by 
instituting legal action as provided in § 2.2-4364. 

 
B.  If, upon appeal, it is determined that the action taken was arbitrary or capricious, or 

not in accordance with the Constitution of Virginia, applicable state law or regulations, the sole 
relief shall be restoration of eligibility. 

 
§ 2.2-4358. Appeal of denial of withdrawal of bid. 
 
A.  A decision denying withdrawal of bid under the provisions of § 2.2-4330 shall be 

final and conclusive unless the bidder appeals the decision within ten days after receipt of the 
decision by invoking administrative procedures meeting the standards of § 2.2-4365, if available, or 
in the alternative by instituting legal action as provided in § 2.2-4364. 

 
B.  If no bid bond was posted, a bidder refused withdrawal of a bid under the provisions 

of § 2.2-4330, prior to appealing, shall deliver to the public body a certified check or cash bond in 
the amount of the difference between the bid sought to be withdrawn and the next low bid. Such 
security shall be released only upon a final determination that the bidder was entitled to withdraw 
the bid. 

 
C.  If, upon appeal, it is determined that the decision refusing withdrawal of the bid was 

not (i) an honest exercise of discretion, but rather was arbitrary or capricious or (ii) in accordance 
with the Constitution of Virginia, applicable state law or regulation, or the terms or conditions of 
the Invitation to Bid, the sole relief shall be withdrawal of the bid. 

 
§ 2.2-4359. Determination of nonresponsibility. 
 
A.  Following public opening and announcement of bids received on an Invitation to 

Bid, the public body shall evaluate the bids in accordance with element 4 of the process for 
competitive sealed bidding set forth in § 2.2-4302.1. At the same time, the public body shall 
determine whether the apparent low bidder is responsible. If the public body so determines, then it 
may proceed with an award in accordance with element 5 of the process for competitive sealed 
bidding set forth in § 2.2-4302.1. If the public body determines that the apparent low bidder is not 
responsible, it shall proceed as follows: 
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1. Prior to the issuance of a written determination of nonresponsibility, the public body shall 

(i) notify the apparent low bidder in writing of the results of the evaluation, (ii) disclose the factual 
support for the determination, and (iii) allow the apparent low bidder an opportunity to inspect any 
documents that relate to the determination, if so requested by the bidder within five business days 
after receipt of the notice. 

 
2. Within ten business days after receipt of the notice, the bidder may submit rebuttal 

information challenging the evaluation. The public body shall issue its written determination of 
responsibility based on all information in the possession of the public body, including any rebuttal 
information, within five business days of the date the public body received the rebuttal information. 
At the same time, the public body shall notify, with return receipt requested, the bidder in writing 
of its determination. 

 
3. Such notice shall state the basis for the determination, which shall be final unless the 

bidder appeals the decision within ten days after receipt of the notice by invoking administrative 
procedures meeting the standards of § 2.2-4365, if available, or in the alternative by instituting 
legal action as provided in § 2.2-4364.  The provisions of this subsection shall not apply to 
procurements involving the prequalification of bidders and the rights of any potential bidders under 
such prequalification to appeal a decision that such bidders are not responsible. 

 
B.  If, upon appeal pursuant to § 2.2-4364 or §2.2-4365, it is determined that the 

decision of the public body was not (i) an honest exercise of discretion, but rather was arbitrary or 
capricious or (ii) in accordance with the Constitution of Virginia, applicable state law or regulation, 
or the terms or conditions of the Invitation to Bid, and the award of the contract in question has not 
been made, the sole relief shall be a finding that the bidder is a responsible bidder for the contract 
in question or directed award as provided in subsection A of § 2.2-4364 or both. 

 
If it is determined that the decision of the public body was not an honest exercise of 

discretion, but rather was arbitrary or capricious or not in accordance with the Constitution of 
Virginia, applicable state law or regulation, or the terms or conditions of the Invitation to Bid, and 
an award of the contract has been made, the relief shall be as set forth in subsection B of § 2.2-
4360. 

 
C.  A bidder contesting a determination that he is not a responsible bidder for a 

particular contract shall proceed under this section, and may not protest the award or proposed 
award under the provisions of § 2.2-4360. 

 
D.  Nothing contained in this section shall be construed to require a public body, when 

procuring by competitive negotiation, to furnish a statement of the reasons why a particular 
proposal was not deemed to be the most advantageous. 
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§ 2.2-4360. Protest of award or decision to award. 
 
A.  Any bidder or offeror, who desires to protest the award or decision to award a 

contract shall submit the protest in writing to the public body, or an official designated by the 
public body, no later than ten days after the award or the announcement of the decision to award, 
whichever occurs first. Public notice of the award or the announcement of the decision to award 
shall be given by the public body in the manner prescribed in the terms or conditions of the 
Invitation to Bid or Request for Proposal. Any potential bidder or offeror on a contract negotiated 
on a sole source or emergency basis who desires to protest the award or decision to award such 
contract shall submit the protest in the same manner no later than ten days after posting or 
publication of the notice of such contract as provided in § 2.2-4303. However, if the protest of any 
actual or potential bidder or offeror depends in whole or in part upon information contained in 
public records pertaining to the procurement transaction that are subject to inspection under § 2.2-
4342, then the time within which the protest shall be submitted shall expire ten days after those 
records are available for inspection by such bidder or offeror under § 2.2-4342, or at such later time 
as provided in this section. No protest shall lie for a claim that the selected bidder or offeror is not a 
responsible bidder or offeror. The written protest shall include the basis for the protest and the 
relief sought. The public body or designated official shall issue a decision in writing within ten 
days stating the reasons for the action taken. This decision shall be final unless the bidder or offeror 
appeals within ten days of receipt of the written decision by invoking administrative procedures 
meeting the standards of § 2.2-4365, if available, or in the alternative by instituting legal action as 
provided in § 2.2-4364. Nothing in this subsection shall be construed to permit a bidder to 
challenge the validity of the terms or conditions of the Invitation to Bid or Request for Proposal. 

 
B.  If prior to an award it is determined that the decision to award is arbitrary or 

capricious, then the sole relief shall be a finding to that effect. The public body shall cancel the 
proposed award or revise it to comply with the law. If, after an award, it is determined that an 
award of a contract was arbitrary or capricious, then the sole relief shall be as hereinafter provided. 

 
Where the award has been made but performance has not begun, the performance of the 

contract may be enjoined. Where the award has been made and performance has begun, the public 
body may declare the contract void upon a finding that this action is in the best interest of the 
public. Where a contract is declared void, the performing contractor shall be compensated for the 
cost of performance up to the time of such declaration. In no event shall the performing contractor 
be entitled to lost profits. 

 
C.  Where a public body, an official designated by that public body, or an appeals board 

determines, after a hearing held following reasonable notice to all bidders, that there is probable 
cause to believe that a decision to award was based on fraud or corruption or on an act in violation 
of Article 6 (§ 2.2-4367 et seq.) of this chapter, the public body, designated official or appeals 
board may enjoin the award of the contract to a particular bidder. 
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§ 2.2-4361. Effect of appeal upon contract. 
 
Pending final determination of a protest or appeal, the validity of a contract awarded and 

accepted in good faith in accordance with this chapter shall not be affected by the fact that a protest 
or appeal has been filed. 

 
§ 2.2-4362. Stay of award during protest. 
 
An award need not be delayed for the period allowed a bidder or offeror to protest, but in 

the event of a timely protest as provided in § 2.2-4360, or the filing of a timely legal action as 
provided in § 2.2-4364, no further action to award the contract shall be taken unless there is a 
written determination that proceeding without delay is necessary to protect the public interest or 
unless the bid or offer would expire. 

 
§ 2.2-4363. Contractual disputes. 
 
A.  Contractual claims, whether for money or other relief, shall be submitted in writing 

no later than 60 days after final payment. However, written notice of the contractor’s intention to 
file a claim shall be given at the time of the occurrence or beginning of the work upon which the 
claim is based. Nothing herein shall preclude a contract from requiring submission of an invoice for 
final payment within a certain time after completion and acceptance of the work or acceptance of 
the goods. Pendency of claims shall not delay payment of amounts agreed due in the final payment. 

 
B.  Each public body shall include in its contracts a procedure for consideration of 

contractual claims. Such procedure, which may be contained in the contract or may be specifically 
incorporated into the contract by reference and made available to the contractor, shall establish a 
time limit for a final decision in writing by the public body. If the public body has established 
administrative procedures meeting the standards of § 2.2-4365, such procedures shall be contained 
in the contract or specifically incorporated in the contract by reference and made available to the 
contractor. 

 
C.  If, however, the public body fails to include in its contracts a procedure for 

consideration of contractual claims, the following procedure shall apply: 
 
1. Contractual claims, whether for money or other relief, shall be submitted in writing no 

later than 60 days after receipt of final payment; however, written notice of the contractor’s 
intention to file a claim shall be given at the time of the occurrence or at the beginning of the work 
upon which the claim is based. 

 
2. No written decision denying a claim or addressing issues related to the claim shall be 

considered a denial of the claim unless the written decision is signed by the public body’s chief 
administrative officer or his designee. The contractor may not institute legal action prior to receipt 
of the final written decision on the claim unless the public body fails to render a decision within 90 
days of submission of the claim. Failure of the public body to render a decision within 90 days 
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shall not result in the contractor being awarded the relief claimed or in any other relief or penalty. 
The sole remedy for the public body’s failure to render a decision within 90 days shall be the 
contractor’s right to institute immediate legal action. 

 
D.  A contractor may not invoke administrative procedures meeting the standards of § 

2.2-4365, if available, or institute legal action as provided in § 2.2-4364, prior to receipt of the 
public body’s decision on the claim, unless the public body fails to render such decision within the 
time specified in the contract or, if no time is specified, then within the time provided by subsection 
C. A failure of the public body to render a final decision within the time provided in subsection C 
shall be deemed a final decision denying the claim by the public body. 

 
E.  The decision of the public body shall be final and conclusive unless the contractor 

appeals within six months of the date of the final decision on the claim by the public body by 
invoking administrative procedures meeting the standards of § 2.2-4365, if available, or in the 
alternative by instituting legal action as provided in § 2.2-4364. 

 
§ 2.2-4364. Legal actions. 
 
A.  A bidder or offeror, actual or prospective, who is refused permission or disqualified 

from participation in bidding or competitive negotiation, or who is determined not to be a 
responsible bidder or offeror for a particular contract, may bring an action in the appropriate circuit 
court challenging that decision, which shall be reversed only if the petitioner establishes that the 
decision was not (i) an honest exercise of discretion, but rather was arbitrary or capricious; (ii) in 
accordance with the Constitution of Virginia, applicable state law or regulation, or the terms or 
conditions of the Invitation to Bid; or (iii) in the case of denial of prequalification, based upon the 
criteria for denial of prequalification set forth in subsection B of § 2.2-4317. In the event the 
apparent low bidder, having been previously determined by the public body to be not responsible in 
accordance with § 2.2-4301, is found by the court to be a responsible bidder, the court may direct 
the public body to award the contract to such bidder in accordance with the requirements of this 
section and the Invitation to Bid. 

 
B.  A bidder denied withdrawal of a bid under § 2.2-4358 may bring an action in the 

appropriate circuit court challenging that decision, which shall be reversed only if the bidder 
establishes that the decision of the public body was not (i) an honest exercise of discretion, but 
rather was arbitrary or capricious or (ii) in accordance with the Constitution of Virginia, applicable 
state law or regulation, or the terms or conditions of the Invitation to Bid. 

 
C.  A bidder, offeror or contractor, or a potential bidder or offeror on a contract 

negotiated on a sole source or emergency basis in the manner provided in § 2.2-4303, whose 
protest of an award or decision to award under § 2.2-4360 is denied, may bring an action in the 
appropriate circuit court challenging a proposed award or the award of a contract, which shall be 
reversed only if the petitioner establishes that the proposed award or the award is not (i) an honest 
exercise of discretion, but rather is arbitrary or capricious or (ii) in accordance with the 
Constitution of Virginia, applicable state law or regulation, or the terms and conditions of the 
Invitation to Bid or Request for Proposal. 
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D.  If injunctive relief is granted, the court, upon request of the public body, shall 
require the posting of reasonable security to protect the public body. 

 
E.  A contractor may bring an action involving a contract dispute with a public body in 

the appropriate circuit court. Notwithstanding any other provision of law, the Comptroller shall not 
be named as a defendant in any action brought pursuant to this chapter or § 33.2-1103, except for 
disputes involving contracts of the Office of the Comptroller or the Department of Accounts. 

 
F.  A bidder, offeror or contractor need not utilize administrative procedures meeting 

the standards of § 2.2-4365, if available, but if those procedures are invoked by the bidder, offeror 
or contractor, the procedures shall be exhausted prior to instituting legal action concerning the 
same procurement transaction unless the public body agrees otherwise. 

 
G.  Nothing herein shall be construed to prevent a public body from instituting legal 

action against a contractor. 
 
§ 2.2-4365. Administrative appeals procedure. 
 
A.  A public body may establish an administrative procedure for hearing (i) protests of a 

decision to award or an award, (ii) appeals from refusals to allow withdrawal of bids, (iii) appeals 
from disqualifications and determinations of nonresponsibility, and (iv) appeals from decisions on 
disputes arising during the performance of a contract, or (v) any of these. Such administrative 
procedure shall provide for a hearing before a disinterested person or panel, the opportunity to 
present pertinent information and the issuance of a written decision containing findings of fact. The 
disinterested person or panel shall not be an employee of the governmental entity against whom the 
claim has been filed. The findings of fact shall be final and conclusive and shall not be set aside 
unless the same are (a) fraudulent, arbitrary or capricious; (b) so grossly erroneous as to imply bad 
faith; or (c) in the case of denial of prequalification, the findings were not based upon the criteria 
for denial of prequalification set forth in subsection B of § 2.2-4317. No determination on an issue 
of law shall be final if appropriate legal action is instituted in a timely manner. 

 
B.  Any party to the administrative procedure, including the public body, shall be 

entitled to institute judicial review if such action is brought within thirty days of receipt of the 
written decision. 

 
§ 2.2-4366. Alternative dispute resolution. 
 
Public bodies may enter into agreements to submit disputes arising from contracts entered 

into pursuant to this chapter to arbitration and utilize mediation and other alternative dispute 
resolution procedures. However, such procedures entered into by the Commonwealth, or any 
department, institution, division, commission, board or bureau thereof, shall be nonbinding and 
subject to § 2.2-514, as applicable. Alternative dispute resolution procedures entered into by school 
boards shall be nonbinding. 
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Article 6. 

Ethics in Public Contracting 
 
§ 2.2-4367. Purpose. 
 
The provisions of this article supplement, but shall not supersede, other provisions of law 

including, but not limited to, the State and Local Government Conflict of Interests Act (§ 2.2-3100 
et seq.), the Virginia Governmental Frauds Act (§ 18.2-498.1 et seq.), and Articles 2 (§ 18.2-438 et 
seq.) and 3 (§ 18.2-446 et seq.) of Chapter 10 of Title 18.2. 

 
The provisions of this article shall apply notwithstanding the fact that the conduct described 

may not constitute a violation of the State and Local Government Conflict of Interests Act. 
 
§ 2.2-4368. Definitions. 
 
As used in this article: 
 
‘‘Immediate family’’ means a spouse, children, parents, brothers and sisters, and any other 

person living in the same household as the employee. 
 
‘‘Official responsibility’’ means administrative or operating authority, whether intermediate 

or final, to initiate, approve, disapprove or otherwise affect a procurement transaction, or any claim 
resulting therefrom. 

 
‘‘Pecuniary interest arising from the procurement’’ means a personal interest in a contract 

as defined in the State and Local Government Conflict of Interests Act (§ 2.2-3100 et seq.). 
 
‘‘Procurement transaction’’ means all functions that pertain to the obtaining of any goods, 

services or construction, including description of requirements, selection and solicitation of 
sources, preparation and award of contract, and all phases of contract administration. 

 
‘‘Public employee’’ means any person employed by a public body, including elected 

officials or appointed members of governing bodies. 
 
§ 2.2-4369. Proscribed participation by public employees in procurement transactions. 
 
Except as may be specifically allowed by subdivisions A 2, 3 and 4 of § 2.2-3112, no public 

employee having official responsibility for a procurement transaction shall participate in that 
transaction on behalf of the public body when the employee knows that: 

 
1. The employee is contemporaneously employed by a bidder, offeror or contractor 

involved in the procurement transaction; 
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2. The employee, the employee’s partner, or any member of the employee’s immediate 

family holds a position with a bidder, offeror or contractor such as an officer, director, trustee, 
partner or the like, or is employed in a capacity involving personal and substantial participation in 
the procurement transaction, or owns or controls an interest of more than five percent; 

 
3. The employee, the employee’s partner, or any member of the employee’s immediate 

family has a pecuniary interest arising from the procurement transaction; or 
 
4. The employee, the employee’s partner, or any member of the employee’s immediate 

family is negotiating, or has an arrangement concerning, prospective employment with a bidder, 
offeror or contractor. 

 
§ 2.2-4370. Disclosure of subsequent employment. 
 
No public employee or former public employee having official responsibility for 

procurement transactions shall accept employment with any bidder, offeror or contractor with 
whom the employee or former employee dealt in an official capacity concerning procurement 
transactions for a period of one year from the cessation of employment by the public body unless 
the employee or former employee provides written notification to the public body, or a public 
official if designated by the public body, or both, prior to commencement of employment by that 
bidder, offeror or contractor. 

 
§ 2.2-4371. Prohibition on solicitation or acceptance of gifts; gifts by bidders, offerors, 

contractor or subcontractors prohibited. 
 
A.  No public employee having official responsibility for a procurement transaction 

shall solicit, demand, accept, or agree to accept from a bidder, offeror, contractor or subcontractor 
any payment, loan, subscription, advance, deposit of money, services or anything of more than 
nominal or minimal value, present or promised, unless consideration of substantially equal or 
greater value is exchanged. The public body may recover the value of anything conveyed in 
violation of this subsection. 

 
B.  No bidder, offeror, contractor or subcontractor shall confer upon any public 

employee having official responsibility for a procurement transaction any payment, loan, 
subscription, advance, deposit of money, services or anything of more than nominal value, present 
or promised, unless consideration of substantially equal or greater value is exchanged. 

 
§ 2.2-4372. Kickbacks. 
 
A.  No contractor or subcontractor shall demand or receive from any of his suppliers or 

his subcontractors, as an inducement for the award of a subcontract or order, any payment, loan, 
subscription, advance, deposit of money, services or anything, present or promised, unless 
consideration of substantially equal or greater value is exchanged. 
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B.  No subcontractor or supplier shall make, or offer to make, kickbacks as described in 
this section. 

 
C.  No person shall demand or receive any payment, loan, subscription, advance, 

deposit of money, services or anything of value in return for an agreement not to compete on a 
public contract. 

 
D.  If a subcontractor or supplier makes a kickback or other prohibited payment as 

described in this section, the amount thereof shall be conclusively presumed to have been included 
in the price of the subcontract or order and ultimately borne by the public body and shall be 
recoverable from both the maker and recipient. Recovery from one offending party shall not 
preclude recovery from other offending parties. 

 
§ 2.2-4373. Participation in bid preparation; limitation on submitting bid for same 

procurement. 
 
No person who, for compensation, prepares an invitation to bid or request for proposal for 

or on behalf of a public body shall (i) submit a bid or proposal for that procurement or any portion 
thereof or (ii) disclose to any bidder or offeror information concerning the procurement that is not 
available to the public. However, a public body may permit such person to submit a bid or proposal 
for that procurement or any portion thereof if the public body determines that the exclusion of the 
person would limit the number of potential qualified bidders or offerors in a manner contrary to the 
best interests of the public body. 

 
§ 2.2-4374. Purchase of building materials, etc., from architect or engineer prohibited. 
 
A.  No building materials, supplies or equipment for any building or structure 

constructed by or for a public body shall be sold by or purchased from any person employed as an 
independent contractor by the public body to furnish architectural or engineering services, but not 
construction, for such building or structure or from any partnership, association or corporation in 
which such architect or engineer has a personal interest as defined in § 2.2-3101. 

 
B.  No building materials, supplies or equipment for any building or structure 

constructed by or for a public body shall be sold by or purchased from any person who has 
provided or is currently providing design services specifying a sole source for such materials, 
supplies or equipment to be used in the building or structure to the independent contractor 
employed by the public body to furnish architectural or engineering services in which such person 
has a personal interest as defined in § 2.2-3101. 

 
C.  The provisions of subsections A and B shall not apply in cases of emergency or for 

transportation-related projects conducted by the Department of Transportation or the Virginia Port 
Authority. 
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§ 2.2-4375. Certification of compliance required; penalty for false statements. 
 
A.  Public bodies may require public employees having official responsibility for 

procurement transactions in which they participated to annually submit for such transactions a 
written certification that they complied with the provisions of this article. 

 
B.  Any public employee required to submit a certification as provided in 

subsection A who knowingly makes a false statement in the certification shall be 
punished as provided in § 2.2-4377. 

 
§ 2.2-4376. Misrepresentations prohibited. 
 
No public employee having official responsibility for a procurement transaction shall 

knowingly falsify, conceal, or misrepresent a material fact; knowingly make any false, fictitious or 
fraudulent statements or representations; or make or use any false writing or document knowing it 
to contain any false, fictitious or fraudulent statement or entry. 

 
§ 2.2-4376.1. Contributions and gifts; prohibition during procurement process. 
 
A.  No bidder or offeror who has submitted a bid or proposal to an executive branch 

agency that is directly responsible to the Governor for the award of a public contract pursuant to 
this chapter, and no individual who is an officer or director of such a bidder or offeror, shall 
knowingly provide a contribution, gift, or other item with a value greater than $50 or make an 
express or implied promise to make such a contribution or gift to the Governor, his political action 
committee, or the Governor’s Secretaries, if the Secretary is responsible to the Governor for an 
executive branch agency with jurisdiction over the matters at issue, during the period between the 
submission of the bid and the award of the public contract under this chapter. The provisions of 
this section shall apply only for public contracts where the stated or expected value of 
the contract is $5 million or more. The provisions of this section shall not apply to contracts 
awarded as the result of competitive sealed bidding. 

 
B.  Any person who knowingly violates this section shall be subject to a civil penalty of 

$500 or up to two times the amount of the contribution or gift, whichever is greater. The attorney 
for the Commonwealth shall initiate civil proceedings to enforce the civil penalties. Any civil 
penalties collected shall be payable to the State Treasurer for deposit to the general fund. 

 
§ 2.2-4377. Penalty for violation. 
 
Any person convicted of a willful violation of any provision of this article shall be guilty of 

a Class 1 misdemeanor. Upon conviction, any public employee, in addition to any other fine or 
penalty provided by law, shall forfeit his employment. 
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I.   Purpose, General 
 
The purpose of the purchasing card program is to provide the Town of Berryville with an efficient and 
reliable way to make purchases. The purchasing card should be used as an alternative to vendor direct 
billing. 

II. Background 
 
Purchasing cards can simplify and expedite procurement but use of these cards requires strict 
adherence to internal control procedures and a commitment to accompanying accounting procedures. 
In most cases, card use reduces staff procurement efforts, allows internet purchases; shortens delivery 
time and increases financial tracking and control efforts. 
 

III. Participation 
 
Unless otherwise specified, the authority to use the purchasing card (p-card) will be delegated to all 
departments, referred to as “department” hereafter. 
 
The Town Manager may terminate, suspend or limit a department’s p-card program. The Town 
Manager is authorized to terminate, suspend or limit a particular individual card. 
 
IV. Rebate 
 
The rebate that is earned on qualifying purchases and paid by the issuing bank will be deposited in the 
Town’s General Fund for administrative and processing costs. 

V. Roles 
Program Administrator  
The Treasurer manages the purchasing card program and is responsible for establishing and enforcing 
card related policies and procedures and serves as Program Administrator. The Treasurer may delegate 
purchasing card duties to Finance Department staff.  
  
Department Head 
The Department Head or designee is responsible for all aspects of the department’s purchasing card 
program.  The Department Head monitors card activity and ensures that vendor receipts, invoices and 
delivery documentation are retained for each purchase, in accordance with established policies and 
procedures. The Department Head will sign the P-card Expense Report Form submitted by department 
personnel and will serve as the primary contact for the department.  
  
Cardholder  
The Cardholder is an individual employee assigned a card with his or her name imprinted on it. The 
cardholder is responsible for using the card in accordance with this policy. The cardholder is 
responsible for card activity and retaining vendor receipts, invoices and delivery documentation.  The 
cardholder is also responsible for signing and submitting required documentation the P-card Expense 
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Report Form, in a timely manner, for coding and approval to the Department Head. designated person 
in their department. 

VI. Process Overview 
 
Establishing an Individual Card Account 
Departments request cards for an individual by submitting an application to the Treasurer.  This card 
will be imprinted with cardholder name.  The application indicates the department, card limit 
requested, full name of cardholder and contact information.  
 
Obtaining Cards from Bank of America 
The Treasurer receives/reviews the application and submits to BOA through WORKS.  The bank 
establishes a new account and forwards the new card to the Administrator.  The Administrator 
distributes the card to the Department Head and the cardholder activates the account.  
  
Card Use  
The department uses the card in accordance with this policy and the department’s own internal control 
procedures.  
  
Billing and Payment Process  
  
The Department Head will have access to a master departmental summary of charges.  This will serve 
as a statement to reconcile charges.  Once reconciled and reviewed (see process below) the 
departmental summary will be forwarded to the Finance Department for payment through the regular 
scheduled bill cycle.  
  
There is a 25 day grace period, from the statement date, to make payment in full.  Payment in full 
MUST be made each month.  This requires specific attention to timely submission of the monthly 
statement to accounts payable in order to make payments by the due date.  
  
In order to meet the payment deadlines, it is advised that reconciliation be a continuous process 
throughout the month.  This will expedite the process.  The charges for the cardholder who serves as 
the Department Head must be reviewed by the Treasurer.  
  
Reconciliation and Review  
Purchasing card reconciliation is the process of verifying the accuracy of all posted card transactions 
(charges and credits).  There are two (2) options for mMonthly reconciliation, reconciliation by the 
cardholder or reconciliation is performed by the Department Head. 
  
Reconciliation by cardholders – The cardholder is responsible to reconcile the bank record of 
transactions to the actual receipts to verify that all charges are proper and the correct amounts have 
been charged.  The monthly statement must be reconciled and sent to the Department Head.  It is 
essential that the following steps are taken when reconciling the monthly statement:  
 

• Compare backup documents to the transactions listed on the statement;  
• Ensure any exceptions are followed-up for corrections;  
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• Sign the monthly statement (or individual receipts) documenting your review and certification 
that all purchases listed are correct and made for official purposes which meet the appropriate 
business needs;  

• Attach the receipts to the statement and forward all documents to the Department Head for 
review.  

 
Reconciliation by Department Head – The Department Head is responsible to reconcile the bank 
record of transactions to the actual receipts, for all department cardholders, to verify that all charges 
are proper and the correct amounts have been charged.  Receipts are submitted by the cardholder to the 
Department Head. A signed P-card Expense Report form and the receipts are submitted by the 
cardholder to the Department Head.  The Department Head verifies the charges, signs the P-card 
Expense Report form and forwards it to the Finance Department.  
 

• Compare backup documents to the transactions listed on the department billing;  
• Ensure any exceptions are followed-up for corrections;  
• Sign the summary sheet documenting your review and certification that all purchases listed are 

correct and made for official purposes which meet the appropriate business needs;  
• Review – Once all statements/receipts are received by the Department Head from the 

cardholders, the Department Head will prepare a payment summary which indicates the proper 
expenditure codes and payment amounts.  The Department Head should also review individual 
statements/charges to ensure compliance to the policies and procedures.  The Department Head 
will sign and date the payment summary and submit to the department head for approval.   

• Once approved the entire package will be forwarded to the Finance Department for payment 
through the regular scheduled bill cycle.  

  
Card Use by Reviewing Department Head – If the reviewer uses the card, the P-Card Expense Report 
must be reviewed by the Treasurer.  If the Treasurer uses the card, the P-Card Expense report 
reconciliation must be reviewed by the Town Manager.  The reviewer must sign and date the 
reconciliation.  
 
 Statement Due Dates  
The billing cycle ends on the last business day of each month with the payment due around the 25th of 
each month.  REMEMBER – transactions can be viewed online by the Department Head at any time.  
This will expedite the process rather than waiting for the end of the cycle.  Statements will be due to 
the Finance Department on dates set by Finance. 

VII. Card Uses 
 
Subject to the limitations discussed in this policy, the p-card may be used for the following:  

• Travel Expenses;  
• All goods and services; and  
• Telephone and Internet ordering.  

  
Purchasing cards may NOT be used for the following:  

• Cash Advances;  
• Personal Purchases of any kind;  
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• Purchases by Non-Employees;  
• Split Purchases – A split purchase is one in which the original purchase requirement for the 

same or related goods or services is broken into multiple smaller purchases which are made 
over a short period of time.  In most cases a split purchase is created to circumvent the 
procurement policy and/or a card’s single purchase or cycle spending limits; and  

• Other purchases prohibited by town policy. 

VIII. Card Limits 
The Town Manager in consultation with the Treasurer and Bank of America representatives shall 
approve all card limits including single transaction limits, cycle limits and authorizations per day. 
 
The Town Manager in consultation with the Treasurer and Bank of America representatives shall 
establish Merchant Category Codes to block purchases from certain categories of vendors to ensure 
that cards cannot be used for improper purposes. 
 

IX. Program Training 
 
Department Head Training  
All Department Heads are required to attend Department Head training.  The Finance Department in 
conjunction with Bank of America will provide this training to primary Department Heads. 
 
Card User Training  
Departments are required to provide training in conjunction with Bank of America to all cardholders 
and users prior to their first card use.  
 

X. Card Characteristics 
 
Card Plastic  
Card plastics will include the following information:  TOWN OF BERRYVILLE, VA – FOR 
OFFICIAL USE ONLY – TAX EXEMPT #XXXXXXXXXXX. Card Imprint  
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Card names are assigned by the department.  Each line has a maximum of 24 characters, including 
spaces. Each card name shall include: 

• Line 1 – Individual’s legal name  
• Line 2 – Department name  

 
Signature on Card  
Cards shall be signed by the individual whose name appears on the card.  
 
Card Security  
Except for cards in personal possession, cards should be kept in secure location while not in use.  
Access to the location should be limited to those individuals who are permitted to access the card. 

XII. Other Program Requirements 
 
 
 
Sales Tax Exemption  
Most town purchases are exempt from Virginia state sales tax. When making a p-card purchase, card 
users should remind the vendor of our tax exempt status and examine the receipt to verify sales tax was 
not charged.  By state statute, the town is not exempt from sales tax for meals, catered events, lodging 
or other accommodations. The town is not exempt from sales tax imposed by other states on goods and 
services purchased outside of Virginia. 
  
Employee Acknowledgement Disclosure Form  
A Cardholder/User Agreement form must be signed before a new card is issued and at each instance 
that a card is re-issued to the same individual.  This will include the reissue of expired cards.  The form 
acknowledges the employee’s responsibilities regarding card use and sets forth consequences for card 
misuse.  The Treasurer shall maintain the signed forms at least 3 years following the employee’s 
termination of employment.  
  
Receipts  
Vendor receipt, invoice or credit slip must be retained for each transaction.  Receipts should show all 
details pertinent to the transaction, including date of purchase, vendor name and location, item(s) 
purchased with corresponding description(s) and price(s), and the total amount paid.  These documents 
shall be attached with the appropriate monthly statement.  
  

• Alternate Receipt –Department may use an alternate receipt, such as an internet screen print or 
faxed receipt.  The receipt should contain the same level of detail required for an original 
receipt.  

• Missing Receipt – If, for any reason, an original, alternate or photocopied receipt is 
unavailable, a Missing Receipt Affidavit providing the purchase details and reason why a 
receipt is not available must be included with the appropriate monthly statement.  
Documentation in lieu of missing receipts must be signed and dated by the Cardholder and the 
Department Director.  

 
Document Retention  
Program documents must be retained for a minimum of three (3) years.  
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Card Management Software  
Bank of America Merrill Lynch provides WORKS p-card management software online. This software 
will allow a user to view transactions at any time, run reports, electronically allocate transactions, etc.  
Upon request, Cardholders will only be granted access to view information of their own card accounts 
and Department Heads will be given greater access to create reports and manage all department 
cardholders.   
  
Problem Resolution  
The Department Head should attempt to resolve disputes directly with the vendor and/or the bank.  If 
unable to resolve directly within a reasonable time period, contact the Treasurer for assistance. Any 
adjustment to billing will be made on subsequent statements.  
  
Dispute Procedures  
Dispute procedures are defined by the town’s purchasing card contract with Bank of America Merrill 
Lynch.  The contract requires that disputed items be identified within 60 days of the billing close date 
for the cycle in which the disputed charge appears on the monthly statement.  Disputed charges must 
be identified to BAML by completing the online dispute form in WORKS or by contacting BAML 
Customer Service and receiving the document in the mail.  Although items identified outside the 60 
day period may still be disputed, the town’s legal standing in the matter is decreased.  Dispute rights 
for department cards are significantly limited.  
  
Lost or Stolen Cards  
Lost or stolen cards shall be reported to Bank of America Merrill Lynch and the Department Head 
immediately. The bank provides a 24 hour toll free telephone number for this purpose. The number is 
included on the paperwork that accompanies each new card. The Department Head must also notify the 
Treasurer immediately. All card users should be aware of the procedure for reporting a lost or stolen 
card, including how to proceed if the Department Head is not available at the time the loss is 
discovered.  
  
Reissue of a Lost or Stolen Card  
To request a replacement of a lost or stolen card, forward a memo from the department director to the 
Treasurer.  The memo should describe the circumstances surrounding the card loss and the steps taken 
to ensure against future losses.  The Treasurer will evaluate each incident on an individual basis to 
determine whether or not to issue a replacement card.  
  
Card Cancellation  
If a department wishes to cancel a card, the Department Head should submit the original cardholder 
application, with the effective date and reason for cancellation completed, to the Treasurer.  The 
Department Head must destroy any cancelled card(s).  If there is an urgent need to cancel a card, 
contact the Treasurer for immediate assistance.  Remember that lost or stolen cards may be reported 
directly to the bank through a 24 hour toll free number.  
  
Card Changes  
If the department wishes to change any aspect of a card, including address and card limits, the 
Department Head should submit card changes to the Treasurer.  
 
Violations of Policy  
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The purchasing card is an opportunity for town staff to maximize efficiency in the procurement of 
goods and service; however, this concession can be terminated for violation of the policies and 
procedures outlined in the document.  It is the responsibility of the Department Head to maintain a 
violation log.  If a user violates the policies and procedures, potential repercussions include, but are not 
limited to:  

• Warning letter sent by the Department Head;  
• Suspension of card privileges; and/or  
• Employee termination.  

  
Examples of violations include, but are not limited to:  

• Personal purchases;  
• Purchase of restricted commodities;  
• Split purchasing;  
• Failure to obtain and forward supporting documentation for all card transactions;  
• Lack of timely and proper reconciliation of monthly statements; and/or  
• Use of the card by anyone or any department other than the authorized user.  

  
Fraud and Misuse 
  
Deterrence  
The department is responsible to actively protect each of its purchasing cards from fraud and misuse.  
The following guidelines should be followed:  

• Limit Card Access – Maintain cards in a secure environment.  
• Protect Card Information – Information regarding cards should be protected.  This is to include 

card account number, name and expiration date.  File reports that contain card numbers in 
locked file cabinets.  When discarding reports or other paperwork containing card information, 
shred documents.  Assure security of card materials that are maintained electronically.  Do not 
send emails which contain card numbers and/or expiration dates.  

• Establish Reasonable Card Limits – Establish reasonable spending and transaction limits.   This 
will limit risk in the event the card or card number is lost or stolen.  

• Maintain Adequate Separation of Duties – Divide the card custodian and the 
accounting/reconciliation duties among employees.  Conduct proper upper management review 
of transactions and supporting receipts and associated documentation.  

 
Occurrence of Fraud or Misuse  
If fraud or misuse is suspected, the Department Head shall contact the Town Manager immediately for 
further guidance. 
 
Compliance Reviews 
  
The card program is subject to review by the Town Manager and both internal and external auditors. 
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Work Plan Appendix C 
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