
Bug Bites Session 2 – Small Purchase Procedures 

 

As part of UMW’s purchasing authority, we have the ability to write our own small purchase procedures for the 

procurement of goods and non-professional services. A small purchase is defined as a purchase with a total 

value up to and including $200,000.  

With all purchases, the University has some general requirements: 

- Anything related technology has some form of IT approval or review required 

- Any services being provided by an individual requires the independent contractor questionnaire to be 

filled out to determine employment status before procuring. 

- Any travel or non-travel reimbursements must go through Chrome River for approval and follow all 

procurement requirements. 

The University also has some mandatory, exclusive, or preferred contracts by either the state or the university 

for certain commodities that must first be considered. Examples: 

- VCE is a mandatory source for all furniture.  

- Food services/dining - currently Sodexo 

- Office Supplies – currently TSRC  

The University also prefers the use of cooperative contracts where possible, which includes state contracts, 

VASCUPP contracts, other national procurement cooperatives.  

The Small purchase procedures are broken up into sections based on requirements.  

- For purchases $10,000 and under, if your purchase is not already on an available contract or exempt 

from competition per these procedures’ exemptions detailed in the exemption tables, purchases are to 

be made from micro businesses. This is a requirement per executive order 35. We must give purchase 

preference to micro businesses and go into the purchase with the INTENT of purchasing from a micro 

business, not just get a quote from them to compare pricing and purchase from Amazon. If you do find 

that the micro business quote you received is more than 5% the total cost of another quote from a non-

micro business, you must document your file to that effect and then you may purchase from that non-

micro business. However, even if it’s within 5%, sometimes that’s really not a large dollar difference you 

should at least consider purchasing from that micro businesses.  

Procurement includes in the small purchase procedures exemptions from competitive requirements and eva 

purchase order entry requirements using the exemption tables. Each exemption table details a different 

combination of requirements – whether competition (quotes or a contract) are required and whether eVA is 

required. The header of these tables A-C will tell you which combination of requirements is applied to items that 

fall within those tables. 

For any questions, contact Procurement. 


