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Welcome to Purchases 101.

Th is p re se n t a t ion  is u se fu l fo r a ll a g e n cy p rocu re m e n t  u se r 
ro le s; Re q u isit ion e rs, Con t ra c t  Ma n a g e rs, So lic it a t ion  

De ve lop e rs a n d  Le a d e rsh ip  a re  e n cou ra g e d  t o  vie w  t h is 
p re se n t a t ion . 

P ro vid e d  b y:
Na n c y Mc In t yre , St a t e  P u rc h a s in g  Ag e n t

Am a n d a  Rive rs , De p u t y P u rc h a s in g  Ag e n t
Me re d it h  Sk e lly, De p u t y P u rc h a s in g  Ag e n t  



Working with the Division of Purchases

R.I. Ge n . La w s §37-2-1, ET. SEQ. (“St a t e  Pu rch a se s Ac t ”)

Procu re m e n t  Re g u la t ion s a n d  Ge n e ra l Con d it ion s o f 
Pu rch a se

Pu b lic  P rocu re m e n t  Con ce p t s

De t e rm in in g  t h e  Procu re m e n t  Me t h od

Acce ss t o  Ag e n cy Re sou rce s

Cod e  o f Et h ic s a n d  Pro fe ssion a l Be h a vio r 

TABLE OF 
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MISSIONS AND FUNCTIONS
• THE DIVISION OF PURCHASES IS THE CENTRALIZED PROCUREMENT 

AUTHORITY FOR THE STATE OF RHODE ISLAND. 
• Our goal is to obtain the best value for the taxpayer.
• This can be accomplished by providing an “equal playing field” for all 

potential vendors, enhancing opportunities for small businesses, 
minority/women owned businesses, and disability business enterprises, 
and by leveraging State purchasing power on all procurements. 

 STAFF STRUCTURE AND WORKLOAD
• 36 staff including 15 Procurement Specialists and 3 Senior Level 

Commodity Team Leads.
• Annually solicit over 1,000 bids which includes Request for Proposal 

(RFP), Request for Quote (RFQ) and Request for Information (RFI). This 
is a non -inclusive of sole/single source requests, emergency 
procurements, mini -bids, grants and delegated authority 
procurements. 

• Management of the life cycle of the contracts issues, e.g., change order 
process.

• Consultative services to agencies and vendors and MPA contract 
management.

WORKING WITH THE DIVISION OF PURCHASES
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Ag e n cy P ro cu re m e n t  
Clu b  a n d  Ca m p u s

Online resources for business processes, training 
m a t e ria ls, t e m p la t e s a n d  g u id e s.

Ag e n cy P ro cu re m e n t  
Lib ra ry

Qu ickly a cce ss Fo rm s, Gu id e s, Te m p la t e s a n d  
Too ls. All a g e n cy p rocu re m e n t  d ocu m e n t s a re  
a rra n g e d  in  a lp h a b e t ica l o rd e r.

W ORKING W ITH THE DIVISION OF PURCHASES: 
MORE INFO AND NEXT STEPS

• Th e  Pu rch a se s w e b sit e  is a  va lu e d  re sou rce  fo r a g e n c ie s t o  u se  in  
re vie w in g  p ost e d  so lic it a t ion s, MPA u se r g u id e s, a n d  g e n e ra l 
p u rch a se s in fo rm a t ion , ru le s, p rocu re m e n t  re g u la t ion s a n d  
le g isla t ion . 

• Alw a ys u se  t h e  m ost  re ce n t  ve rsion  o f t e m p la t e s, fo rm s a n d  
t oo ls. 

• Re com m e n d e d  Re a d  a t  t h e  Ag e n cy Procu re m e n t  Lib ra ry is 
“Ch e cklist : RFP Pro ce ss.”

https://ridop.ecms.ri.gov/agency-procurement-club-and-campus
https://ridop.ecms.ri.gov/agency-procurement-club-and-campus
https://ridop.ri.gov/agency-procurement-club-and-campus/agency-procurement-library
https://ridop.ri.gov/agency-procurement-club-and-campus/agency-procurement-library
https://ridop.ri.gov/agency-procurement-club-and-campus/agency-procurement-library


• RIFANS system hosts order management
• Ocean State Procures ═  (OSP) online system hosts:

⚬ Bid  Bo a rd  fo r Ce n t ra lize d  Ag e n cy Bid  Post in g s
⚬ Co n t ra c t  Boa rd  fo r MPA Con t ra c t  Aw a rd s
⚬ RIDOT So lic it a t ion s
⚬ Ve n d o r Re g ist ra t ion

￭ Ove r 10 ,0 0 0  Ve n d o rs Re g ist e re d
⚬ Ve n d o r Bid  Su b m ission s

W ORKING W ITH THE 
DIVISION OF 
PURCHASES

0 7
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Be n e fit s  o f Ag e n cy Pa rt n e rsh ip s  

W ORKING W ITH THE DIVISION 
OF PURCHASES:

An upfront investment in strategy and needs assessment, and 
Pu rch a se s p a rt n e rsh ip , ca n  le a d  t o  a  m o re  e ffe c t ive  a n d  t im e ly 

p ro cu re m e n t  p ro ce ss.

Fo r b e st  o u t co m e s:
• Up fro n t  n e e d s a sse ssm e n t
• Op e n  d ia lo g u e  w it h  a g e n cy st a ke h o ld e rs

Co o p e ra t ive  p ro cu re m e n t  p la n n in g  re d u ce s d e la ys ca u se d  b y:
• Bid  p ro t e st s/le g a l ch a lle n g e s
• Un cle a r a g e n cy o b je c t ive s a n d  st ra t e g y
• Po o r o r o ve rly a m b it io u s t im e lin e  m a n a g e m e n t  a t  a g e n cy le ve l
• In su ffic ie n t  fu n d in g



SOME PROCUREMENT PERSPECTIVE...

Ho w  t h e  Ag e n cy 
e xp la in e d  it

Ho w  t h e  P ro je c t  
Ma n a g e r u n d e rs t o o d  it

Ho w  t h e  En g in e e r 
d e s ig n e d  it

Ho w  t h e  P ro g ra m  
Ma n a g e r w ro t e  t h e  RFP

Ho w  t h e  Ag e n cy 
Dire c t o r  d e sc rib e d  it

Ho w  t h e  CERF 
a p p ro va ls  w e re  

d o cu m e n t e d

Ho w  t h e  Ve n d o r 
in s t a lle d  it

Ho w  t h e  Ve n d o r 
in vo ice d  it

Ho w  RIFANS 
s u p p o rt e d  it

W h a t  t h e  Ag e n cy 
re a lly n e e d e d



• Fu ll & Op e n  
Co m p e t it io n

• Tra n sp a re n cy

• Es t a b lish e d  
P ro ce d u re s

• Su p p o rt  o f 
So c io e co n o m ic  
Go a ls

PUBLIC PROCUREMENT CONCEPTS
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Master Price Agreements “MPA”

DOA/PURCHASES SHORTCUTS:

• Un ive rsa l n e e d s fo r g ood s/se rvice s

• Cre a t e  you r ow n  re le a se /d ire c t  Pu rch a se  Ord e r
⚬ Re a d  MPA u se r g u id e  sp e c ific  t o  t h e  MPA - 

$0  (ze ro  d o lla r) p u rch a se  a g re e m e n t  
re q u isit ion  o ft e n  re q u ire d , in st e a d  o f a  
re le a se .

• Mu lt i-St a t e  coop e ra t ive  a g re e m e n t s (NASPO, 
Sou rce w e ll, US Com m od it ie s, Om n ia  Pa rt n e rs)

• MPAS list e d  on  t h e  OSP Con t ra c t  b oa rd

11

https://ridop.ri.gov/ocean-state-procures-osp/contract-board


Op t io n De s crip t io n Ap p lica t io n Tim in g

Ma s t e r P rice  Ag re e m e n t  
(MP A)

Multiple award

• So lic it e d  a s RFP o r RFQ
• Un ive rsa l n e e d s fo r g ood s o r 

se rvice s
• Provid e s a g e n cy a cce ss t o  

q u a lifie d  ve n d ors
• Ca p s fo r p ric in g
• Ca p s fo r p ro je c t  cost

• Ag e n cy e xp e d it e d  p roce ss
• Ma y p rovid e  a g e n cy 

op p ort u n it y fo r m in i-b id
• 3 q u o t e s

• Sim ila r t o  a n  RFP/RFQ
• Aw a rd  m a y b e  issu e d  

fo r m u lt ip le  ye a rs w it h  
re n e w a l op t ion s

Ma s t e r P rice  Ag re e m e n t  
(MP A) Op e n  En ro llm e n t s  

(OE)

Mu lt ip le  Aw a rd

• Pre q u a lifie d  ve n d or list
• Ve n d or p rop osa l su b m ission  is 

on g o in g

• Pe rm it s on g o in g  e n ro llm e n t  
op p ort u n it ie s fo r ve n d ors t o  
jo in  e xist in g  MPAs (w h e re  
a va ila b le )

• On g o in g  so lic it a t ion  
t h a t  a llow s ve n d or 
e n t ry t o  t h e  q u a lifie d  
list  ove r a  g re a t e r 
le n g t h  o f t im e  
(e xce e d s t h e  RFP/RFQ 
28 -d a y t im e lin e )

P rocu re m e n t  Me t h od s

W ORKING W ITH THE DIVISION OF PURCHASES



On  J a n u a ry 1   , 20 24 , Sm a ll Pu rch a s e  De le g a t e d  Au t h o rit y w a s  ch a n g e d  
t o  in c re a s e  t h e  m a xim u m  t h re s h o ld  a s  fo llo w s :

• Amounts between $500 and $5,000 for goods and services is now 
between $500 and $10,000

• Amount between $500 and $10,000 for construction services is now 
between $500 and $25,000

What this means moving forward:
• The maximum threshold increase provides wider use of the SPDA’s 

three quote process before required to perform a competitive bid.
SPDA Three Quote Process:

• At least three (3) written quotes shall be obtained. At least one of the 
quotes must be from a certified MBE/WBE, assuming there is an 
MBE/WBE capable of providing the goods or services. Additionally, at 
least one (1) of the three (3) required quotes must be from a local 
vendor, again assuming there is a local vendor capable.
⚬ Th is lo ca l ve n d o r m a y b e  t h e  sa m e  ve n d o r u se d  t o  sa t isfy t h e  

MBE/WBE re q u ire m e n t .

st

SMALL PURCHASE DELEGATED 
AUTHORITY (SPDA)



• Available ONLY to agencies granted specific 
delegated limit(s)

• Request for limited delegated authority to 
DOA Director as Chief Purchasing Officer via 
Delegated Authority Request Form

• Authorization issued by DOA Director/Chief 
Purchasing Officer

• Program/Agency -Specific 
⚬ Lim it e d  in  scop e  a n d  d u ra t ion

De le g a t e d  Pu rch a se  
Au t h o rit y fo r  Ag e n c ie s

• Ava ila b le  t o  a ll a g e n c ie s

• Am ou n t s b e t w e e n  $50 0  a n d  $10 ,0 0 0  fo r 
g ood s a n d  se rvice s

• Am ou n t s b e t w e e n  $50 0  a n d  $25,0 0 0  fo r 
con st ru c t ion  se rvice s

• Use  o f MPA, MBE/WBE a n d  loca l ve n d o r 
w h e n  p ossib le

Sm a ll Pu rch a se  
De le g a t e d  Au t h o rit y 

DIY PROCUREMENT
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• Requisition Type: Delegated

• Attach copy of delegated authority approval 
letter/package signed by Director of 
Administration 

• Vendor/Agency agreement

AGENCY-SPECIFIC 
DELEGATED 
AUTHORITY



220 -RICR-30 -0 0 -2

DELEGATED PURCHASE AUTHORITY FOR AGENCIES

• 2.2.C.1 - De le g a t e d  Pu rch a se  Au t h o rit y sh a ll m e a n  t h e  t ra n sfe r o f Pu rch a sin g  Au t h o rit y from  t h e  Ch ie f 
Pu rch a sin g  Office r o r t h e  Pu rch a sin g  Ag e n t  t o  a n o t h e r St a t e  o ffic ia l in  a cco rd a n ce  w it h  t h e  p rovision s a n d  
lim it a t io n s o f R.I. Ge n . La w s §37-2 a n d  t h e  re g u la t ion s se t  fo rt h  h e re in .

• 2.2.C.1.d .(1) - All d e le g a t e d  p u rch a sin g  a u t h o rit y sh a ll b e  sp e c ific  a s t o :
⚬ (1) Th e  n a m e s a n d  t it le s o f in d ivid u a ls a u t h o rize d  b y a n  a g e n cy d ire c t o r t o  com m it  fu n d s on  b e h a lf o f h is 

a g e n cy
⚬ (2) Th e  a cco u n t s, com m od it ie s a n d  le ve ls o f e xp e n d it u re s fo r w h ich  t h e  a g e n cy d ire c t o r a u t h o rize s 

in d ivid u a ls t o  com m it  fu n d s
• 2.2.C.1.d (2) - All d e le g a t e d  p u rch a se s a u t h o rit y sh a ll b e  sp e c ific  a s t o  t h e  a ccou n t s, com m od it ie s a n d  le ve ls o f 

e xp e n d it u re s fo r w h ich  t h e  a g e n cy d ire c t o r a u t h o rize s in d ivid u a ls t o  com m it  fu n d s.
• 2.2.C.1.f - Th e  im p le m e n t a t ion  o f De le g a t e d  Pu rch a sin g  Au t h o rit y sh a ll b e  m on it o re d  b y t h e  Pu rch a sin g  Ag e n t  

a n d  t h e  St a t e  Co n t ro lle r. If a t  a n y t im e  a  u se r a g e n cy is d e e m e d  t o  b e  in  vio la t ion  o f p u rch a sin g  ru le s, 
re g u la t io n s, p o lic ie s a n d  p roce d u re s, t h e  Ch ie f Pu rch a sin g  Office r o r t h e  Pu rch a sin g  Ag e n t , w it h  t h e  a p p rova l o f 
t h e  Ch ie f Pu rch a sin g  Office r, m a y re voke  a n y De le g a t e d  Pu rch a sin g  Au t h o rit y p rivile g e  w h ich  h a s b e e n  
p re viou sly g ra n t e d .

• De le g a t e d  p u rch a se  a u t h o rit y m a y b e  re voke d  if a t  a n y t im e  a  u se r a g e n cy is d e e m e d  t o  b e  in  vio la t ion  o f 
p u rch a sin g  ru le s a n d  Procu re m e n t  Re g u la t ion s, p o lic ie s a n d  p roce d u re s. 

• Pu rch a se  o rd e r, b a t ch  p a ym e n t , - m u st  b e  ou t lin e d  in  t h e  re q u e st  fo r d e le g a t e d  p u rch a se  a u t h o rit y. 
• Su b je c t  t o  re vie w  b y Office  o f In t e rn a l Au d it s.

https://rules.sos.ri.gov/regulations/part/220-30-00-2


• Agency obtains 3 written quotes from eligible vendors via direct email 
outreach.

• Agency recommends award to lowest responsive, responsible bidder.

• Every effort should be made to contact Rhode Island vendors and at 
least one Minority Business Enterprise (“MBE”) vendor.

• Agency sends requisition, quotes, and recommendation to 
DOA/Purchases along with specific request form located at the 
Agency Procurement Library
⚬ Ve n d o r m u st  b e  fu lly re g ist e re d  in  OSP t o  issu e  a  Pu rch a se  Ord e r

• DOA Dire c t o r/Ch ie f Pu rch a sin g  Office r h a s fin a l a p p ro va l.
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Un d e r $ 20 ,0 0 0  (R.I. Ge n . La w s  §37-2-6 9 )

ARCHITECTURAL, ENGINEERING, 
OR CONSULTANT SERVICES





If t h e re  is  n o  MPA a n d  
n e e d  d o e s  n o t  fa ll 

w it h in  Sm a ll Pu rch a se s  
De le g a t e d  Au t h o rit y o r  

Ag e n cy-Sp e c ific  
De le g a t e d  Au t h o rit y, 

in t e rfa ce  w it h  t h e  
Divis io n  o f Pu rch a se s
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Statement of Need: Tell us what you want. 

• Re q u isit ion  c re a t e d  b y t h e  a g e n cy in  RIFANS.
• Con firm s t h e  fu n d in g  sou rce .
• Cle a rly id e n t ifie s t h e  g ood s/se rvice s re q u e st e d .
• Au t h o rize s t h e  Pu rch a sin g  Ag e n t  t o  a c t  on  b e h a lf 

o f t h e  a g e n cy u p on  fu ll a p p rova l a t  t h e  a g e n cy 
le ve l. 

RIFANS REQUISITIONS: 
SCOPE AND PURPOSE 

FOR COMPETITIVE 
SOLICITATIONS 



METHODS OF PUBLIC SOLICITATION

• Request for Quotations: RFQ

• Request for Qualifications: Solicitation Type 
Varies

• Request for Information: RFI - No Award

• Request for Proposals: RFP

21
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• A proposal (bid) which conforms in all material 
respects to the solicitation. 

• Determination takes place at the time of offer 
evaluation.
⚬ RFQs = Bid  o p e n in g ; RFPs = Prio r t o  a w a rd

• Re sp o n sive n e ss = Co n t ra c t u a l P ro m ise s.

PUBLIC PROCUREMENT 
PRINCIPLES: 
RESPONSIVE 



PUBLIC PROCUREMENT PRINCIPLES: 
RESPONSIBILITY 

Offeror has the capability, in all material respects, to 
p e rfo rm  t h e  co n t ra c t .

Ca p a b ilit y d e t e rm in a t io n  is a t  t h e  d isc re t io n  o f t h e  
St a t e  Pu rch a sin g  Ag e n t  a n d  in c lu d e s:

• Exp e rie n ce
• In t e g rit y
• Re lia b ilit y
• Ca p a c it y
• Fa c ilit ie s
• Eq u ip m e n t
• Fin a n c ia l Re so u rce s & Ma n a g e m e n t  Ca p a b ilit y 

23



Op t io n De s crip t io n Ap p lica t io n Tim in g

RFI:
No award

• Colle c t s w rit t e n  
in fo rm a t io n  a b ou t  t h e  
ca p a b ilit ie s o f t h e  m a rke t . 

• In t e rvie w /d e m o  is a n  
a d d it io n a l op t ion  a va ila b le

• In fo rm a t io n  u se d  t o  
d e ve lop  ro b u st , on -t a rg e t  
RFP scop e  o f w ork

• Wh e n  a g e n cy w a n t s 
a d d it ion a l in fo rm a t ion  on  
a va ila b le  se rvice s a n d  
p rovid e rs b e fo re  d e sig n in g  
t h e  RFP

• Wa y t o  sig n a l ve n d o r 
in t e re st  in  se rvice  a re a

• Post e d  fo r 28  d a ys
• 1-2 m on t h  re vie w
• Allow  a d e q u a t e  

t im e  t o  d e ve lop  
RFP t h a t  
in co rp o ra t e s 
d iscove rie s from  
RFI

Ma rke t  Re se a rch  Op t ion s
W ORKING W ITH THE DIVISION OF PURCHASES:

Th e  RFI is  a  m a rk e t  re s e a rc h  t o o l u s e d  t o  g a in  e xp e rt is e  fro m  in d u s t ry le a d e rs .

24



Op t io n De s crip t io n Ap p lica t io n Tim in g

RFQ:
Awarded to lowest, 

re sp on sive , 
re sp on sib le  b id d e r

• Fixe d , lim it e d  scop e  o f 
w ork

• Good s, con st ru c t ion • Post e d  fo r 28  d a ys
• 1-2 w e e k fo r re vie w
• 21 d a ys fo r 

t e n t a t ive  a w a rd
• 7 d a ys fo r Pu rch a se  

Ord e r t o  issu e
• Im p ort a n t : No  

w ork t o  
com m e n ce  
w it h ou t  a  Pu rch a se  
Ord e r

Re q u e st s fo r Qu o t a t ion s (RFQs)
W ORKING W ITH THE DIVISION OF PURCHASES:
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Op t io n De s crip t io n Ap p lica t io n Tim in g

RFP :
Awarded on best value

• In co rp o ra t e s a  d e fin e d  
scop e  o f w ork

• Te ch n ica l a n d  cost  
com p on e n t s

• Te ch n ica l re vie w  t e a m  
sco re s p rop osa ls 
b a se d  o n  e xp e rt ise

• Typ ica lly se rvice s-
b a se d

• Wh e n  t e ch n ica l 
e xp e rt ise  is c rit ica l t o  
t h e  p ro je c t

• Post e d  fo r 28  d a ys
• 1-2 m on t h s fo r t e ch n ica l re vie w
• 21 d a ys fo r t e n t a t ive  a w a rd
• 7 d a ys fo r Pu rch a se  Ord e r t o  

issu e
• Im p ort a n t : No  w ork t o  

com m e n ce  w it h ou t  a  Pu rch a se  
Ord e r

Did  yo u  k n o w ?
Pu rch a se s c re a t e d  a  ch e ck list  t o  g u id e  you  t h rou g h  t h e  RFP Proce ss. Th e  Ag e n cy 

Procu re m e n t  Lib ra ry sh ou ld  b e  a cce sse d  e a ch  t im e  you  d ra ft  a n  RFP t o  e n su re  t h e  
m ost  cu rre n t  ve rsion  o f t h e  RFP Te m p la t e  a n d  RFP Ch e cklist  a re  u se d . Fin d  t h e m  

list e d  u n d e r O & OSP

Re q u e st s fo r P rop osa ls (RFPs)
W ORKING W ITH THE DIVISION OF PURCHASES:

26

https://ridop.ri.gov/agency-procurement-club-and-campus/agency-procurement-library
https://ridop.ri.gov/agency-procurement-club-and-campus/agency-procurement-library


W ORKING W ITH THE DIVISION OF PURCHASES:
W HEN AND HOW  TO PARTNER ON AN RFP  PROJ ECT

• RFP services  should  be  rebid  9-12 months  prior  to  contract  expiration
• Review  and  update  scope  of  work/specifications
• Review  and  update  evaluation  criteria
• Consider  an  RFI for  thorough  market  research
• Consult  with  Purchases  upon  approved  scope  of  services  at  agency
• Prior  to  submission  of  a requisition  for  solicitation  posting,  discuss  with  Purchases  the  

associated  scheduling  and  buyer  availability  
• Work  with  DOA  Risk  Management  team  to  assess and  recommend  appropriate  

insurance  levels  based  on  project  scope  of  work .
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R.I. GEN. LAW S §37-2-13.1
• Signed  into  law  by  Governor  McKee  on  June  29, 2022 .

• Prohibits  entities  from  bidding  on  Requests  for  Proposals  if  they  participated  in  or  
were  consulted  with  respect  to  the  planning,  drafting,  or  formulation  of  that  Request  
for  Proposals .

• Implementation  by  the  Division  of  Purchases .

• All  agency  personnel  who  were  involved  in  planning/drafting  process  for  RFPs must  
execute  and  submit  an  Agency  Attestation  Form

• All  vendors  who  submit  proposals  in  response  to  RFPs must  execute  and  submit  a 
Supplemental  Bidder  Attestation  Form

• DOA Enterprise Policy: Here

28

https://rigov-policies.s3.amazonaws.com/DoP_Vendor_Attestation_Policy_7-27-22.pdf


PUBLIC W ORKS (NON-RIDOT) 
VENDOR PREQUALIFICATION

P re q u a lifica t io n  o f P u b lic  W o rk s  Ve n d o rs

• The Division  of  Purchases  Regulations  require  that  all  vendors  who  wish  to  bid  on  
non -Department  of  Transportation  (DOT) public  works  projects  with  an  estimated  
value  of  $1,000 ,000  or  higher  must  be  prequalified  by  the  Division  of  Purchases  prior  
to  bid .

• Prequalification  is a program  and  not  associated  with  any  particular  bid .

• A full  copy  of  the  regulation  text  can  be  found  here .

29

https://rules.sos.ri.gov/regulations/part/220-30-00-4?reg_id=12960


St a n d a rd  P u rch a se  Ord e r:
• Total  award  $ specified
• Funds  encumbered

Blanket  Purchase  Agreement :
• Capped
• Term  stated
• Lines  established  with  unit  price  and  unit  of  measure
• Funds  encumbered  at  release  “Blanket  Release”

Contract  Purchase  Agreement :
• $ capped
• Term  stated
• No  lines  in  RIFANS on  a contract  purchase  agreement
• Funds  encumbered  at  release  (contract  release  identified  as Standard  Purchase  

Order  in  RIFANS with  supplier  site  of  “99”)

PURCHASE ORDER / CONTRACT AWARD
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Procurement  Re g u la t io n s § 8 .1-De fin it io n s
• 8 .1.A "Ch a n g e  o rd e r" sh a ll m e a n  a  w rit t e n  a u t h o riza t ion  sig n e d  b y t h e  p u rch a sin g  a g e n t  d ire c t in g  o r a llow in g  

t h e  co n t ra c t o r t o  p roce e d  w it h  ch a n g e s, a lt e ra t ion s, o r m od ifica t ion s t o  t h e  t e rm s, con d it ion s, o r scop e  o f 
w ork on  a  p re viou sly a w a rd e d  con t ra c t . 

       Se e , R.I Ge n . La w s §§ 37-2-7(2) a n d  37-2-7(7).

P ro cu re m e n t  Re g u la t io n s 8 .7-Ch a n g e s t o  Pu rch a se  Ord e rs
• 8 .7.A All a g re e m e n t s a n d  ch a n g e s t o  scop e  o f w ork, p rice , o r o t h e r t e rm s sh a ll b e  in co rp o ra t e d  in t o  p u rch a se  

o rd e rs via  "ch a n g e  o rd e r" d ocu m e n t s in co rp o ra t in g  con t ra c t  a m e n d m e n t s.
• 8 .7.B Ch a n g e  Ord e rs issu e d  b y t h e  Divisio n  o f Pu rch a se s sh a ll b e  t h e  on ly b in d in g  d ocu m e n t s w h ich  m a y 

c re a t e  a  ch a n g e  in  a  p u rch a se  o rd e r.
• 8 .7.C Pe rso n n e l sh a ll n o t  com m it  t h e  st a t e  t o  t e ch n ica l/con t ra c t u a l ch a n g e s t o  p u rch a se  o rd e rs w it h ou t  first  

se cu rin g  a ll n e ce ssa ry a p p rova ls.
• 8 .7.D All d iscu ssion s o f p o t e n t ia l ch a n g e s (o ra l o r w rit t e n ) m a y b e  d isc la im e d  a s n o t  b e in g  b in d in g  on  t h e  

su p p lie r o r t h e  st a t e  u n t il fo rm a lly in co rp o ra t e d  in  t h e  p u rch a se  o rd e r.
• 8 .7.E In  g e n e ra l, ch a n g e  o rd e rs sh a ll b e  issu e d  b y t h e  Division  o f Pu rch a se s fo llow in g  re ce ip t  o f q u o t a t ion s a n d  

m e m o ria liza t io n  o f p rice  a n d  d e live ry w it h  t h e  su p p lie r. If c ircu m st a n ce s p re c lu d e  im m e d ia t e  issu a n ce  o f a  
fo rm a l ch a n g e  o rd e r, in t e rim  d ire c t ion  t o  t h e  su p p lie r m a y b e  m a d e  via  a  le t t e r o f a u t h o riza t ion  sig n e d  b y t h e  
Pu rch a sin g  Ag e n t .

• 8 .7.F An y re q u e st  fo r re t roa c t ive  a p p rova l o f a  ch a n g e  o rd e r va lu e d  a t  le ss t h a n  on e  h u n d re d  t h ou sa n d  d o lla rs 
($10 0 ,0 0 0 ) m u st  b e  su b m it t e d  t o  a n d  a p p rove d  b y t h e  Pu rch a sin g  Ag e n t . An y re q u e st  fo r re t roa c t ive  a p p rova l 
o f a  ch a n g e  o rd e r va lu e d  a t  m ore  t h a n  on e  h u n d re d  t h ou sa n d  d o lla rs ($10 0 ,0 0 0 ) m u st  b e  su b m it t e d  t o  a n d  
a p p ro ve d  b y t h e  Ch ie f Pu rch a sin g -Office r.

CHANGE ORDERS ISSUED TO DOA/PURCHASES 220 -RICR-30 -0 0

https://rules.sos.ri.gov/organizations/subchapter/220-30-00


W h a t  is  a  So le  So u rce ?
A so le  so u rce  p ro cu re m e n t  is a  p rocu re m e n t  w h e re  o n ly on e  so u rce  is p ra c t ica b ly 
a va ila b le  fo r t h e  g ood s o r se rvice s re q u ire d .

W h a t  is  a  Sin g le  So u rce ?
A sin g le  so u rce  p ro cu re m e n t  is on e  in  w h ich  t w o  o r m o re  ve n d o rs ca n  su p p ly t h e  
co m m od it y, t e ch n o log y a n d /o r p e rfo rm  t h e  se rvice s re q u ire d  b y a n  a g e n cy, b u t  t h e  St a t e  
a g e n cy se le c t s on e  ve n d o r o ve r t h e  o t h e rs fo r re a so n s su ch  a s e xp e rt ise , a va ila b ilit y, 
c rit ic a l n e e d  o r p re vio u s e xp e rie n ce  w it h  sim ila r co n t ra c t s. 

SOLE SOURCE AW ARDS R.I. GEN. LAW S § 37-2-21(A)
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• Threat to public health, welfare or safety; 
failure of critical equipment; threat to property 
and/or necessary functions.

• Written detailed description of the basis for 
the emergency required; email to Purchasing 
Agent.

• Inadequate anticipation of need shall not be 
considered justification for “emergency” 
purchases.

• Repairs are limited to only those necessary to 
address the emergency situation.

• Submit all vendor invoices and required 
documents via a requisition in RIFANS.

EMERGENCY PROCUREMENTS 
R.I. GEN. LAW S § 37-2-21 (B)
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• 220 -RICR-30 -0 0 -10 .1 (C) “Grants”  shall  mean  monies  provided  by  the  State  to  or  on  
behalf  of  individuals  or  entities  to  underwrite  specific  costs  of  services  or  programs . 
Although  grants  may  be  distributed  for  specific  purposes,  payment  is not  based  upon  
supply  of  specific  units  of  service  or  products . 

• 220 -RICR-30 -00 -5.3 (C)(1)(c)  Grants  in  the  form  of  general  subsidies  or  assistance  
shall  be  administered  by  state  agencies  in  accordance  with  legal  mandates  
restricting  or  defining  the  use of  such  funds . 
⚬ $  d ist rib u t e d  sp e c ifie d  in  Gra n t
⚬ $  d ist rib u t e d  b y Fo rm u la
⚬ $  d ist rib u t e d  b y Co m p e t it io n  
⚬ Re q u isit io n  t o  DOA/Pu rch a se s w it h  Su p p o rt in g  Docu m e n t a t ion
⚬ Com m on ly, a lso  in c lu d e s De le g a t e d  Au t h o rit y Ap p lica t io n  & Su p p o rt in g  Ma t e ria ls 

(sig n e d  b y DOA Dire c t o r/Ch ie f Pu rch a sin g  Office r)

PROCUREMENT GRANTS
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• Agency initiates determinations with the Grants Management Office (GMO).
• Formal determination as to whether the entity receiving the awarded funds will be 

acting in a sub -recipient role or contractor role https://controller.admin.ri.gov/grants -
management .

• If the determination indicates that the relationship is that of a sub -recipient, the sub -
award issuance process will be managed through the grants management system 
(GMS) when the system is fully implemented. 

• If the GMO determination indicates that the relationship is that of a contractor, i.e., 
one who delivers goods and services for consumption by the state agency, follow 
state procurement regulations working through the Division of Purchases. Start at 
the beginning of this document to determine the appropriate solicitation vehicle for 
your need.

• When clarity is needed Purchases will push back on agencies for determination from 
the Grants Management Team (GMO) prior to issuing a Purchase Order.

FEDERALLY FUNDED GRANTS AND SUB-RECIPIENT 
AW ARDS
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Ve n d o r P e rfo rm a n ce  Is su e s

• Agency attempts to resolve first

• Notify DOA/Purchases if unresolved Contract Dispute Complaint Form  available at 
the Agency Procurement Library 

• Resolution: compromise, suspend, debar, legal action, contract cancellation

Agency Performance Issues

• Vendor attempts to resolve first

• Notify DOA/Purchases if unresolved

POOR VENDOR PERFORMANCE / POOR AGENCY 
PERFORMANCE THE DEFICIENCY / COMPLAINT PROCESS
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https://rules.sos.ri.gov/organizations/subchapter/220-30-00
https://ridop.ecms.ri.gov/agency-procurement-club-and-campus/agency-procurement-library


Ge t  MPA Co n t ra c t s  
a n d  Use r Gu id e s  

h e re

OSP  CONTRACT BOARD

https://ridop.ri.gov/ocean-state-procures-osp/contract-board


Agency Solicitations and Contract 
Aw a rd s

“Vie w  Aw a rd  Re p o rt s” fu n c t ion a lit y 
p rovid e s e n h a n ce d  t ra n sp a re n cy 

OSP  BID BOARD
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https://ridop.ri.gov/vendors/bidding-opportunities
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P ro cu re m e n t  Clu b  & Ca m p u s
Agency Procurement Club is the landing page for 
a g e n cy u se rs t o  st a y P rocu re m e n t  In fo rm a t ion .

• On  t h e  RIDOP Too lb a r
• Use  Drop  Dow n  fo r Qu ick a cce ss

ACCESS TO 
AGENCY 

RESOURCES

https://ridop.ri.gov/agency-procurement-club-and-campus
https://ridop.ri.gov/agency-procurement-club-and-campus
https://ridop.ri.gov/agency-procurement-club-and-campus


Training curriculum based on 
a g e n cy p e rson n e l p rocu re m e n t  ro le :

• Pre -Re q u isit e  
• Re q u isit io n  
• Co n t ra c t  Ma n a g e r 
• Procu re m e n t  & So lic it a t ion  Pro fe ssion a l
• Le a d e rsh ip

PROCUREMENT CAMPUS



Quickly access all procurement 
re so u rce s a t  t h e  Lib ra ry, in c lu d in g  a ll 

re so u rce s in  t h e  PROC Cu rricu lu m  
Mo d u le s. 

PROCUREMENT LIBRARY

4 1



Co m p re h e n s ive  RIFANS Ho w  To ’s

• RIFANS Requisitioner Manual Comprehensive 

Check Lists - RIFANS Quick Hits

• RIFANS Blanket and Contract Release Check List
• RIFANS Req and PO Search Check List
• RIFANS Electronic Change Orders Check List
• RIFANS PDF Fillable Form Change Order Check List
• RIFANS Fillable Form Change Order

REQUISITIONER KICK START BUNDLE

42

These items will help get you on your way to learning how to’s as a RIFANS Requisitioner

https://ridop.ri.gov/media/111/download?language=en
https://ridop.ri.gov/media/596/download?language=en
https://ridop.ri.gov/media/591/download?language=en
https://ridop.ri.gov/media/1241/download
https://ridop.ri.gov/media/1256/download
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Am a n d a  Rive rs , Es q u ire
De p u t y P u rc h a s in g  Ag e n t

CODE OF 
ETHICS AND 

PROFESSIONAL 
BEHAVIOR
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CODE OF ETHICS AND 
PROFESSIONAL BEHAVIOR

3.1.C P ro h ib it e d  a c t ivit ie s  u n d e r t h e  Rh o d e  Is la n d  co n flic t  o f 
in t e re s t  s t a t u t e s  (R. I. Ge n . La w s § 36-14 -5):

3.1.C.5 No  p e rson  su b je c t  t o  t h is  cod e  o f e t h ic s  o r sp ou se  (if 
n o t  e s t ra n g e d ) o r d e p e n d e n t  ch ild  o r b u sin e ss  a sso c ia t e  o f 
su ch  p e rso n  o r a n y b u sin e ss  b y w h ich  sa id  p e rso n  is  
e m p lo ye d  o r w h ich  su ch  p e rso n  re p re se n t s , sh a ll so lic it  o r 
a cce p t  a n y g ift , lo a n , p o lit ica l co n t rib u t io n , re w a rd , o r 
p ro m ise  o f fu t u re  e m p lo ym e n t  b a se d  o n  a n y 
u n d e rs t a n d in g  t h a t  t h e  vo t e , o ffic ia l a c t io n  o r ju d g m e n t  o f 
sa id  p e rso n  w o u ld  b e  in flu e n ce d  t h e re b y.



3.1.D.1 Un ive rsa l Co d e  o f Et h ics  a p p lica b le  t o  a ll s t a t e  e m p lo ye e s  in vo lve d  in  t h e  p ro cu re m e n t  

p ro ce ss:

3.1.D.2.E Un d e r n o  c ircu m st a n ce s  m a y a  ve n d o r p ro vid e  t o  a  p ro cu re m e n t  o ffic ia l n o r m a y a  

p u rch a sin g  a g e n t  a cce p t  a n y g o o d s o r se rvice s , re g a rd le ss  o f m o n e t a ry va lu e , fo r p e rso n a l u se  fo r 

le ss  t h a n  fa ir m a rke t  va lu e .

3.1.D.2.F P e rso n n e l a re  p ro h ib it e d  fro m  a cce p t in g  g ift s  o r g ra t u it ie s  in  a n y fo rm  fo r t h e m se lve s  o r 

t h e ir fa m ilie s  …fro m  co n t ra c t o rs , su b co n t ra c t o rs  o r su p p lie rs…

3.1.D.2.F.(i) Gift s  o r g ra t u it ie s  sh a ll m e a n , b u t  a re  n o t  lim it e d  t o  m o n e y, m e rch a n d ise , a d ve rt is in g  

m e d ia , g ift  ce rt ifica t e s , t rip s  (in d ivid u a lly o r in  g ro u p s), co ck-t a il p a rt ie s , d in n e rs , e ve n in g  

e n t e rt a in m e n t , sp o rt in g  e ve n t s , e t c ., a n d  a n y m e rch a n d ise  ca rryin g  a  ve n d o r’s  n a m e  o r lo g o

CODE OF ETHICS AND P ROFESSIONAL BEHAVIOR
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3.1.D.2.G So c ia l in t e ra c t io n  b e t w e e n  p e rso n n e l in vo lve d  in  t h e  p ro cu re m e n t  p ro ce ss  a n d  a n y 

p re se n t  o r p ro sp e c t ive  co n t ra c t o rs , su b co n t ra c t o rs  o r su p p lie rs  a n d  t h e ir re p re se n t a t ive s  c re a t in g  

t h e  im p re s s io n  o f fa vo rit is m  s h a ll b e  a vo id e d . Ho w e ve r, t h is  P ro cu re m e n t  Re g u la t io n s d o e s n o t  

p ro h ib it  so c ia l in t e ra c t io n s b e t w e e n  s t a t e  e m p lo ye e s a n d  re p re se n t a t ive s  o f su p p lie rs  w h ich  a re  

c le a rly o f a  p e rso n a l n a t u re , in  w h ich  t h e  p a rt ie s  in vo lve d  w o u ld  n o rm a lly b e  e xp e c t e d  t o  

re c ip ro ca t e , a n d  in  w h ich  n o  re im b u rse m e n t  fro m  t h e  s t a t e  is  so u g h t  b y t h e  e m p lo ye e . Fo r 

e xa m p le , t h e  su p p lie r’s  re p re se n t a t ive  m a y b e  a n  a cq u a in t a n ce , n e ig h b o r, re la t ive  o r fo rm e r s t a t e  

e m p lo ye e . Th e  re sp o n sib ilit y re s t s  o n  t h e  in d ivid u a l e m p lo ye e  t o  re g u la t e  h is /h e r o w n  a c t io n s a n d  t o  

se e k a d vice  fro m  P u rch a sin g  Ma n a g e m e n t  o r t h e  Et h ics  Co m m issio n  if co n ce rn e d  a b o u t  a n  

a p p a re n t  co n flic t  o f in t e re st .

CODE OF ETHICS AND P ROFESSIONAL BEHAVIOR
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4 8

• 3.1.D.4.a Resolution of conflict may include, but shall not be 
limited to, the following measures:
⚬ re a ssig n m e n t  o f t h e  p rocu re m e n t  o ffic ia l o r o t h e r st a t e  

e m p lo ye e  in vo lve d ;
⚬ t e rm in a t io n  o f e m p loym e n t  o f t h e  p rocu re m e n t  o ffic ia l 

o r o t h e r st a t e  e m p loye e  in vo lve d ; a n d
⚬ d e b a rm e n t  o f a n y a n d  a ll ve n d o rs w h o  m a y b e  

in vo lve d .
• 3.1.D.9  Pu rch a sin g  p e rson n e l sh a ll n o t  m a ke  p u rch a se s fo r 

p e rso n a l u se  in  t h e  n a m e  o f t h e  st a t e  o r t h rou g h  t h e  u se  o f 
a n y st a t e  p ro cu re m e n t  fo rm s

CODE OF ETHICS AND 
PROFESSIONAL BEHAVIOR



W ARNING: St a t e  e m p lo ye e s  a re  p ro h ib it e d  fro m  b id d in g  o n  o r b e in g  a w a rd e d  a  co n t ra c t  w it h  t h e  St a t e  o f Rh o d e  

Is la n d .

220 -RICR-30 -0 0 -13 Ge n e ra l Co n d it io n s  o f Pu rch a s e :

13-5. Re la t io n s h ip  o f Pa rt ie s  - Th e  se le c t e d  Ve n d o r m u st  b e  fu lly q u a lifie d  a n d  ca p a b le  in  a ll m a t e ria l re sp e c t s t o  

p rovid e  t h e  sp e c ifie d  g ood s a n d /o r se rvice s. Un le ss sp e c ifica lly p rovid e d  fo r in  t h e  so lic it a t ion , t h e  Ve n d o r sh a ll b e  a n  

in d e p e n d e n t  con t ra c t o r a n d  n o t  a n  e m p loye e , a g e n t , p a rt n e r o r jo in t  ve n t u re r w it h  t h e  St a t e . No t h in g  h e re in  sh a ll b e  

con st ru e d  a s c re a t in g  a n y co n t ra c t u a l re la t ion sh ip  o r ob lig a t ion  b e t w e e n  t h e  St a t e  a n d  a n y su b -b id d e r, su b con t ra c t o r, 

su p p lie r o f t h e  Ve n d o r, a n d /o r e m p lo ye e  o f t h e  Ve n d o r. Wit h  t h a t  sa id , t h e  St a t e  m a y con sid e r Ve n d o r n on -p a ym e n t  o f 

su b con t ra c t o rs o r su p p lie rs in  d e t e rm in in g  w h e t h e r a n  a w a rd  t o  t h e  Ve n d o r is in  t h e  b e st  in t e re st  o f t h e  St a t e . If t h e  

so lic it a t ion  a llow s, a n d  t h e  Ve n d o r is a  jo in t  e n t it y con sist in g  o f m ore  t h a n  on e  in d ivid u a l, p a rt n e rsh ip  o r co rp o ra t ion  

o r o t h e r b u sin e ss o rg a n iza t ion , a ll su ch  e n t it ie s sh a ll b e  jo in t ly a n d  se ve ra lly lia b le  fo r p e rfo rm in g  t h e  Con t ra c t ; 

h ow e ve r, o n e  e n t it y sh a ll b e  d e sig n a t e d  a s t h e  le a d  Ve n d o r fo r con t ra c t in g  p u rp ose s.

CODE OF ETHICS AND P ROFESSIONAL BEHAVIOR
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Did  yo u  k n o w ?...

Our website offers self -g u id e d  
cu rricu lu m s t h a t  d e live r t ra in in g s 

o f p ro cu re m e n t  fu n d a m e n t a ls.

AGENCY P ROCUREMENT CLUB AND CAMPUS

50



THANK YOU

Nancy McIntyre, State Purchasing Agent
Am a n d a  Rive rs, De p u t y Pu rch a sin g  Ag e n t
Me re d it h  Ske lly, De p u t y Pu rch a sin g  Ag e n t

Th a n k You  fo r you r t im e  a n d  in t e re st  in  
b e t t e r u n d e rst a n d in g  t h e  re g u la t o ry 

m a n d a t e s, e t h ic s, o rg a n iza t ion a l st ru c t u re , 
p rocu re m e n t  t yp e s a n d  b u sin e ss p roce sse s 

o f t h e  Division  o f Pu rch a se s.
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