
Procurement Basics 

Purchasing Overview 

Each State agency is required to have an Agency Procurement Office to ensure that all purchases of 
goods and services are carried out in accordance with applicable laws and directives as promulgated in 
the Georgia Procurement Manual, produced by the Department of Administrative Services. 

Purchases of goods and services are governed by the Georgia Procurement Manual. 

Purchasing Role: The Procurement Department is the central purchasing authority for the purchases of 
goods and services. 

End User's Role: 

• Plan ahead and involve Procurement early in the planning process 
• Conduct preliminary research using the internet, FVSU subject matter experts, i.e. ITS, and/or 

colleagues at other institutions 
• Submit preliminary requirements or specifications to the Buyer 
• Manage contract and evaluate vendor performance 

Unauthorized Purchases: 

This is to remind all employees that no university employee is authorized to make purchases or request 
services in the name of the university without an approved purchase order.  We do have procedures in 
place to facilitate the timely acquisition of goods and services.  It is our expectation that all employees 
responsible for ordering materials, goods and services on behalf of the university will comply with the 
state purchasing procedures.  Invoices and bills for unauthorized purchases WILL NOT be processed for 
payment and will become the personal obligation of the person who initiated the order.  

Five Thousand Bid Requirements: 

All purchases made by a state entity should be based on competitive bidding whenever possible. 
Purchases totaling $5,000.00 or more must be made through the competitive bidding process unless 
an exception applies. The university may not split reasonably foreseeable purchases into two or more 
transactions for the purpose of circumventing the requirement that any purchase of $5,000.00 or more 
be based on competitive bidding. 
  
Employees with questions concerning the state purchasing policies should contact Elaine M. Wilson, 
director of procurement, at 478-825-6226 or via email at wilsone@fvsu.edu. 

 

 

 

 

FVSU Compliance: 

“Go to” 
Guide for FVSU 

Compliance Areas 
 Isaac Eferighe 
478-825-6449 
Internal Audit: 

• Research & Sponsored 

Program Administration 

• Land-Grant Affairs 

• Licensing/Intellectual Property 

• PCI DSS 

• Procurement 

• Property Management 

• Workers Compensation 

• Immigration 

• Integrated Post Secondary 

Education Data System 

(IPEDS) 

• Financial Aid 

• HIPAA 

• Human/Animal Subjects 

• Human Resources 

• Campus Crime Statistics 

• Conflict of Interest: 

Faculty/Staff 

• Privacy of Student Records 

and Other FVSU Records 

• Donor Gift Restrictions 
Environmental Health & Safety 

• Coordinator 
Denise Eady 

478-825-6333 
• National Science 

Foundation (NSF) 
Compliance Officer 

• Equal Employment 
Opportunity & 
Affirmative Action 
Officer 

• Title IX Coordinator 
Erika Gravett 
478-825-6301 
• HR Grievances 
• Title IX Deputy 

LuWanna Williams 
478-825-6888 
• Athletic Compliance 
• Title IX Deputy 

Coordinator 
 
 

Fort Valley State University 

A State and Land-Grant Institution 

University System of Georgia 

Dr.  Larry E. Rivers, President 
 
 
This Issue: 

• Title IX – Gender 
Equity 

• Gender Equity in 
Athletics 

• Vehicle Usage Policy 
• Procurement 
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 Best Choice 
Only Choice 

Gender Equity: 
 

Celebrating Progress 

At 

Fort Valley State University 

 

Fort Valley State University is accredited by the Commission on Colleges of the Southern Association of Colleges 
and Schools to award associate, baccalaureate and master’s degrees.  Contact the Commission on Colleges at 1866 
Southern Lane, Decatur, Georgia 30033-4097 or call 404-679-4500 for questions about the accreditation of Fort 
Valley State University. 
 
Fort Valley State University is an affirmative action, equal opportunity institution and does not discriminate against 
applicants, students or employees on the basis of race, gender, ethnicity, national origin, sexual orientation, religion, 
age, disability or marital or veteran status. 
 

 
What is Title IX? 

Title IX of the Education Amendments of 1972 is a 

federal law that prohibits sex discrimination in any 

educational program or activity at any educational 

institution that is a recipient of federal funds.  

Athletics, drama, band and other extracurricular 

student activities are considered to be educational 

programs under this law.  

Title IX also prohibits all forms of sex 

discrimination in federally funded educational 

institutions, including sexual harassment, 

discrimination in admissions and counseling, 

discrimination against married or pregnant 

students, etc.  

The mission of the Title IX office is to protect all 

Fort Valley State University stakeholders from 

discrimination or harassment based upon their 

gender as outlined in Title IX of the Educational 

Amendments of 1972 to the 1964 Civil Rights Act 

that states:  “No person in the United States shall, 

on the basis of sex 

- Be excluded from participation in, 

- Be denied the benefits of, or 

- Be subjected to discrimination 

 

… under any education program or activity 

receiving Federal financial assistance.” 

Fort Valley State University prohibits any type of 
gender equity discrimination.  

Approved August 2011 
FVSU Administrative Council 

 

 
 

News from the 
 National 
Science 

Foundation 
 
 

The National Science 
Foundation (NSF) is an 

independent federal agency 
that supports fundamental 

research and education 
across all fields of science 
and engineering. In fiscal 
year (FY) 2011, its budget 
is about $6.9 billion. NSF 
funds reach all 50 states 
through grants to nearly 
2,000 universities and 

institutions. Each year, NSF 
receives over 45,000 

competitive requests for 
funding, and makes over 

11,500 new funding 
awards. NSF also awards 

over $400 million in 
professional and service 
contracts yearly. Source: 

www.nsf.gov 

FVSU’s current NSF funding 
is approximately $3.2 million 
in multi-year grants. 

 

Introducing FVSU’s 
Title IX 

Leadership 

 
Denise Eady, Special Assistant to the 
President for Compliance; LuWanna 
Williams, Athletic  
Compliance Officer/Senior Woman  
Administrator; and Erika Gravett, Director 
of Human Resources. 

*****FVSU Procurement Expo Coming Fall 2011 ***** 
 

For inclusion in future FVSU Compliance Newsletter publications please contact:  
Denise Eady 478-825-6333 or LuWanna Williams 478-825-6888 

http://doas.ga.gov/StateLocal/SPD/Docs_SPD_General/GeorgiaProcurementManual.pdf�
mailto:wilsone@fvsu.edu�
http://www.nsf.gov/�


 

 

 

 

 
Fort Valley State University 

Vehicle Usage Policy 
 

In the event of an 
accident while 
using a state 
vehicle: 
 
Vehicle Accident/ No Injuries  
The local enforcement agency 

is to be notified so an accident 

report can be generated. All 

university personnel will 

cooperate fully with the officer 

assigned to investigate the 

accident. The driver will note 

the location where the accident 

occurred, owner(s) of any 

vehicle(s) involved in the 

accident, the name and phone 

number of the agency taking 

the report, and, if available, the 

case number assigned to the 

accident. The driver will notify 

DOAS Risk Management by 

calling the Network at 1-877-

656-7475 as soon as it is 

practical to do so. The driver 

will also provide this 

information to Auxiliary 

Services at 478-825-6532. 

 

Vehicle Accident Involving 

Injury(s) and/or fatalities 

Driver and occupants will assist 

the injured as much as 

possible. The local 

enforcement agency is to be 

notified so medical assistance 

can be obtained and a report 

prepared. All University 

personnel will cooperate fully 

with the officer assigned to 

investigate the accident. The 

Campus Police Dispatcher will 

be called at 478-825-6211. 

Fleet Management Contact: 

Aadrain Dawsey 

478-825-6532 

 
 
 
 
 

Fleet Management 

University vehicles may only be operated 
by current employees or volunteers 
designated by the university while on 
official business. Vehicles may only be 
used for approved university business and 
activities. (See Approval Process) use of a 
university vehicle for personal gain or 
pleasure is strictly prohibited. 

If approval is granted to use a university 
vehicle, drivers must complete the 
university driver-training program and 
agree to comply with all university 
policies related to vehicle safety prior to 
being eligible to drive and transport other 
passengers. 

Prior to requesting a university vehicle, 
authorization must be from the 
employee’s dean or director. Students 
must obtain approval from the Vice 
President of Student Affairs. Note: Only 
recognized student organizations or 
approved structured volunteer programs 
will be allowed to use University 
vehicles. 

Persons authorized to operate University 
vehicles are responsible for the safe 
operation of those vehicles. 

o Drivers will comply with all motor 
vehicle laws while operating any 
university vehicle.  Seat belt usage is 
mandatory for all drivers and 
passengers in State owned vehicles. If 
a driver commits a serious infraction of 
the driving policy, the driver will be 
suspended with immediate effect.  

o  Any person who has alcohol in his/her 
system will not operate a university 
vehicle. 

 

 
o   Smoking or the use of any tobacco 

product is prohibited in any 
university vehicle which is rented 
from Auxiliary Services.  

o University vehicles will not 
transport more persons than the 
vehicle was designed to carry. The 
15-passenger vans are limited to 12 
passengers and luggage.  

o No firearms, ammunition, 
explosives, or weapons prohibited 
by Georgia law may be transported 
in a University vehicle. 

o University vehicles will not be used 
for any unlawful purposes.  

o University vehicles must be picked 
up and returned to the Fleet 
Coordinator at the beginning and 
end of a trip.  

o If the vehicle is used on continuous 
days, the driver will inspect the fluid 
levels, tires, brakes and lights to 
ensure the vehicle is road worthy.  

o Vehicles, which are excessively 
dirty, will result in a clean-up fee of 
$25.00 being charged to the renting 
department. The department will 
be responsible for all damage 
sustained by the vehicle while in its 
possession.  

o If a driver receives a traffic citation 
from any law enforcement officer, 
the dean/director and the Campus 
Police Department must be notified 
of the charge once the driver 
returns to campus. Failure to inform 
may result in disciplinary action 
and/or termination of rental 
privileges.  

o If a driver becomes incapacitated, 
campus police is to be notified at 
478-825-6211 (24-hour emergency 
number.) 

 

 

Fort Valley State University Title IX Committee 

 
Denise Eady , Chair Special Assistant to the President for Compliance 

LuWanna Williams , Co-Chair Athletic Compliance Officer, Senior Woman Administrator 

Erika Gravett, Co-Chair Director of Human Resources 

Willie Williams Interim Vice President for Student Affairs 

Allison Thomas FVSU Customer Service Champion 

Chief Ken Morgan Director, Campus Police & Safety 

Dr. Jean Wacaster Interim Dean, College of Education 

TBD Student Representative 

Dr. Canter Brown, Ex Officio Executive Vice President and Chief Legal Officer 
 

Achieving Gender 
Equity in Athletics 
 
Title IX prohibits sex-based 
discrimination in educational 
programs, including athletics, 
and requires that each 
institution designate at least 
one Title IX coordinator to 
oversee compliance. Title IX 
measures gender equity in 
athletics in three distinct areas: 
 (1) Participation; 
 (2) Scholarships; and  
 (3) other benefits, including 
the provision of equipment and 
supplies, scheduling, travel, 
tutoring, coaching, locker 
rooms, facilities, medical and 
training facilities and services, 
publicity, recruiting, and 
support services. 
 

Equity in Athletics 
Disclosure & NCAA 
Reporting 
 
 How do schools report their 
gender equity-related data?   
 
The Equity in Athletics 
Disclosure Act (EADA) requires 
that co-educational institutions 
of higher education that have 
intercollegiate athletic 
programs must gather 
information on athletic 
program participation rates and 
financial support data. 

FVSU is committed to ensuring that we 
are in compliance with all Title IX areas. 
It is the responsibility of both the FVSU 
Title IX Committee and Title IX 
Leadership to create policies and 
grievance procedures that protect the 
equitable integrity of Fort Valley State 
University. 
 
Discrimination under Title IX covers the 
following areas: 
 
• Admissions 

 
• Treatment of students including: 
-access to programs and courses 
-access to and use of school facilities 
-counseling and guidance materials, test and  
  practices 
-vocational education 
-physical education 
-competitive athletics 
-graduation requirements 
-student rules, regulations, and benefits 
-the treatment of married and/or pregnant  
  students 
-housing  
-financial assistance 
-health services 
-school sponsored extracurricular activities 
  Most other aid, benefits or services 
 
• Employment 
-Access to employment, include: 
 Recruitment policies and practices 
 Advertising 
 
 
 

Employment (continued) 
 Application procedures 
 Testing and interviewing practices 
 
Hiring and promotion, including: 
 Selection practices 
 Application of nepotism policies 
 Demotion, lay off, termination 
 Tenure 
 
Compensation, including: 
 Wages and salaries 
 Extra compensations 

-Job assignments, including: 
 Classification and position descriptions 
 Lines of progression 
 Seniority lists 
 Assignment and placement 

-Leaves of absence, including: 
 Leaves for temporary disability 
 Childbearing leaves and related medical 

conditions 
 Childbearing leave 

-Fringe benefits, including: 
 Insurance plans 
 Retirement plans 
 Vacation time 
 Travel opportunities 
 Selection and support for training 
 Employer-sponsored programs  

-Labor organization contracts or professional 
  agreements 
 

Title IX covers a myriad of areas for both students and employees: 
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