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DHS ADMINISTRATIVE PROCEDURES MANUAL 
 

Chapter 602 
 

Title:  DHS Purchasing Authority 
Special Provisions 

 

 I. PURPOSE: To provide the Department  of  Human Services (DHS) w ith uniform 
departmental procedures for the acquisit ion of  goods and services, in accordance 
w ith Arkansas Procurement  Law  & Rules (Regulat ions) (Arkansas Code Annotated 
[A.C.A.] §19-11-201 et  seq.) 

 II. SCOPE: 

These procedures are applicable to all DHS divisions, of f ices, and facilit ies.  

III.  PROCEDURES:  CLIENT EQUIPMENT 

A. Purchasing Agents in Of f ice of  Finance and Administ rat ion (OFA), Cont ract  
Support  Sect ion (CSS), Commodit ies Purchasing Unit  (CPU) shall not  
consolidate requests for client  equipment  w ith other requests.  CPU 
Purchasing Agents shall process client  equipment  requests individually as 
they are received. 

B. The DHS County Administ rator is not  required to approve client  equipment  
that  is delivered to a f ield of f ice.  

C. DHS w ill not  be responsible for payment  of  merchandise received above the 
cost  ref lected on the purchase order.   

D. DHS shall make payments for architectural improvements to client  ow ned 
property direct ly to the client , not  to the vendor, as out lined in Chapter 605 
of  the Administ rat ive Procedures Manual.  

IV. PROCEDURES:  COPIER EQUIPMENT 

The division should follow  its internal procedures for requesting and approving copier 
equipment (example, using Form DHS-1914).  Upon suff icient division approval, the 
division shall init iate its formal request to CPU for copier equipment (or to the facility 
Purchasing Unit  for facility purchases or leases that do not exceed $25,000). 

A. Purchased Copiers  

1. The division shall create a purchase requisit ion in the Arkansas 
Administrative Statew ide Information System (AASIS) containing all of the 
necessary specif icat ions required for competit ively procuring a copier.  The 
required items include, but are not necessarily limited to, the follow ing:  

a. Brand and model that meets desired specif icat ions, for reference  

b. Suggested vendors 

c. Number of copies expected to be used per month 

d. Required accessories (e.g., sorter, f inisher, stapler, etc.) 

e. Delivery information 

f . Required addit ional funct ions and Off ice of Systems and Technology 
(OST) approval (e.g., netw ork print ing, faxing, scanning or e-mailing) 
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 NOTE:  OST approval is required for a copier that is 
to be used for netw ork print ing, faxing, scanning, 
or e-mailing or that is ant icipated to EVER be used 
for netw ork print ing, faxing, scanning, or e-mailing. 

2. For purchases not exceeding $25,000, the CPU (or facility) Purchasing 
Agent shall conduct the bidding for the equipment.  After the contract is 
issued, CPU (or facility) Purchasing Agent shall create the purchase order 
and forw ard it  to the requisit ioner. 

3. For purchases exceeding $25,000, CPU w ill coordinate the bidding w ith 
Off ice of State Procurement (OSP) then send the purchase order, along 
w ith any support ing documentat ion, to the requisit ioner. 

4. After physically receiving the copier equipment, the Agency Goods Receipt 
Technician shall perform the goods receipt transaction in AASIS for 
payment. 

B. Leased Copiers 

1. Divisions lease copiers from the State Term contract executed by OSP.  
Copiers available from the contract are specif ic to county locat ion.  CPU 
w ill provide a list ing of copiers available under the State Term contract 
upon request. 

2. The Agency Procurement Technician shall create a requisit ion in AASIS and 
provide the follow ing information to the Purchasing Agent:  

a. Brand and model that meets desired specif icat ions  

b. Number of copies expected to be used per month 

c. Required accessories (e.g., sorter, f inisher, stapler, etc.) 

d. Delivery information 

e. Required addit ional funct ions and OST approval (e.g., netw ork 
print ing, faxing, scanning or e-mailing) 

 NOTE:  OST approval is required for a copier that is 
to be used for netw ork print ing, scanning, faxing or 
e-mailing or that is ant icipated to EVER be used for 
netw ork print ing, scanning, faxing or e-mailing 

3. Upon approval of the requisit ion in AASIS, the CPU (or facility) Purchasing 
Agent shall create the purchase order. 

4. The Purchasing Agent shall print the purchase order and send it  to the 
Agency Procurement Technician and to the vendor for delivery.  

5. If  the lease on a copier is expiring, divisions needing a replacement shall 
submit a request for a replacement copier at least 45 days before the 
expirat ion date.  The division shall include the serial number of the expiring 
copier in the request. 
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C. Maintenance on Copiers 

1. Lease of a copier from the State Term contract includes a full maintenance 
agreement for the ent ire term of the lease.  The cost of the maintenance 
agreement for leased copiers w ill be included in the monthly cost of the 
copier. 

2. Purchased copiers should be competit ively procured to include a one year 
maintenance agreement and a f irm price quote for an opt ional annual 
renew al of the maintenance agreement for an addit ional six years. 

3. Copiers purchased on an installment purchase arrangement should also be 
competit ively procured to include a one–year maintenance agreement and a 
f irm price quote for an opt ional annual renew al of the maintenance 
agreement for an addit ional six years.  Once the machine becomes State 
ow ned property, division shall re-evaluate the need for a maintenance 
agreement on an annual basis. 

4. All maintenance agreements should begin and end w ith the f iscal year.  

5. CPU (or facility purchasing unit , for purchases that do not exceed $25,000) 
does not automatically arrange for a maintenance agreement after the 
w arranty on new  equipment expires.   

6. Maintenance agreements on equipment are handled as most other 
purchases. The requesting division shall enter a requisit ion into AASIS and 
shall send the vendor’s current maintenance agreement to CPU (or the 
facility purchasing unit).  CPU (or the facility purchasing unit) w ill assist the 
requesting division in obtaining a maintenance agreement if  necessary.  
Once CPU (or the facility purchasing unit) is in possession of the 
maintenance agreement and the requisit ion, CPU shall create a purchase 
order. 

V.  PROCEDURES:  EQUIPMENT REPAIR 

Repair of  equipment  requires the authority of  a purchase order.  There are three 
types of  repair purchases:  

A. Repairs that  are exempt  by law  f rom the compet it ive procurement  process:   

This type of  repair may be started upon receipt  of  a purchase order.  (See 
A.C.A. §19-11-203 [14][O]). 

B. Repairs that  are considered sole source or emergency by state regulat ions:  

OSP or Arkansas Building Authority (ABA) must  approve this type of  repair 
before the w ork is started. 

C. Repairs that  must  be compet it ively procured by DHS, OSP, or ABA : 

 

Procurement  must  be completed and vendor selected before this type of  
repair can be started. 
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VI.  PROCEDURES:   INSURANCE 

A. Property insurance coverage 

1. CSS, Cent ral Support  Unit  (CSU) coordinates property insurance 
coverage. OSP combines most  Building and Content  Insurance coverage 
into one policy bid.  

2. The Risk Management  Sect ion of  the Arkansas Insurance Department  
coordinates any addit ional coverage through CSU.  

B. Vehicular insurance coverage 

1. All vehicles ow ned by DHS are covered by a blanket  liability policy.  

2. The Division must  specify any addit ional coverage and coordinate it  
through CSU. 

C. A Self -Insured Fidelity Bond Program, (A.C.A. §§21-2-701 et  seq.), operated 
by the Insurance Department , covers DHS employees.  

 

VII. PROCEDURES:   NOTARY PUBLIC 

A. Request ing division shall obtain a notary pack f rom the Secretary of  State' s 
of f ice.   

B. The division shall select  an insurance company to issue a $4,000 ten-year 
Notary Bond. 

1. The request ing division shall complete the Notary Bond Applicat ion, 
dat ing the " Date of  Commission"  at  least  tw o months in advance to 
allow  t ime for processing.  The division shall secure a notarized signature 
on the Notary Bond Applicat ion. 

2. The division shall enter a requisit ion in AASIS, in response to w hich CPU 
(or the facility Purchasing Agent ) shall create a purchase order.  CPU 
shall forw ard a copy of  the purchase order to the request ing division.   

3. The division shall send the Notary Bond Applicat ion, along w ith a copy of  
the purchase order, to Accounts Payable for prepayment .   

C. Upon receipt  of  the notary bond, the division shall send the completed and 
notarized Notary Bond Applicat ion, along w ith a copy of  the notary bond, to 
the Secretary of  State' s of f ice. The Secretary of  State’ s of f ice should 
process the applicat ion w ithin tw o days and return the commission, 
commission card, and of f icial oath w ith a cover let ter to the request ing 
division. 

D. The division shall f ile the of f icial oath and original bond w ith the Circuit  
Clerk in the resident  county.  The Circuit  Clerk w ill mail the oath to the 
Secretary of  State' s of f ice.  The Secretary of  State’ s of f ice w ill enter the 
individual into their computer f iles as a Notary Public.  The division shall pay 
the f iling fee at  the Circuit  Clerk' s of f ice by purchase order or f rom the 
county of f ice pet ty cash fund.  
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E. To request  a Notary Seal or Notary Stamp, the division shall enter a 
requisit ion into AASIS.  CPU (or facility) Purchasing Agent  shall create the 
purchase order and order the Notary Seal or Stamp.  

VIII. PROCEDURES:  VEHICLES 

A. DHS may purchase all sedans, stat ion w agons, t rucks, vans, carryalls, and 
four-w heel drive special purchase vehicles f rom the State cont ract  for 
vehicles. Requester must  provide just if icat ion ut ilizing a State of  Arkansas 
Vehicle Request , Form MV-6, to CSU w ho w ill enter the request  into the 
State Agency Vehicle Applicat ion (SAVA).  For vehicles of  over one-ton 
capacity, requester must  enter a requisit ion into AASIS and send a copy of  
the specif icat ions to CSU.  The DHS vehicle f leet  cannot  exceed the ceiling 
established by law . 

B. Replacement  Procedure:  Af ter the criteria for replacement  established by the 
Department  of  Finance and Administ rat ion (DFA) is met , DHS w ill purchase 
all of  its replacement  vehicles f rom the State cont ract  f rom the Motor 
Vehicle Revolving Fund (Act  493 of  1982).  Requester must  send the MV-6 
form to CSU w ho w ill obtain DFA approval before the purchase can be 
made. 

  C. Requesters must  coordinate all requests for vehicles through CSU.   

IX. PROCEDURES:  PRINTING 

A. Divisions shall ALWAYS consult with the DHS Print and Copy Service Center 
FIRST when they have printing or copying needs. 

 1. Before placing an order, requestor may first choose to discuss his/her printing or 
copying needs with the Print and Copy Service Center Manager or Supervisor to 
determine if it appears feasible the Print and Copy Service Center can handle the 
job. 

 2. To place an order with the Print and Copy Service Center, requestor shall go to 
the “Print/Copy Center” site on OFA Share and select “Enter Request”. 

 3. Upon completion of the request form electronically, requestor shall select 
“Submit” to forward the request to the Print and Copy Service Center. 

 4. The Print and Copy Service Center will advise the requestor if they have 
questions and/or if they can or cannot provide the requested printing/copying. 

 B. Before “out-sourcing” printing or copying (i.e., obtaining the services of printing or 
copying from any source OTHER THAN the Print and Copy Service Center), a 
division MUST obtain a written determination from the Print and Copy Service Center 
Manager or his/her Supervisor that the Print and Copy Service Center cannot meet 
the printing and/or copying needs in the time frame required. 

C. If the Print and Copy Service Center cannot meet the division’s need, the Manager or 
his/her Supervisor shall refer the printing/copying job to the CPU Purchasing Agent 
who possesses the State Delegation Authority to purchase printing services.     
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NOTE:  Amendment 54 to the Constitution imposes strict regulations 
on the purchasing of printing.  The following apply if a print job is NOT 
to be handled by the Print and Copy Service Center,  

 It is imperative that a duly authorized CPU Purchasing Agent handle the 
procurement/purchase. 

 If not being purchased from another State agency, purchased printing 
services must be competitively procured, at a minimum, by the 
Competitive Bid method (i.e., by soliciting three bids and selecting the 
lowest bidder.) 

 No printing may be purchased without issuance of a purchase order or 
contract. 

D. If the Print and Copy Service Center cannot print the requested items and the total 
cost (excluding taxes) is $5,000 or less, the CPU Purchasing Agent who is 
authorized by Delegation Order to procure printing for DHS will, in order: 

 1. Determine if another State agency can provide the service;   

 2. If not, then determine if the printing can be purchased off a State Term contract; 

 3. If not, then secure three bids and select the lowest bidder. 

 Upon completion of the procurement, CPU Purchasing Agent will complete the 
purchase order. 

E. If the Print and Copy Service Center cannot print the requested items and the 
total cost (excluding taxes) exceeds $5,000, CPU will forward the request to 
OSP for bidding. 

X. PROCEDURES:  USED EQUIPMENT 

A. OFA Dist ribut ion stocks some used equipment  at  the OFA Dist ribut ion 
Center.  If  used equipment  is acceptable for the division' s needs, the division 
should submit  an elect ronic (e-mail) request  to the OFA Dist ribut ion Center.  
OFA Dist ribut ion w ill dist ribute the equipment , if  it  is available, to the 
request ing division on a regular delivery route.  If  the equipment  is not  
available, the OFA Dist ribut ion Center w ill not ify the requester.  

B. Divisions may t rade in used equipment  for new  equipment .  The division 
must  route its request  to the OFA Cent ral Inventory Cont rol Unit , w hich w ill 
request  approval f rom DFA Market ing & Redist ribut ion and forw ard the 
request  to CPU. 

C. All of f ices turning in used computers must  f irst  remove all sof tw are and f iles 
f rom the computers'  memory.  The Unit  Manager or County Administ rator 
must  complete and sign a memorandum stat ing that  this procedure has been 
completed and at tach the memorandum to the completed Transfer 
Document , Form DHS-1006.  The OFA Cent ral Inventory Cont rol Unit  shall 
require both documents before it  removes the equipment  f rom an of f ice.  
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XI.  PROCEDURES:  MAINTENANCE CONTRACTS 

A. Maintenance agreements are usually purchased separately from the equipment.  If a 
maintenance agreement is desired for equipment, requesting division shall take the 
following steps: 

1. Secure a maintenance agreement from the vendor. 

2. After examining the agreement, enter a requisition into AASIS and send the 
original maintenance agreement to CPU (or to the facility Purchasing Unit, for 
agreements not exceeding $25,000).  THE DIVISION SHALL NOT SIGN THE 
AGREEMENT.   

B. Upon CPU Purchasing Agent’s review and approval of the document (or facility 
Purchasing Agent’s review and approval, for agreements not exceeding $25,000), 
the Purchasing Agent and the contractor shall sign the agreement.  The Purchasing 
Agent shall create the purchase order from the requisition, in accordance with 
Arkansas Procurement Law and Rules and DHS policy. 

C. After completion of the purchase order, Purchasing Agent shall send copies of the 
maintenance agreement and the purchase order to the OFA, General Operations 
Section, Purchase Order Unit, the requesting division, and the vendor. 

XII. PROCEDURES:  PETTY CASH 

A. DHS has a Pet ty Cash Fund administered by OFA, General Operat ions 
Sect ion. This fund may be used ONLY for purchases not  exceeding $35, 
w hich are NOT on State cont racts, NOT covered by Amendment  54 
(print ing, of f ice supplies & stat ionery), and NOT t ravel-related items (i.e., 
commodit ies on State cont racts, amendment  54 items, and t ravel-related 
items may not  be purchased f rom pet ty cash.)  (See DHS Administ rat ive 
Procedures Manual, Chapter 306, Cash Disbursements,  for more details 
concerning pet ty cash funds.) 

B. Ut ilizat ion by Cent ral Of f ice  

1. To ut ilize the Pet ty Cash Fund in the cent ral of f ice, an employee shall 
obtain the form (DHS Fund Voucher, Form DHS-1021) f rom CPU (at  
682-6554).  CPU t racks the usage of  this sequent ially -numbered form 
to ensure proper account ing. The employee shall complete the Form 
DHS-1021 and submit  it  to CPU.  (Inst ruct ions for complet ing the form 
are on the back of  the form.) 

2. The CPU Purchasing Agent  w ill review  the form to determine that  items 
requested are NOT on a State cont ract  and that  items are appropriate to 
buy f rom the pet ty cash fund.  The CPU Purchasing Agent  w ill sign the 
Form DHS-1021 to indicate approval.  The employee should NOT make 
purchases before the request  is review ed and signed by CPU, except  in 
emergency situat ions. 

3. The request ing employee shall proceed in accordance w ith the DHS 
Administ rat ive Procedures Manual, Chapter 306. 
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C. Ut ilizat ion by County Of f ices and Facilit ies 

County of f ices and facilit ies shall process their pet ty cash requests in 
accordance w ith the DHS Administ rat ive Procedures Manual, Chapter 306. 

XIII. PROCEDURES:  DISABLED WORK CENTERS 

A. A.C.A. §§ 19-11-901 and 902 ident if ies procedures for purchases of  
Disabled Work Center products.  

B. The requisit ioner shall enter a requisit ion into AASIS, Rehabilitat ion Services, 
ATTN: Facilit ies Sect ion, P.O. Box 3787, Lit t le Rock, AR 72203, as the 
vendor and w orkshop made items in the descript ion.   

C. In accordance w ith R5: 19-11-902, DHS shall procure commodit ies and 
services f rom the Work Centers w hen cont ract  terms and specif icat ions are 
equal and the price is not  more than 10% above the low est  compet it ive 
price obtained f rom a non-w ork center. 

D. The appropriate CPU (or facility) Purchasing Agent  shall create the purchase 
order. 


