	SWAM Duty Descriptions September 2006

	
	Responsibilities
	Core Measures

	Chancellor & Vice Chancellors
	Leads and directs staff in the training, implementation and monitoring and adherence to SWAM standards, procedures and goals.
	N/A

	Purchasing Officers
	Follows SWAM procedures, standards and goals when obtaining and documenting and awarding bids for purchase of goods and services.  Communicates and monitors VCCS purchase requests to ensure compliance to SWAM.


	Solicitations over $5,000 to $50,000: Solicits a minimum of four valid sources including a minimum of two minority-owned or women-owned business in writing or electronically and uses eVA Quick Quote for bids or quotes.  

Solicitations over $50,000:  Advertises in the “Virginia Business Opportunities” (VBO) on the eVA web site and in a local newspaper and eVA and solicits a minimum of six valid sources including  a minimum of four minority-owned or women-owned businesses in writing, to include electronic solicitations through eVA.  Follows appropriate procedures for documenting solicitations and procurement in the procurement file.

	SPCC (Credit Card Holders)
	Follows SWAM and Purchasing office procedures when making credit card, or purchases under $5,000.
	Solicitations Up to $5,000:  Obtains a minimum of one quote from a minority-owned or women-owned business (Sole source or emergency purchases are exempt from this requirement).  Documents reasons why minority-owned or women-owned business quotes could or could not be obtained in the procurement file.




