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PO ANALYSIS CHECKLIST 

Purpose
The purpose of the PO Analysis is to determine if procurement staff are processing purchases according to the Purchasing Act (Section 50-5 of the Official Code of Georgia, Annotated [O.C.G.A.]), the Georgia Procurement Manual, and applicable best practices.   
The PO Analysis includes four (4) types of reviews:
1. Purchase Type Review

2. NIGP Code Review

3. Split Purchase Review

4. $5K Bid Review 
For each type of review listed above, a series of questions is provided for procurement professionals to determine if compliance is met and performance levels are adequate.  Internal auditors can select those questions pertaining to their audit scope.

1. Purchase Type Review
Using the corresponding checklist below determine if correct purchase type codes were applied for each of the purchase orders reflected in the PO Workbook.

The PO Workbook contains one tab for each purchase type.  When preparing the workbook, ensure that only purchase orders with the code reflected in the tab name are on that spreadsheet (e.g. the “OMP” tab will contain only Open Market purchase orders).  In the comment section of the purchase order workbook, document any errors revealed during the review
	A.   Statewide Contract (SWC) 
	Y or N

	1. 
	Was the purchase order coded SWC for items/services purchased utilizing a Statewide Contract?
	

	2. 
	a. 
	Was the purchase made from a current SWC found in Window Shopper?  (Window Shopper can be accessed at: http://doas.ga.gov/TGM/Pages/WindowShopper.aspx to verify.)
	

	3. 
	b. 
	If yes:  Was/were discount (s) taken where applicable?
	

	4. 
	c. 
	i. 
	If no:  (If items were not found on SWC in Window Shopper) was the correct PO Type chosen?  (If no, add this PO to the sample of POs to review.)
	

	5. 
	d. 
	ii. 
	If no:  Was/were the correct NIGP Code (s) used?  (If no, add this PO to the sample of POs to review.)
	

	6. 
	e. 
	iii. 
	If no:  Did the description clearly identify the commodity or service purchased?  (If no, add this PO to the sample of POs to review.)
	


	B.   Agency Contract (AC)
	Y or N

	7. 
	Was the purchase order coded as AC for items/services purchased utilizing a current Agency Contract?
	

	8. 
	a. 
	If yes:
	Was the supplier used listed on the contract?
	

	9. 
	b. 
	
	Were items purchased listed on the contract?
	

	10. 
	c. 
	
	Was the correct contract number used?
	

	11. 
	d. 
	
	Was the correct NIGP code used?
	

	12. 
	e. 
	
	Does the description clearly identify the commodity or service purchased?
	

	13. 
	f. 
	
	Were discounts taken where applicable?
	

	
	g. 
	If no:
	Was the correct PO Type chosen? 
	

	14. 
	h. 
	i. 
	Was/were the correct NIGP Code (s) used?  
	

	15. 
	i. 
	ii. 
	Did the description clearly identify the commodity or service purchased?
	

	16. 
	j. 
	Was another State Entity’s contract used?  (piggyback)
	

	17. 
	
	i. 
	Was SPD-NI006 (Piggyback Request) form completed and submitted by APO/CUPO for approval to the State Purchasing Division at: ProcessImprovement@doas.ga.gov?
	

	18. 
	
	ii. 
	Was approval given by other State Entity?
	

	19. 
	
	iii. 
	Was approval given by Supplier?
	

	20. 
	
	iv. 
	Was approval given by the State Purchasing Division Assistant Commissioner?
	

	21. 
	
	v. 
	Did purchase/purchases stay within the approved amount per request?
	


	C.   Mandatory Source (MAN)
	Y or N

	22. 
	Was the purchase order coded as MAN?  
	

	23. 
	a. 
	Was the supplier a Mandatory Source supplier?  Review the GPM to verify the purchase orders coded as MAN were purchased using a Mandatory Source.  
	

	24. 
	b. 
	Were items/services purchased on the State Use Procurement List located at:  http://doas.ga.gov/StateLocal/SPD/Contracts/Pages/Home.aspx ?
	

	25. 
	c. 
	Was/were the correct NIGP Code (s) used?  (10 digit number?)
	

	D.   Intergovernmental (IGA)
	Y or N

	26. 
	Was the purchase order coded as IGA?

(Verify that purchase orders coded as IGA were procured from a government source.) 
	

	27. 
	a. 
	Was the supplier another State Entity, State Authority, City, County, School, BOR, etc.?
	

	28. 
	Was/were the correct NIGP Code(s) used?
	

	29. 
	Does the description clearly identify the commodity or service purchased?
	

	E.   Open Market (OMP)
	Y or N

	30. 
	Was the purchase order coded as OMP?

(Verify the purchase orders coded as OMP were procured according to the Georgia Procurement Manual and in accordance with the (O.C.G.A.) Section 50-5-50 et seq.)
	

	31. 
	a. 
	Were the items/services purchased available using an SWC?  If yes, then:
	

	32. 
	
	i. 
	Was a Statewide Contract Waiver Request (SPD-NI005) form submitted to State Purchasing Division at: ProcessImprovement@doas.ga.gov  as required?
	

	33. 
	
	ii. 
	Did State Purchasing approve the waiver request?
	

	34. 
	
	iii. 
	Was the purchase within the time period allowed on the waiver request?
	

	35. 
	
	iv. 
	Was the purchase amount within the set amount allowed on the waiver request?
	

	36. 
	Were the items/services purchased available on a State Entity Contract?
	

	37. 
	If RFP solicitation, was purchase within State Entity DPA?
	

	E.   Open Market (OMP) continued
	Y or N

	38. 
	Was the correct NIGP code used?
	

	39. 
	Does the description clearly identify the commodity or service purchased?
	

	40. 
	Team GA Market Place:  >/=$5,000 – Is the RFQ/eSource number correct?
	

	F.   Sole Source (SS)
	Y or N

	41. 
	Was the purchase order coded SS?

(Verify that the commodity/services purchased were truly procured from a Sole Source supplier.) 
	

	42. 
	a. 
	Was there evidence of exhaustive market research?
	

	43. 
	b. 
	Was the Sole-Source Intent to Award form (SPD-PS020) posted to the GPR for five business days?
	

	44. 
	c. 
	Was the correct NIGP code used?
	

	45. 
	d. 
	Does the description clearly identify the commodity or service purchased?
	

	46. 
	e. 
	Were purchases executed within the period identified in the contract, if applicable? 
	

	47. 
	f. 
	Did purchases exceed contract amount or contract period?
	

	48. 
	g. 
	Were contract terms/discounts utilized?
	

	G.   Sole Brand (SB)
	Y or N

	49. 
	Was the purchase order coded as SB?

(Verify that the commodity/services purchased were truly Sole Brand procurement.)  
	

	50. 
	a. 
	Was there evidence of exhaustive research to include documentation of appropriate justification?  (Sole Brand procurement is to be used as a last justifiable option and not as an attempt to contract for a favored product.)?
	

	51. 
	b. 
	Did the supplier meet the Sole Brand specifications?
	

	52. 
	c. 
	Was the solicitation posted to the GPR?
	

	53. 
	d. 
	Was a completed and signed Sole Brand justification form SPD-PS019 included in file?  (Posted to GPR)
	

	54. 
	e. 
	Was a fair and equitable evaluation conducted? 
	


	G.   Sole Brand (SB) continued
	Y or N

	
	f. 
	Was the award within the State Entity’s DPA? 
	

	55. 
	g. 
	Was the correct NIGP code used?
	

	56. 
	h. 
	 Did the description clearly identify the commodity or service purchased?
	

	15. 
	i. 
	Were purchases executed within the period identified in the contract?
	

	16. 
	j. 
	Did purchases exceed the contract amount or period?
	

	17. 
	k. 
	Were contract terms and discounts utilized?
	

	H.   Emergency
	Y or N

	18. 
	Was the purchase order coded as Emergency?  
	

	19. 
	Was the purchase a true emergency purchase?  (Urgently needed items arising from unforeseen causes, including, but not limited to, extreme weather conditions or official declared emergencies, O.C.G.A. Section 50-5-71)
	

	20. 
	Was the “Emergency Justification” form SPD-NI004 completed?
	

	21. 
	Was the reason noted on the justification resulting from poor planning?
	

	22. 
	Was the form submitted to the State Purchasing Division within five (5) business day of the purchase?
	

	23. 
	Did the Entity submit supporting purchase documentation (purchase order or p-card receipt) to the State Purchasing Division once the purchase of item/items was made?  
	

	24. 
	Were multiple purchases made against an Emergency?
	

	25. 
	Was more than one justification form submitted for the same emergency?
	

	26. 
	Was an expiration date or term limit assigned by the State Entity on the Emergency documentation?   
	

	27. 
	a. 
	If so, was it reasonable or should it have been bid?
	

	28. 
	If only a blank purchase order is furnished to SPD as purchase documentation, did the Entity provide SPD with a completed purchase order once the purchase was completed?
	

	29. 
	Was SPD notified of any change orders applied to the purchase documentation?
	


	I.   Exempt
	Y or N

	30. 
	Was the purchase order coded as Exempt?
	

	31. 
	Was the purchase exempt per O.C.G.A. Section 50-5-58?  (Exempt list is located at - http://doas.ga.gov/StateLocal/SPD/Docs_SPD_General/NIGPExemptList.pdf)
	

	J.   MUL
	Y or N

	32. 
	Was the purchase order coded as MUL?  
	

	33. 
	If Open Market purchases were combined with Statewide/State Entity Contract purchases, did the OMP purchase order lines total or exceed $5,000?
	

	34. 
	Were items purchased using Statewide or State Entity Contracts included in legitimate contracts?  
	

	35. 
	Were contract items made against expired contracts?
	

	36. 
	Was the correct NIGP code used?
	

	37. 
	Does the description clearly identify the commodity or service purchased?
	


2. NIGP Code Review
Below is a list of things that should be validated during the review of NIGP codes to ensure that buyers are coding purchase orders with the correct NIGP code.  By using the NIGP Summary tool, you will be able to determine if purchases have been coded correctly.  Each PO line should be reviewed to verify correct NIGP Code(s) were used.
	A.   NIGP Code Review
	Y or N

	38. 
	Did the description used for line item match the description reflected in the NIGP Code? 
	

	39. 
	Was the NIGP Code used at the five (5) digit level and not the three (3) digit category level?
	

	40. 
	If line item of the PO was for services, did the NIGP Code/s used begin with the number nine (9)?
	


3. Split Purchase Review
The purchase orders to analyze for the Split Purchase Review are those coded as OMP.  Using the list below, the reviewer should be able to determine if split purchases occurred to circumvent bid requirements.  If large amounts are being spent on a particular commodity/service under the Open Market Purchase Type, the Entity may want to create a State Entity Contract for this particular commodity.
	A. Split Purchase Review
	Y or N

	1. 
	Were there any purchases to the same supplier with a combined total of $5,000 or more processed within a limited time frame (i.e. two days, one week)?
	

	2. 
	Were there any purchases for a particular commodity/service with a combined total $5,000 or above processed within a limited time frame?  (i.e. 2 days, 1 week, etc.)
	

	3. 
	Were foreseeable purchases split into two or more transactions to circumvent the competitive bidding requirement during the review time frame?
	


4. $5K Bid Review
Open Market Purchases of $5,000 or more must be competitively bid.  It is the responsibility of each State Entity to monitor its purchases in order to ensure that multiple purchases totaling $5,000 or more were competitively bid.  Based on historical spend, all purchases of any State Entity, including purchases made with the purchasing card, must be aggregated whenever reoccurring purchases are “reasonably foreseeable”  in the amount of $5,000 or above. 
Using the purchase information on the OMP tab, analyze all purchases over the $5,000 bid threshold to ensure the State Entity followed the minimum bid policy, and conducted the bid correctly.
	A. $5K Bid Review
	Y or N

	1. 
	Were purchase orders totaling $5,000 or above competitively bid?
	

	2. 
	Were aggregated purchases of suppliers totaling $5,000 or above competitively bid?
	

	3. 
	Were aggregated purchases of like commodities/services totaling $5,000 or above competitively bid?
	


P-Card Opportunities
Was there evidence that a P-Card would have been appropriate/cost-effective instead of processing any of the purchase orders? 
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