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It is the desire of APS to
conduct business with
qualified Vendors who
understand, and support,
our mission, vision, values
and goals:

mission

To ensure all students learn and thrive in safe,
healthy, and supportive learning environments.

Vision

To be an inclusive community that empowers
all students to foster their dreams, explore
possibilities, and create their futures.

Core Values
Excellence: Ensure all students receive
an exemplary education that is academically
challenging and meets their social and
emotional needs.
Equity: Eliminate opportunity gaps
and achieve excellence by providing
access to schools, resources, and learning
opportunities according to each student’s
unique needs.
Inclusivity: Strengthen our community
by valuing people for who they are,
nurturing our diversity, and embracing
the contributions of all students,
families, and staff.
Integrity: Build trust by acting honestly,
openly, ethically, and respectfully.
Collaboration: Foster partnerships with
families, community, and staff to support the
success of our students.
Innovation: Engage in forwardthinking to identify bold ideas that enable
us to be responsive to the expectations of
our organization and community while
cultivating creativity, critical thinking, and
resourcefulness in our students.
Stewardship: Manage our resources
to honor the community’s investment
in our schools; create safe, healthy, and
environmentally sustainable learning
environments; support civic and community
engagement; and serve current and
future generations.

PROCUREMENT POLICIES AND PROCEDURES

THE PROCUREMENT PROCESS IS GOVERNED BY THE PURCHASING
RESOLUTION. A COPY IS AVAILABLE FOR INSPECTION ON THE
PROCUREMENT OFFICE WEBSITE AT:
https://www.apsva.us/wp-content/uploads/2018/07/2018-7-2Purchasing-Resolution.pdf

OFFICE OF THE PURCHASING AGENT
The Purchasing Agent shall serve as the principal public purchasing official for
APS and shall be responsible for the procurement of goods, services, professional
services, construction and insurance and for the disposal of APS surplus property in
accordance with the Purchasing Resolution.
No APS employee other than the Purchasing Agent or designee is permitted
to award a contract or authorize the purchase or delivery of goods, services,
professional services, construction or insurance on behalf of APS.

AUTHORIZED PURCHASES
Purchases by APS are authorized only if a purchase order signed by the Purchasing
Agent is issued in advance of the transaction. APS will not be liable for payment of
any purchases made by its employees without appropriate purchasing authorization
issued by the Purchasing Agent.

Work Commencing Without an Approved
Purchase Order or Change Order
In situations where work has commenced prior to a Purchase Order or Change Order
being approved, requests for payment received from the Vendor for work performed
prior to the date of a Purchase Order or Change Order being approved, may be
rejected by the Purchasing Agent and considered an Unauthorized Purchase.
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Procurement Mission
APS wants to obtain high quality goods services, professional services, construction and
insurance at reasonable cost, and that;
n all procurement procedures be conducted in a fair and impartial manner with
avoidance of any impropriety or appearance of impropriety,
n all qualified Vendors have access to APS business,
n that no bidder or offeror be arbitrarily or capriciously excluded,
n competition be sought to the maximum feasible degree.

INFORMATION ABOUT CURRENT CONTRACTS
Vendors requiring information about current contracts, their expiration dates, and
renewal periods should contact the Procurement Technician on 703-228-2411.

SMALL AND DISADVANTAGED BUSINESSES
It is the intention of APS to facilitate the participation of minority owned businesses,
small businesses, women owned businesses, service disabled veteran owned businesses
and employment service organizations in procurement transactions. For more
information please refer to Article 8 of the Purchasing Resolution or log on to:
https://www.sbsd.virginia.gov/

HOW TO BECOME A BIDDER OR OFFEROR
The Procurement Office does not register Vendors, nor notify them of solicitations. APS
advertises its solicitations on eVA, the Commonwealth of Virginia’s electronic purchasing
portal and on the Procurement Office website, where the aggregate or sum of all phases,
over a three year period, is expected to exceed $100,000. Solicitations for professional
services are also advertised in a local newspaper. Vendors do not have to register
through eVA to submit responses to APS solicitations.
The links to the eVA home page is http://www.eva.state.va.us/, and to the Procurement
Office website is https://www.apsva.us/purchasing-office/.

Vendor VISITS

vendor feedback

Vendors are encouraged to visit the Procurement Office at the
Syphax Education Center, 2110 Washington Blvd., Arlington,
Virginia 22204; Office hours are 8:30 AM – 5:00 PM, Monday
through Friday. To make an appointment please contact the
Procurement Technician at 703-228 2411.

The Procurement Office is committed to
providing excellent customer service to
those Vendors it conducts business with.
If Vendors are able to identify opportunities
on how APS can improve the quality of
services it provides, they are strongly
encouraged to provide feedback to the
Procurement Office.
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PURCHASE ORDER TERMS AND CONDITIONS
Should the terms and conditions of a purchase order conflict with the terms and
conditions of a contract the Vendor has with APS, under which the purchase order is
issued, the terms and conditions of the pre-existing APS contract shall take precedence.

taxES
APS is exempt from Federal and State taxes. State exemption form #ST-12 is
available from the Procurement Office by calling 703-228-2411. The APS Federal
Tax ID number is 54-6001128.

APS EMPLOYEES
No employee of APS shall
be admitted to any share
or part of a contract or to
any benefit that may arise
from a contract which is
not available to the
general public.

Strategic Plan
APS develops six-year strategic plans
with staff and community involvement
to identify focus areas for school system
improvement. Each year the School Board
and the public receive reports on the
progress made within each Strategic Plan
goal area during the preceding year, with
the opportunity for modifications to the
Strategic Plan as warranted.

Vendor CERTIFICATION REGARDING
CRIMINAL CONVICTIONS
For work where a Vendor will have direct contact with
students, schools and departments must ensure the Vendor
complies with Virginia Code §22.1-296.1 by having the Vendor
certify that all persons who provide such services have not
been convicted of a felony or any offense involving the sexual
molestation or physical or sexual abuse or rape of a child.

The goals of the Strategic Plan are:
n

Goal: Multiple Pathways to
Success for All Students

ETHICS IN PUBLIC CONTRACTING

Goal: Healthy, Safe, and
Supported Students

The provisions contained in Article 9 of the Purchasing Resolution apply to all contracts.

n

Goal: Engaged Workforce

Vendor AUTHORITY TO TRANSACT BUSINESS

n

Goal: Operational Excellence

The Vendor certifies it has in effect all licenses, certifications and classification(s)
required to perform work for APS the work and is authorized to transact business in
the Commonwealth as a domestic or foreign business entity.

n

n

Goal: Strong and Mutually
Supportive Partnerships
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Procurement
Guidelines
APS purchases goods,
services, professional
services, construction
and insurance from nongovernmental source using
the following methods:
SMALL PURCHASES
A Small Purchase is any single or term contract
for goods, services (other than professional
services) construction and insurance, if
the aggregate or sum of all phases, over a
three-year period, is not expected to exceed
$100,000 and for professional services
estimated to cost $80,000 or less.
n

Where the aggregate or sum of all
phases, over a three-year period, is
less than $10,000 – a minimum of
one written quote is required by
the schools and departments

n

Where the aggregate or sum of all
phases, over a three-year period, is
between $10,001 and $30,0000 –
a minimum of three businesses
shall be solicited to submit
written quotations by the schools
and departments

n

Where the aggregate or sum of all
phases, over a three-year period, is
between $30,001 and $100,000 –
a minimum of four businesses
shall be solicited to submit
written quotations by the schools
or departments
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Joint and cooperative procurement
APS may participate in, sponsor, conduct, or administer a cooperative procurement
agreement for the purpose of combining requirements to increase efficiency or reduce
administrative expenses in any acquisition of goods and services. APS may purchase
from another public body’s contract even if it did not participate in the RFP or ITB.
APS may purchase goods and Non-Professional services from a U.S. General
Services Administration contract or a contract awarded by any other agency of
the U.S. government.
Refer to Article 3 of the Purchasing Resolution for restrictions.

COMPETITIVE SEALED BIDDING
For the purchase of goods, services, other than professional services, construction
and insurance, if the aggregate or sum of all phases, over a three year period, is
expected to exceed $100,000, the Procurement Office will make public an Invitation
to Bid (ITB). The ITB will be posted on eVA, the Commonwealth of Virginia’s online,
electronic procurement system, on the Procurement Office’s website and on the Virginia
Department of Small Business and Supplier Diversity website.
The process for an ITB shall include: making the ITB public for a minimum of ten (10)
calendar days before bid opening, a public opening and announcement of all bids
received, the bids are evaluated and an award made to the responsible bidder with the
lowest responsive bid.

PAYMENT TERMS
Payments will be made within thirty (30) calendar days after receipt
of an invoice approved by APS. Any prompt payment discounts
offered will be taken if payment is made within the discount period
offered. In those cases where payment is made by mail the date of
postmark shall be deemed to be the date payment is made.

EMERGENCY PURCHASES
In case of emergency, APS may award a contract without Competitive Sealed Bidding
or Competitive Negotiation. An emergency situation exists when the safety, health or
welfare of APS employees, School Board, or public is vitally affected by:
n a breakdown in machinery and/or threatened termination of essential services,
(including maintenance and repair of essential office equipment), or
n the development of a dangerous condition, or
n any other circumstance in which supplies are needed for immediate use.

COMPETITIVE NEGOTIATION
Non-Professional Services
	For the purchase of services, which are not considered
to be Professional Services, if the aggregate or sum
of all phases, over a three year period, is expected to
exceed $100,000, the Procurement Office will make
public a Request for Proposal (RFP). The RFP will
be posted on eVA, the Commonwealth of Virginia’s
online, electronic procurement system and on
the Procurement Office’s website. The RFP will be
advertised in a newspaper of local circulation and
on the Virginia Department of Small Business and
Supplier Diversity website.

n

	The process for an RFP for Non-Professional Services
includes: making the RFP public for a minimum of ten
(10) calendar days before the date of proposal receipt,
proposals not being made public until contract award,
proposals being evaluated by a committee on the
basis of factors included in the RFP, negotiations shall
be conducted with a minimum of two offeror and
an award made to the responsible offeror with the
responsive proposal on the basis of factors involved in
the RFP, including price if so stated in the RFP.

n

Professional Services
A Professional Service is work performed by an independent
contractor within the scope of the practice of accounting,
actuarial services, architecture, land surveying, landscape
architecture, law, dentistry, medicine, optometry,
pharmacy, actuarial services, or professional engineering.

	For the purchase of Professional Services, if the
aggregate or sum of all phases, over a three year period,
is expected to exceed $80,000, the Procurement Office
will make public a RFP. The RFP will be posted on eVA, the
Commonwealth of Virginia’s online, electronic procurement
system and on the Procurement Office’s website. The RFP
will be advertised in a newspaper of local circulation and
on the Virginia Department of Small Business and
Supplier Diversity website.
	The process for an RFP for Professional Services includes;
making the RFP public for a minimum of ten (10) calendar
days before the date of proposal receipt, proposals not being
made available to the public until contract award, proposal
being evaluated by a committee in accordance with the
evaluation criteria in the RFP, prices not being included with
proposals, individual discussions, negotiating a contract at a
fair and reasonable contract with the highest ranked offeror.

SOLE SOURCE PURCHASES
Upon a determination in writing by the Purchasing Agent
that there is only one source practicably available for
that which is to be procured, APS may negotiate a contract
and award to that source without competitive sealed
bidding or competitive negotiation.
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Arlington Public Schools
Procurement Office
2110 Washington Blvd.
Arlington, VA 22204

www.apsva.us

Staff

DAVID J. WEBB, C.P.M.
Director/ Purchasing Agent
Email: david.webb@apsva.us
Phone: 703-228-6127

KIM M. YOUNG
Senior Procurement Specialist
Email: kimberly.young@apsva.us
Phone: 703-228-7643

JOSHUA A. MAKELY, CPPO, CPPB
Assistant Director
Email: joshua.makely@apsva.us
Phone: 703-228-6126

KENNETH R. LAWSON, CPPB, VCO
Procurement Specialist
Email: ken.lawson@apsva.us
Phone: 703-228-6193

DYANNA S. MCMULLEN, VCO
Senior Procurement Specialist
Email: dyanna.mcmullen@apsva.us
Phone: 703-228-7649

THANH THAI, VCA
Procurement Technician
Email: thanh.thai@apsva.us
Phone: 703-228-2411

