Procurement Service Contracts under $75,000: Once the Procurement Service contract is fully executed (i.e. signed by all parties including the AG), the contract will be returned to the agency to issue the purchase order.  If above your delegation, then IDOA Procurement will issue the purchase order.

Professional Service Contracts, Grants, and Property Leases:  When an agency has a fully executed contract and simply needs to complete a purchase order for that contract, they have unlimited delegation authority to issue the purchase order, as long as the account being used is a Professional Service Contract, Grant or Property Lease account.  A complete list of accounts for which agencies have unlimited delegation to complete purchase orders is posted on the IDOA Procurement website at http://www.in.gov/idoa/2342.htm under Account listing for Professional Service, Property Lease and Grant POs.  

When an approved professional service, grant or property lease contact is received back by the agency, the agency should expedite the requisition to a purchase order.  If the purchase order cannot be finished by the agency because a procurement account is being used, then please send an email to profserv@idoa.in.gov and include the following information:


EDS number of the executed contract (include sequence number if appropriate)

Agency Business Unit


The Purchase Order number


The type of transaction (contract, amendment, renewal, etc.)

IDOA will “Amount Approve” the purchase order after verifying the dollar amount and the contract terms from the purchase order and the contract found on http://www.in.gov/idoa/2448.htm under active contracts.  Once approved, the person who submitted the email will be notified that he/she needs to finish processing the purchase order, transmit it the vendor and notify their agency Accounts Payable area.   This ends IDOA’s involvement in the processing of the purchase order.
