Instructions for Executive Order 2008-011 Request Form

Instructions for the EO1 Document

The EO1 document is a very simple, easy to understand document that will be routed via workflow, and may be tracked by agency users.  Approvals or rejections will be applied through eMARS.  However, if the Cabinet Secretary or Authorized Agency Head is not an eMARS approver, a hard copy of the signed EO1 must still be printed out and the signed copy maintained at the agency level. 

In order for the EO1 to be on the agenda for the weekly Committee meeting, it must be approved by all agency levels, resulting in a final approval on the document before noon on Wednesdays. Committee dispositions- approvals/denials/holds- will be applied every Friday following the weekly meeting.  It will be the responsibility of the agency users to check the status of their requests through eMARS.  
Please note: The EO1 document should only be used by agencies when a needed             procurement or payment exceeds a $1000 yearly aggregate.  The EO1 document             should NOT be used for any procurement or payment under this threshold.

Creating the EO1 Document
Step 1: Go to Document Catalog, Click on Create, enter the Document Code- EO1, 
                Department, and Unit, select Auto Numbering, and click Create. 

Example:
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This creates the EO1 document – see screen shots below:
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Step 2:  Completing the EO1 Document
	Field
	Description

	Requesting Department:

	Automatically populates from the department number entered for document creation.  
 

	Record Date:
	Automatically populates upon submission of EO1 document.



	*Requestor/Phone:
	Enter, or search for the eMARS user id- requestor’s name and phone number automatically populate from selection of user id upon save.



	*Short Description:
	Indicate a descriptive title, which will allow for easy location in the database.  Avoid generalizations such as “Sole Source Request”.  Instead, indicate specifics such as “Purchase Land – Lexington Rd. Property”.  This field holds 60 characters.



	*Type of Request:
	Enter the type of request initiated from the dropdown box, i.e.  Furniture, Equipment, Other Goods, Other Service, Personal Service Contract, MOA, Grant, University Agreement, Vehicles, Real Property Leases, Construction Services, IT Hardware, IT Software, IT Services, IT Maintenance, IT Task Orders, Printing, or ARRA - Federal Stimulus.  
Note that “Leases” for equipment or vehicles should be classified under equipment or vehicles.  

The “Type of Request” for Printing routes the request to the Finance and Administration Cabinet’s Division of Printing Services for recommendations prior to being placed on the agenda for the EO1 Committee meeting.  Adequate specifications for the print job should be included in the “Purpose and Justification” field in order for the Division of Printing Services to determine if the service should be performed in-house or by a private sector vendor.  
The “Type of Request” for Vehicles routes the request to the Finance and Administration Cabinet’s Division of Fleet Management for recommendations prior to being placed on the agenda for the EO1 Committee meeting. 


	*New or Expanded?
	If this purchase is related to a new or expanded program, mark yes.  Otherwise, mark no.  If yes, provide justification for the new or expanded program, such as KRS mandate.



	*Procurement Method:
	Indicate the desired method whether it be ordering from an existing contract, procuring under small purchase or other legislative authority, other special authority (FAP-111-08 through 111-10), submitting a request for purchase, whether the agency will be issuing an RFP for Professional Services, or modifying an existing contract. 


	*Cost:
	Enter the Cost of the Goods or Services Requested.  Entering zero may be cause for document to be held pending information. All EO1s should have an estimated or actual cost. When modifying the EO1 to increase the cost, increase the original cost by the amount of the modification.  The cost field should reflect the new total.  


	*Actual or Estimate:
	Indicate the basis of the cost, whether it is exact, or an estimate.  


	*Replacement?
	Is the item requested a replacement of existing furniture, equipment or vehicles?



	Asset Tag Number:
	If previous answer is yes, indicate the asset tag number of the item the request is to be replacing.  



	What will happen to replaced item?
	Indicate if the replaced item was lost, damaged beyond repair or will be disposed of through surplus or other, as appropriate.


	*Document Requested:
	Indicate the type of document you are requesting to result from the pending approval from the dropdown list.  This is to validate that the request proceeds in the appropriate direction as required by procurement laws, regulations, policy, and procedure. Note that agencies should select a One Time Purchase for these document types: PO, PO2, CT, CT2, CTT1, CTT2. Many agencies are selecting MOA (PO2, PON2) in error- this is to be used only for  Memoranda of Agreement. 


	Contract Number:
	If requesting to order from an existing contract, indicate the appropriate contract number.



	* Vendor:
	Indicate the contract holder or suggested vendor for items or services not on contract. This automatically defaults to TBD (to be determined, but is overwriteable). 


	**Program Code:
	This is a required field when ARRA – Federal Stimulus is selected  as the “funding source”. The program code may be selected from a list or keyed in. 


	*Funding Source:
	Indicate whether the funds are Federal, General, Agency, Multiple, Tobacco, Road, or ARRA – Federal Stimulus Funds from the dropdown.



	CFDA Number:
	If Federal funds are being utilized, indicate the CFDA number.



	*Percentage of Funding:
	If multiple funds are being utilized, indicate the percentage of each, if additional information must be explained, include such in the Purpose and Justification field.



	*Purpose and Justification:
	The purpose and justification is in a separate section on the document header.  Provide full, but concise information on the exact nature of the purchase or contract, how it relates to specific program requirements, how it is critical to your agency’s delivery of services or necessary ongoing operations.  Explain the impact on your agency’s requirements if the purchase is not made.  
This field holds 4000 characters*.  If the end user requires more space than this, they need to include additional information in a Word document attached at the Header.  If this is the case, do not just enter “see attached” in the justification field.  The report that is generated for Committee review will not contain information from attachments.  Enter as much information as possible in the Purpose and Justification section, and add, “Additional information attached at the Header.”
For ARRA funds, the “Purpose and Justification” field must fully describe the program that will be conducted, the types of expenditures that are anticipated, and the outcomes that are expected for the use of these funds. This needs to be clear and concise. 

*Please note that the Committee reviews hundreds of requests each week. It would be most helpful to begin the Purpose and Justification section with a brief description of the item(s)/service, and then expound on how it relates to the program. For example, this is a request for a blanket waiver of medical supplies, to include (list items)….Our facility is responsible for the care of….(provide program information)…


	Signature:
	If the agency head applies an electronic approval it is not necessary to maintain the signed original on file.  If the Cabinet Secretary or Agency Head does not approve the electronic request, the actual signed copy is to be maintained at the agency and produced upon demand.



	For Agency Use:
	This field is optional for your use if you wish to include additional information for your purposes only, such as additional approvals, funding template information etc.  This field holds 1500 characters.




  *Denotes required fields. 
How the Process Works
The agency user will fill out the EO1 document, validate it for errors or omissions, and submit it.  Each agency will have workflow rules in place which route the document to the appropriate individuals for approval.  The final approval level will occur at the agency level, similar to the Requisition (RQS) Process.  Upon final approval by the agency, the document enters the work list of the Finance Cabinet, and is “pending review”. The agency can not proceed until the EO1 is approved. 
The EO1s are still due by noon each Wednesday.  The EO 2008-011/Exceptions Committee meets every Thursday to review the requests.  Approvals, denials, and holds will be entered in eMARS every Friday.  The disposition of each document will be visible on the header of the EO1 document in the action field.  Users may search for the EO1 document via the document catalog or the life cycle inquiry.

The action field on the header of the EO1 will reflect one of the following five statuses:
· Pending Review- the agency has submitted it, but it has yet to be reviewed by the EO 2008-011 Committee.

· Under Review- the EO1 document is on the agenda for the Committee to review at this week’s meeting.

· Approved
· Denied
· Held  
If the action status is denied or held, comments will be entered in document comments.  It will be the responsibility of the agency to check their EO1 action status and applicable document comments. 
EO1 Issues That May Cause EO1s to be Held or Denied
· Not enough detail in the “Purpose and Justification” field to determine what is being requested, how many are requested, and/or why it is being requested.

· Make sure to include a cost or estimated cost.

· Do not attach the “Purpose and Justification” to the EO1 Header – attachments and document comments do not print out on the committee agenda.

· Note in the “Purpose and Justification” field if there are any attachments (equipment list, vendor list, etc.) to theEO1. Do not include a vendor name when procurement method is Submit a Requisition, Agency to Issue RFP, etc. This field now defaults to “TBD” (To Be Determined) but is over writeable.

· Check Surplus and Correctional Industries (KCI) prior to submitting requests for furniture. Note this in the “Purpose & Justification” field.

· Legal Services require prior approval of the Governor’s General Counsel. Obtain and note this approval in the “Purpose & Justification” field.

Step 3:  Modifying the EO1 Document
If the agency is required to take further action, such as to provide additional information, these instructions will be listed in the document comments.  If the document is being held pending further action on the part of the Finance Cabinet, this information will be contained in the document comments section. 
· If the agency needs to supply additional information, they will open the document, click on Edit, and modify the EO1 as needed.  
· Add the wording “Modification” and include the date of the mod with additional information to the top of the “Purpose and Justification” field. 
· Include any requested increase for the cost. Modify the “Cost” field to reflect the new total- not just the modified amount. Please note that if the new cost is within 15% of the cost provided on the original EO1, it will not be necessary to submit a new EO1. 
· Do not add additional information to “Document Comments” or as an Attachment. These fields do not print on the agenda that the Committee reviews. 
· Resubmit the document. When the EO1 modification is submitted, it will route through the same approvals as the original EO1, and will follow the same process. 
· Modified EO1 documents will appear on the next week’s agenda if all agency approvals have been applied before noon on Wednesday.

Step 4:  Monitoring the EO1 Document
To help monitor a large number of EO1 documents, using agencies have access to the EO1 Request (EORQ) table. Under search, go to page search, enter EO in the page code field, hit enter or browse. 

Choose EO1 request. This opens the EORQ table. 
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You may sort by column headings. The dept is part of the document number field, so it will sort by dept number first, and document number within the department. 

You may search for specific documents, or groups of documents based on the search criteria below:
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If you click on OK without filling out any searchable criteria, it will return all records that the user has security access to see.  From this table, the user can see current document status, and review any comments that were entered as a result of the committee meeting. 



Step 5: Submitting Corresponding Procurement Documents w/EO1 Approval

Agencies will attach a copy of the approved EO1 document to the Header of the corresponding eMARS procurement document.  For example, if creating a Purchase Order, an electronic copy of the approved EO1 will need to be attached to the Header before submitting. 

In order to attach an electronic copy the approved EO1 document must be assembled and saved as a PDF per the following instructions:

Open the approved EO1 documents and click on the <PRINT> button at the bottom.
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The print page will open where you select the document type to print.  There is only one choice available for the EO1, click Print link at the bottom. 
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It will take approximately one minute for the assembly process.  The user will be taken back to the Header of the EO1 screen where the message will be displayed:  Document print job was successfully submitted.  
Go to Action Menu, select Attachments and download the Adobe PDF file that was created.  
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Save this to your computer so that it can be attached to its corresponding document.
Workflow Rules

Routing to work lists may be set up based on specific conditions; e.g. a request type of PSC, MOA, and University Agreements may route to a specific individual(s) work list.  If your agency has not yet set up the work flow rules, contact Donald Sweasy at Donald.Sweasy@ky.gov , 502-564-8632. 
Other 
EO1 Blanket Waiver 

Blanket Waivers may be approved for routine “non-discretionary” expenditures for a YEAR'S worth of similar purchases or contracts, and must be specific and limited to clearly defined situations or programs. 
Examples of when to use a Blanket Waver might include:

· Federal or State mandated disbursements

· Food items for cafeterias

· Road maintenance supplies for Highways

· Vehicle repair/service 

· Fire fighting equipment during fire season
· Office Supplies

If your Blanket Waiver(s) are more than or close to being a year old you will need to submit a new EO1 request to avoid any lapse. Also, if you have EO1’s that have reached or exceeded the estimated or actual cost by more than 15%, these should be resubmitted for consideration. These may be submitted on a new EO1 or done as a modification to the original depending on the age of the original. 

Cost Increase for a Prior Approved EO1

From time to time, cost may change from the time an EO1 is submitted and approved to the time the actual order is placed to procure the need, and we often get the question “Do we need to resubmit the EO1?” If the change is due to a decrease in cost the EO1 does not need to be modified. If the cost increases, but the increase is less than 15% of the actual/estimated cost on the approved EO1, the EO1 does not need to be modified. When the cost increase is greater than 15% of the actual/estimated cost on an approved EO1 the EO1 will need to be modified with the increased amount. Users need to enter the new cost in the “Cost” field along with an explanation for the increase in the “Purpose and Justification field”, per the instructions under Step 3:  Modifying the EO1 Document.
EO1’s for P-card Purchases

If a user routinely uses a P-card to make purchases of similar items that total $1,000 or more annually, and the items are not covered under an existing Blanket Waiver, they need to submit an EO1 request for a Blanket Waiver for those purchases. An example of this may be a field employee that does not regularly report to an office setting but needs to make routine purchases in the field for a particular supply that they utilize in their day-to-day job duties.       

Task Orders

Task order forms for Systems Design/Development Services (SDS) 

contracts must be attached at the Header of the EO1 document. The task order form is to include hourly rate, classification, start and end date, and the contract number. The task order form can be found at:
https://gotsource.ky.gov/dsweb/Get/Document-1918/COT+F010+(1-06).rtf
EO1 Committee Approvals 

The EO Committee approval authorizes the procurement process to begin. Agencies MUST procure approved requests according to Statutes, Regulations and Finance and Administration Policies and Procedures (FAP). Special Authority requests, delegations and other methods of procurement are NOT approved through the EO Committee review – these approvals are a separate process.
Changes from the Original EO1 Guidelines
A change was made to the original EO1 guidelines that were presented in February 2008.  Official ruling from the EO1 Committee:  “The EO1 Committee has determined that office supply purchases, exceeding $1,000 annually, fall within the original scope of Executive Order 2008-011 and subsequent correspondence from the Finance and Administration Cabinet Secretary (Implementation of Executive Order 2008-011, January 25, 2008) and are not exempt from the EO1 process.  Agencies may request a Blanket Waiver for annual purchases of these supplies.”      
These changes now include the requirement of an EO1 for dues that exceed the $1,000 procurement threshold.
NOTE: 	FAC approval of a Request Form means the review required by the Executive Order has been completed, and the items or services have been authorized to begin the procurement process. Agencies must procure these items or services according to procurement policies and procedures, administrative regulations, and statutes. Special authority requests, delegations and other specific methods of procurement are not approved through this review- identifying the procurement method is for the Committee’s information only. Follow normal request procedures to obtain approval for specific methods of procurement. Funding source must be in accordance to GOPM policies, regulations and statutes.
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