
 
 

 
 

 
 

 
 

 
 

 

 
 

 
 

  
 

 
 

 
 

 
 

 
 

 
 
 

 
 

 
 

 
 

 
 

 



 
 

 
 

 
 

 
 

 

 
 

 

 

 

 
 

 

 

 

 

 
 
 

 
 

 

 
 
 

 



 
 

  
 

 

 
 

 

 
 

 

 
 

 

 
 

 
 

  
 

 
 

 
 



 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 
 

 
 

 
 

 

 



 
 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

  

 
 



 
 

 
 

 
 

 

 

 

 
 

 
 

 
 

 
 

 
 

 

 



 
 

 

 

 

  

 

 

 

 

 



 
 

 

 

 

 

 

 

 
 

  

 

 
  

 
 

 
 

 

 



 
 

 

 

 

 

 

  
 

  
  

 
 

 

 

 

 



 
 

 

 

 

 

 

 

 

 

 



 
 

 

 

 

 

 

 

bb.  MANDATORY ACCEPTANCE OF SMALL PURCHASE CHARGE CARD (SPCC):    
     Purchasing charge cards offer Commonwealth of Virginia agencies and public entities the  
     opportunity to streamline their procedures for procuring and paying for small dollar goods  
       
 

     Charge Card Levels: The amount of data passed for each charge card payment depends on the    
       Payment for orders issued against the contract(s)     
      resulting from this Participating Addendum must allow for the Purchase Order Number to be   
      passed at the time of charge so that the Purchase Order Number is received by the card platform   
       The levels are delineated below and vendors must establish  
       
      on the various levels for the Purchase Card is indicated below.   

 
Level 1 - vendors provide basic charge card purchase information, including but not limited to the 
data   
 Supplier Name  
 Merchant Category Code  
 Date  
 Total Purchase Amount  

  



 
 

 Level 2 - vendors provide additional information to the Level 1 elements, including but    
 not     
 lower  mandatory for any vendors who do business with   
 the Commonwealth of Virginia and accept the Purchasing Card.  
 Customer Code (PCO Number from eVA); and  
 Vendor Tax ID  

 
Level 3 - vendors provide line item detail, in addition to the Level 1 and Level 2    
    
 optional data which is     
 interchange costs.  
 Item Description  
 Item Quantity  
 Item Unit of Measure  
 Product Code  
 Freight Amount  
 Extended line Item Amount  

 
cc.    ORDERS:  Authorized Users must order goods available from the Participating   
          
         procurement website portal https://www.eva.virginia.gov.  
 
dd.   PERIOD FOR PERFORMANCE OF PURCHASE ORDERS:  To be valid, a purchase    
         order issued under this Participating Addendum must be issued during the term of the  
         Participating Addendum.  The period specified for performance of the purchase order may  
         extend past the term of the Participating Addendum.  If a notice terminating this  
         Participating Addendum is issued, the notice shall be construed as applying only to the  
         Participating Addendum and not to any existing purchase order, unless the notice expressly  
         states the intent to terminate the purchase order.   
 
ee.    LOBBYING AND INTEGRITY:  Contractor shall not, in connection with this or any    
         other agreement with the Commonwealth of Virginia, directly or indirectly (1) offer,  
         confer, or agree to confer any pecuniary benefit on anyone as consideration for any                   
          
         vote, other exercise of discretion, or violation of a known legal duty, or (2) offer, give, or  
         agree to give anyone any gratuity for the benefit of or at the direction or request of any  
         state officer or employee.  
          
          
         integrity or responsibility to provide the services or goods, described in the Master  
        Agreement.  
 
ff.    EXCLUSIVITY OF TERMS AND CONDITIONS: No employee or agent of the  
        Commonwealth or Authorized User shall be required to sign or execute any additional  
        contract, license or other agreement containing contractual terms and conditions. No  
        contractor shall be required to sign, from any employee or agent of the Commonwealth or  
        Authorized Users, any additional agreements, contracts, or other documents that were not  
        part of the original Participating Addendum. Any documents signed by persons other than  
        the Director of DPS or their authorized designee shall have no validity or effect upon the  
        Participating Addendum.   
 



 
 

gg.   CONTRACTUAL DISPUTES: In accordance with Code of Virginia § 2.2-4363,   
        contractual claims, whether for money or other relief, shall be submitted in writing to the  
        DPS Contracting Officer no later than sixty (60) days after final payment; however, written  
         
        Officer at the time of the occurrence. Pendency of claims shall not delay payment of amounts  
        agreed due in the final payment.  The Authorized User shall render a final decision in writing  
        within thirty (30) days   
 

a. The Contractor may not invoke any available administrative procedure under Code of Virginia 
§ 2.2-4365 nor institute legal action prior to receipt of the 
claim, unless the Commonwealth fails to render its decision within thirty (30) days.  The 
decision of the Commonwealth shall be final and conclusive unless the Contractor, within six 
(6) months of the date of the final decision on the claim, invokes appropriate action under Code 
of Virginia § 2.2-4364 or the administrative procedure authorized by Code of Virginia § 2.2-
4365. 

 
b. The Commonwealth or any Authorized User, and their officers, agents and employees, 

including without limitation, the contracting and Ordering Officers, are executing this 
Agreement and any Orders issued hereunder, solely in its or their statutory and regulatory 
capacities as agent of the Commonwealth agency or Authorized User that is purchasing and 
receiving the goods or services in question and need not be joined as a party to any dispute that 
may arise there under. 

 
c. In the event of any breach by the Commonwealth or any Authorized User,  

remedies shall be limited to claims for damages and Prompt Payment Act interest and, if 
available and warranted, equitable relief, all such claims to be processed pursuant to this 
Section.   remedies include the right to terminate any services 
hereunder. 

 
hh.    DELIVERY/SERVICE TO CORRECTIONAL INSTITUTIONS:  

The Contractor shall be responsible for adherence to the following guidelines as they pertain to 
delivering goods and/or providing serves to correctional institutions, especially if the location is 
within the secured perimeter:  

  
a. The Contractor shall be responsible for ensuring that all personnel connected with the work 

comply with the rules and regulations of each ordering institution, which may reach beyond the 
scope of this specification.  

  
b. The Contractor shall maintain proper security and control over all personnel, equipment, tools, 

and materials at all times
checks and associated delays therefrom.   

  
c. 

offenders.  
  
d. Anyone bringing any offender any item, such as (but not limited to) weapons, tools, food, drink, 

clothing, cigarettes, matches, correspondence, printed or electronic media, or assisting offenders 
to escape is in violation of Commonwealth law and may be prosecuted to the fullest extent of 
the law.  

  



 
 

e. No weapons, alcohol, drugs, or medication of any type will be allowed on Commonwealth 
property.  

  
f. Keys shall be removed from all vehicles and other mobile equipment when not in operation. 

Vehicle doors and tool compartments shall be locked at all times when not in use. Ladders left 
on vehicles shall be chained and locked at all times.  

  
g. Any tools, especially cutting tools, if left unattended, will be confiscated.  
  
h. All security regulations shall be observed at all times. These will be made known to the 

Contractor and his representatives by the Institutional Security Chief, or his designee, at the 
point of entrance to the institution.  

  
i. All persons entering the prison complex are subject to search.  
  
j. Contractors and their representatives are limited to movement to and from, and within, the 

immediate area of their work.  
  
k. An institutional employee may be designated as a liaison between the Contractor and institution. 

Unless otherwise stated this person will be the Department Superintendent for whom the 
Contractor is performing the service or delivering the goods.  

  
l. Vehicles may not be permitted to leave the facility until after the daily or routine security check 

has been performed.  
  

m. All Contractor employees shall have valid identification with photograph at all times for 
identification. Validity of identification is determined solely at the discretion of the institution. 
A valid government-  will be 
permitted to enter the institution without valid identification.  

  
n. 

sole judgment, to be under the influence of drugs or alcohol, or otherwise impaired.  
 

ii.       PRIME CONTRACTOR RESPONSIBILITIES: The contractor shall be responsible for  
          completely supervising and directing the work under this Participating Addendum and all  
          subcontractors that he may utilize, using his best skill and attention.  Subcontractors who  
          perform work under this Participating Addendum shall be responsible to the prime  
          contractor.  The contractor agrees that he is as fully responsible for the acts and omissions  
          of his subcontractors and of persons employed by them as he is for the acts and omissions  
          of his own employees. 
 
jj.      SUBCONTRACTS:  No portion of the work shall be subcontracted without prior written  
          consent of the Commonwealth.  In the event that the contractor desires to subcontract some  
          part of the work specified in the Participating Addendum, the contractor shall furnish the  
          Commonwealth the names, qualifications and experience of their proposed subcontractors.   
          The contractor shall, however, remain fully liable and responsible for the work to be done  
          by its subcontractor(s) and shall assure compliance with all requirements of the Participating  
          Addendum. 
 
kk.    WORK SITE DAMAGES:  Any damage to existing utilities, equipment or finished     
          surfaces resulting from the performance of this Participating Addendum shall be repaired  



 
 

           
 
 
ll.     ORDERS: Any orders placed by a Participating Entity or Purchasing Entity for a product  
         and/or service available from this Master Agreement shall be deemed to be a sale under (and  
         governed by the prices and other terms and conditions) of the Master agreement unless the  
         parties to the order agree in writing that another contract or agreement applies to such order.  
 

mm.   SURCHARGE ADJUSTMENT FEE: Contractor shall pay the Department of General  
          Services (DGS), a Surcharge Adjustment (SCA) fee under this Contract.  DGS will not    
          issue invoices or statements.  The Contract must remit the SCA fee by the last day of  
          the month following the end of the calendar quarter.  The SCA fee equals two percent  
          (2%) of the quarterly reported total invoiced sales.  The SCA fee amount due must be  
           
           
          agree to an electronic funds transfer, in lieu of a check, however, in the absence of an    
          express written agreement from DGS that validates the agreement, then the payment  
          shall be made by check as described herein.   
 
          Checks shall be payable to:  Treasurer, Commonwealth of Virginia.  

 
   Checks shall be mailed to:  
   DGS/Division of Purchases and Supply 
   ATTN:  VSSI Coordinator 
   PO Box 1199 
   Richmond, VA.  23218-1199 
 
   If the full amount of the SCA fee is not paid within 30 calendar days of due date, it shall  
   constitute a debt that the Contractor is obligated contractually to pay to the Commonwealth  
   of Virginia, and the Commonwealth may exercise all rights and remedies available under  
   law.  Reports shall be sent to the DPS Contracting Officer and to the following email  
   address:  vssireport@dgs.virginia.gov.  Failure to submit sales reports, falsification of  
   sales reports, and/or failure to pay the SCA fee in a timely manner may result in  
   cancellation of the Contract.   

 
nn.   REPORTING REQUIREMENTS:  
 

 

 
 

 
  

 
    

                  1st Quarter                     Jan, Feb, Mar        April 15th 



 
 

                  2nd Quarter    Apr, May, June        July 15th 
                  3rd Quarter    July, Aug, Sept        October 15th 
                  4th Quarter    Oct, Nov, Dec        January 15th 

 
   

                 1st Quarter                          Jan, Feb, Mar    April 30th 
                 2nd Quarter                          Apr, May, June    July 31st 
                 3rd Quarter                          July, Aug, Sept    October 31st 
                 4th Quarter                            Oct, Nov, Dec    January 31st 
 

  
1. Meet or conference call at least quarterly with the DPS Contracting Officer to review 

performance, usage under the Participating Addendum, and discuss opportunities for 
improvements. 

 
2. Provide any documentation or reports as requested by the DPS Contracting Officer. 
 
3.  Notify the DPS Contracting Officer, in writing, of any unresolved disputes or problems that 

have been outstanding for more than thirty (30) days 
 

 
  

 
  

 

  
  
  
  
  
  
  
  

 
 

 
 

 



 
 

 
 

 

 

 

    
 

 
     

 
 

     
 

 
      

 
 

      

Tonya Tucker

Statewide Sourcing & Contracting Officer

10/8/2024


