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Over 92,000

Third largest students
Georgia 155 nations/
school 165 languages
district 2025-26 DCSD

Budget.:
$2.15 Billion
Over 14,000
employees
138 schools (6,600
and centers teachers)



What DCSD Spent last fiscal year with Vendors

Approximate Annual Purchase Orders
$381,000,000

Approximate Annual P-Card Spend
54,800,000

Board Policies DJE:Purchasing and DJEG: Purchase

Orders & Contracts Govern the District regarding
Purchasing




Purchases cannot

be authorized for goods or
services before a vendor
receives a purchase order




What You Need to Know About Purchase Orders

Purchases cannot be authorized for goods or services prior to
the vendor's receipt of a purchase order




Vendor Registration

Karen Lewis
Vendor Registration Specialist



Vendor Services

Overview Required Documents | Immigration Reform Act

Procurement Terms & Conditions Procurement Terms & Condition

Required Documents | Immigration Reform Act

The lllegal Immigration Reform and Enforcement Act of 2011 (House Bill 87) requires DeKalb Coun
sub-subcontractors who provide “physical performance of services” to complete the forms below.

New Vendor Registration Instructions

Affidavit of Exception Requirements Packet (for service providers without employees)
Contractor Affidavit and Agreement Requirements Packet (for service providers with employees)
Form W-9 (Rev. March, 2024) Department of the Treasury Internal Revenue Service

Vendor Verification Form




Carefully follow the instructions. Missing, incomplete, or incorrect documents will delay a vendor's availability in the
purchasing system.

Required Documents: Product Only | Service Providers* Service Providers* WITH
Providers with NO Employees Employees

IRS W9 form Yes Yes Yes

Vendor Verification form Yes Yes Yes

Immigration/Security Documents — 2-page | No Yes — download Affidavit of Yes- download Contractor Affidavit
immigration form and 2-page affidavit Exception file/ initial 2b, 3,4,5; sign, | file/ initial 2a, 3, 4, 5; sign, date &
date & notarize immigration form & | notarize immigration form &
Affidavit Affidavit

(return both the 2-page Immigration = (return both the 2-page Immigration
form and 2-page Affidavit) form and 2-page Affidavit)

Business License If applicable If applicable If applicable

State issued picture ID (front side only) No Yes No

State Issued Food Service Permit or Cottage | No Yes, for food providers Yes, for food providers
License
*Service providers include but are not limited to businesses which provide: repair services, customized apparel or products, in-person consulting
or training, installations, event planning, etc.




IRS W9 form

Vendor Verification form
Business license (if
applicable)

Complete and save ALL Required
documents BEFORE registering online

Service Providers (with Employees):

Service Providers (no Employees):




Current Solicitations Purchasing Board Policy DJE

Vendor Registration Purchasing Board Policy DJEG

Vendor Self-Service Guide




Welcome to Vendor Self Service

Log in or register as a user to begin using Vendor Self Service

Log in / Register

Welcome to DeKalb County School District Self Service Registration for Business Vendors. Please have the following information available before you begin the registration process. - FID or SSN - Completed W-9 Form - E-Verify Affidavit, if applicable




EmE=A.

Sign in to community access
services for Dekalb County
School District.

Email address

]

[] Keep me signed in
Next

OR

G L

Unlock account?

Create an account




EmE=R

Signup

]

First name

]

Last name

|

Mobile phone

Password

L -]

Password requirements:

At least 8 characters

A lowercase letter

An uppercase letter

A number

No parts of your username

Your password cannot be any of your last 10
passwords










IMMIGRATION AND SECURITY FORM

1) Covered public entities shall comply with the Georgia Security and Immigration Compliance Act, as

I mm '| g rat] on p age amended, 0.C.G.A. § 13-10-90 et. seq.

o o4 @ . 2) Inorder to insure compliance with the Immigration Reform and Control Act of 1986 (IRCA), D.L. 99-603
1 y ] n ] t] a l o and the Georgia Security and Immigration Compliance Act, as amended by the Illegal Immigration Reform
Act of 2011, O.C.G.A. § 13-10-90 et. seq. (collectively the “Act”), the Contractor MUST INITIAL the

° 2 a O R 2 b O R 2 C statement applicable to Contractor below:

(a) (Initial here): Contractor warrants that, Contractor has registered at

- N OT a II th ree! https://e-verify.uscis.gov/enroll/ to verify information of all new employees in order to

comply with the Act; is authorized to use and uses the federal authorization program; will

° #3 continue to use the authorization program throughout the contract period; Contractor

further warrants and agrees Contractor shall execute and return any and all affidavits

required by the Act and the rules and regulations issued by the Georgia Department of

Labor as set forth at Rule 300-10-1-.01 et. seq. [Contractors who initial (a) must attach and
return a signed, notarized Contractor Affidavit and Agreement];

or

(b) (Initial here): Contractor warrants that he/she does not employ any other
persons, and he/she does not intend to hire any employees or to perform the Contract.
[Contractors who initial (b) must attach and return a signed, notarized Affidavit of
Exception and a true and correct copy of the Contractor's state issued driver's license or
state issued identification card];

or
(c) (Initial here) Contractor is an individual who is licensed pursuant to Title 26

or Title 43 or by the State Bar of Georgia and is in good standing when such contract is for
services to be rendered by such individual and thus does not have to provide an affidavit.

3) (Initial here) Contractor will not employ or contract with any subcontractor in
connection with a covered contract unless the subcontractor is registered, authorized to use,
and uses the federal work authorization program; and provides Contractor with all affidavits
required by the Act and the rules and regulations issued by the Georgia Department of Labor
as set forth at Rule 300-10-1-.01 et. seq.




Immigration page

2:

* initial 4-5

 Sign,
date,name,
address, etc.

» Notarize

IMMIGRATION AND SECURITY FORM (PAGE 2)

4) (Initial here) Contractor agrees that, if Contractor employs or contracts with any sub-
contractor in connection with the covered contract under the Act and DOL Rules 300-10-1-.01, ET.
seq. that Contractor will secure from each sub-contractor at the time of the contract the sub-
contractor’s name and address, the employee-number applicable to the sub-contractor, the date the
authorization to use the federal work authorization program was granted to sub-contractor; the
subcontractor’s attestation of the subcontractor's compliance with the Act and Georgia Department
of Labor Rule 300-10-1-.01, et seq.; and the subcontractor’s agreement not to contract with sub-
subcontractors unless the sub-subcontractor is registered, authorized to use, and uses the federal
work authorization program; and provides subcontractor with all affidavits required by the Act and
the rules and regulations issued by the Georgia Department of Labor as set forth at Rule 300-10-1-
.01 et. seq.

5) (Initial here) Contractor agrees to provide all affidavits of compliance as required by 0.C.G.A.
§ 13-10-90 et seq. and Georgia Department of Labor Rules 300-10-1-.01, et. seq. within five (5)
business days of receipt.

Signature Date

Firm Name:

Street/Mailing Address:

City, State, Zip Code:

Telephone Number:

Email Address:

SUBSCRIBED AND SWORN
BEFORE ME ON THIS THE

DAY OF , 20

Notary Public
My Commission Expires:




\
CONTRACTOR AFFIDAVIT AND AGREEMENT

By executing this affidavit, the undersigned Contractor verifies its compliance with 0.C.G.A. 13-10-91, and attests

under oath that:

CO n t raCtO r (1) the individual, firm, or corporation (“Contractor”) has registered with, is authorized to use, uses, and will
Af f -i d av-i t o continue throughout the contract term to use and participate in, a federal work authorization program

o [any of the electronic verification of work authorization programs operated by the United States
Department of Homeland Security or any equivalent federal work authorization program operated by the

1 d ve n d O r h aS United States Department of Homeland Security to verify information of newly hired employees, pursuant
to the Immigration Reform and Control Act of 1986 (IRCA), P.L. 99-603), in accordance with the
e m p loyees applicability provisions and deadlines established in 0.C.G.A. 13-10-91, as amended. As of the effective
date of 0.C.G.A. 13-10-91, the applicable federal work authorization program is the “EEV/Basic Pilot

Program” operated by the U. S. Citizenship and Immigration Services Bureau of the U.S. Department of

® Mu St be E -Ve r] fy Homeland Security, in conjunction with the Social Security Administration (SSA).

regi Ste red (2) Contractor’s correct user identification number and date of authorization is set forth herein below.

(3) Contractor agrees that the Contractor will not employ or contract with any subcontractor(s) in connection

with the physical performance of services on behalf of the DeKalb County School District, unless at the
time of the contract said subcontractor:

(a) is registered with and participates in the federal work authorization program;

(b) provides Contractor with a duly executed, notarized affidavit with the same affirmations, agreements,
and information as contained herein and in such form as required under applicable law; and

(c) agrees to provide Contractor with notice of receipt and a copy of every sub-subcontractor Affidavit or
other applicable verification procured by subcontractor at the time of contract with the sub-
subcontractor(s) within five (5) business days after receiving the said Affidavit or verification.

If Contractor hires a subcontractor to complete any of the services under Contractors contract with the DeKalb
County School District, then Contractor agrees to obtain and maintain records of such compliance and to provide
notice of receipt and a copy of each such subcontractor Affidavit or other permissible verification at the time the
subcontractor(s) is retained to perform such service or within five (S) days after receiving the said Affidavit or
verification, whichever first occurs.




Contractor Affidavit
pg 2:

» E-verify #, date
 Name, 5ign

* Notarize

i
CONTRACTOR AFFIDAVIT AND AGREEMENT (PAGE 2)

(4) Contractor further agrees to and shall provide copies of all other affidavits or other applicable verification
received by Contractor (i.e.: sub-subcontractor affidavits and all other lower tiered affidavits) within five (5) days
of receipt.

EEV/Basic Pilot Program User Identification Number Date of Authorization

If an applicable Federal work authorization program as described above is used, other than the EEV/Basic Pilot
Program, please identify the program.

Company Name / Contractor Name Date

BY: Signature of Authorized Officer or Agent Date

Title of Authorized Officer or Agent of Contractor

Printed Name of Authorized Officer or Agent

SUBSCRIBED AND SWORN BEFORE ME ON THIS THE

DAY OF ,20

Notary Public

My Commission Expires:




Affidavit of
Exception (No
Employees) pg 1 -
Nothing to
complete but must
be returned with
signature page 2

AFFIDAVIT OF EXCEPTION
The undersigned, in connection with a proposed contract or subcontract on behalf of the DeKalb County School
District for the physical performance of services under 0.C.G.A. 13-10-90, et seq. (the “Contract”), hereby
affirms and certifies under penalties of perjury that:
(a) 1 am a sole proprietor or single member entity; and | do not employ any other persons.
(b) 1 do not intend to hire any employees or to perform the Contract.

(c) A true, correct and complete copy of my driver’s license is attached hereto.

If at any time hereafter | determine that | will need to hire employees to satisfy or complete the services under
the Contract then before hiring any employees, | will:

(i) immediately notify the School District in writing at: DeKalb County Schools
Purchasing Department, 1701 Mountain Industrial Blvd., Stone Mountain, GA 30083

(ii) register with, participate in and use, a federal work authorization program operated by the
United States of Homeland Security or any equivalent federal work authorization program operated
by the United States of Homeland Security to verify information of new hired employees, pursuant
to the Immigration Reform Control Act of 1986 (IRCA), P.L. 99-603] in accordance with the
applicability provisions and deadlines established in O.C.G.A § 13-10-9, as amended; and.

(iii) Provide the School District with all affidavits required by 0.C.G.A. § 13-10-90 et seq. and
Georgia Department of Labor Rules 300-10-1- 01, seq.

I agree that | will not employ or contract with any subcontractor(s) to provide services on behalf of the DeKalb
County School District, school, or DeKalb County Board of Education, unless at the time of the contract said
subcontractor:

(i) is registered with and participates in the federal work authorization program;

(ii) provides me with a duly executed, notarized affidavit with the same affirmations, agreements, and
information as contained herein and in such form as required under applicable law; and




Affidavit of
Exception pg 2:

» Sign, date

« Notarize

» Send picture ID

\
AFFIDAVIT OF EXCEPTION (PAGE 2)

(iii) agrees to provide me with notice of receipt and a copy of every sub-subcontractor Affidavit or other
applicable verification procured by subcontractor at the time of contract with the sub-subcontractor(s) within
five (5) business days after receiving the said Affidavit or verification.

If I do contract with such subcontractors, | agree to maintain records of such compliance and to provide notice
of receipt and a copy of each such subcontractor Affidavit or other permissible verification (i.e.:
subsubcontractor affidavits and all other lower tiered affidavits) at the time the subcontractor(s) is retained to
perform such service or within five (5) days after receiving the said Affidavit or verification, whichever first
occurs.

Attached hereto is a true and correct copy of my state issued driver's license or state issued identification card.
1 understand that a driver's license or identification card shall only be accepted if it is issued by a state within
the United States and such state verifies lawful immigration status prior to issuing a driver's license or
identification card. | understand that the Georgia Attorney General/State Law Department’s website posts an
annually updated list of the states that verify immigration status prior to the issuance of a driver's license or
identification card and that only issue licenses or identification cards to persons lawfully present in the United
States.

BY: Printed Name

Signature

SUBSCRIBED AND SWORN

DAY OF , 20

Notary Public
My Commission Expires:




DO IT RIGHT THE FIRST TIME = QUICK APPROVAL

READ and review all required documents for accuracy and
completeness

Complete online registration and upload required documents
Return documents in the same file format received -pdf
Let school or department contact know that you have registered

Once reviewed for completeness, vendor is approved active in
our purchasing system.

Incomplete, incorrect documents delay approval
and are not approved until corrected.



You Are an Active Vendor, What Does That Mean?

Schools and departments may » Schools or departments are
purchase your products or not obligated to use your
Services products or services

As a vendor you must seek > Schools or departments may
business opportunities by not know you are available

contacting departments,
schools, or other
administrators

Purchasing Department does
not promote or advertise your
business

to use in our system unless
you let them know




Attachments

Attachments can be added to your account. Use the following Attach buttons to select the documents to add. Once the documents have been selected, press the Upload button.

Attachment Type Description Required
General Documents are not assigned to a type
default Vendor Attachment




New Vendor Registration

Registration Confirmation
QRegistration has been completed. You will be contacted when your information has been reviewed. D

NOTE: You will NOT be
Contacted, you must

e Register for commodities/services and/or update your profile. contact us
e Upload attachment documents to your profile.

You can now:




FAQs

> Does DCSD advertise new
vendors or distribute their
information within the distri

Once registered online am | an
active vendor?

Once | register online how long
does it take for my business to be
active in your purchasing system?

> If I'm a service provider with
fewer than 10 employees do |

still need an e-verify number?
Can documents be sent individually > If | don’t get a purchase order fi

or all at once? (if unable to upload) should 1 still fill an order or

provide my services?



CONTRACTS

Imani Redd, Esq.



No Contract, No Business

» Every service transaction must be
governed by a contract.

» Must have:

» Clear Term Date (no more than
1 year)

» Clear Deliverables
» Clear Payment Terms
» Total Contracted Value

» The turnaround for legal review is
3-5 business days

» If you do not have a con

place, we can provide o
standard Independent

Contractor Agreement for
services for your review an
use.



Independent Contractor
Agreement et e s
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Solicitation Service Agreements

» As part of the solicitation process for any engagement that includes a
service component, a Service Agreement is required before work can
begin. This is a contract that typically includes a one-year initial term,
with the option for up to four one-year annual renewals.

» Please note that this type of agreement generally requires Board
approval annually.



Inter-governmental and educational cooperatives,
alliances and consortiums

If you choose to procure services with the District by piggybacking off an
existing contract you have with another entity, please note that the existence
of that contract alone is not sufficient. A separate agreement between you and
the District is still required to formalize the piggyback arrangement.

Please work with your District representative, who will coordinate with the
Legal team to assist with the necessary agreement.

Questions?



Accounts Payable

Eric Cannady \

\
\
\
AN
~ // \



Accounts Payable




Accounts Payable




www.dekalbschoolsga.org

https://www.dekalbschoolsga.org/divisions/finance/vendor-services
https://dekalbschoolsga.ionwave.net
apinvoices@dekalbschoolsga.org
678.676.0102










Breakout Sessions

Capital Procurement (Construction) - Boardroom
Non-Capital Procurement - Auditorium

Vendor Registration - Computer Lab
Meet the Departments - Atrium

DCSD Vendor Seminar Survey



Bids & Solicitations

W. Fred Christopher
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DeKalb County

School District

Login

User Name

|

Password

]

Supplier

Trouble Logging In?
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RFP 25-602 Warehouse Management System PAGE 31

Attachment C

RFP 25-602
Warehouse Management System
Conflict of Interest

Upload this documentation under the Response Attachment tab via lonWave titled “Conflict of
Interest”.

Offeror shall use its best efforts to disclose with their proposal the name of any officer, director, or
agent who also is a DCSD employee, agent, representative, contractor, immediate family member
(spouse, child, sibling, or parent or the spouse of a child, sibling or parent) or DeKalb County Board
of Education member. Offerors shall also disclose the name of any DCSD employee, agent,
representative, contractor, inmediate family member or board member who owns, directly or indirectly,
an interest in five percent or more in the Offeror's company or any of its branches. In the event the
Offeror was aware of a conflict of interest prior to the award of the confract and did not disclose the
conflict DCSD may, at its discretion, terminate the contract for default. The Offeror further agrees that,
if after award, a conflict of interest is discovered, an immediate and full disclosure in writing must be
made to the DCSD Purchasing Department which must include a description of the action which the
Offeror has taken or proposes to take to avoid or mitigate such conflicts. If a conflict of interest is
determined to exist, DGSD may, at its discretion, cancel the contract. Offerors shall certify that their
response to this RFP is impartial, at arms-length, and free of any conflict of interest at this time, unfair
advantage, or personal benefit to any DCSD official.

Signature of Company Representative:

Company Name/Certifying Official Signature




RFP 25-602 System PAGE 28 RFP 25-602
Attachment A

RFP 25-602
Warehouse Management System

COST PROPOSAL FORM
Offeror must provide costs to DCSD associated with providing the services requested in this
RFP_ Pricing must be submitted on this form in the format requested. Alterations to the
cost proposal form may result in the offeror being deemed non-responsive and Authorized Company Representative Signature
proposal rejected. DCSD reserves the right to request and negotiate a “best and final
offer” response from Offerors. Address

lete the followin

Company Name

Authorized Company Representative Name (please print)

Please provide pricing as requested for the services listed below. Pricing shall include all Phone
labor, materials, tools, specialized equipment, supplies, trained personnel, insurance, travel,
per diem, direct and indirect administrative costs, overhead, tolls, parking, fuel, and all other
costs and charges necessary to perform the services below in accordance with this RFP.

ump sum cost to design and fully implement a Warehouse

Management System in accordance with the scope of work
as stated in Part Il of this RFP.

Yearly Maintenance/Renewal Cost:

Renewal Year 1: §.

Ri | Year 2: §

R | Year 3: §.

Ri | Year 4: §

Unit Prices:
On-Site Troubleshooting: §. Per Hour
Additional On-Site Training: $ Per Hour

Additional Users: $ Per Additional User







