To:

CITY OF RICHMOND

INTRACITY CORRESPONDENCE

All Agency Directors

From: Eric R. Mens, CPP, CPPM 2({

Director, Procurement of Services

Date: May 8, 2009

Subject:  Policy No. 49, Vendor Database Management

L.

Purchasing Policies and Procedures Manual dated 09-01-02 is out of date and needs substantial
revision to bring the Manual into compliance with applicable State and City Codes and to
incorporate current policies and procedures. Until the Manual is rewritten, updated, coordinated,
and re-issued in its entirety, interim changes in procurement policies and procedures will be
implemented through Memorandum issued to City Agencies and Departments. Policy No. 49
replaces in its entirety current policy and procedure concerning vendor registration as contained
in the Procurement Tool Kit (Agency Desktop Toolkit 2006) and any related guidance which may
be contained in Purchasing Policies and Procedures Manual dated 09-01-02. This regulation is
issued pursuant to the authority set forth in City Code § 2-634.

Policy No. 49 is intended to serve as an authoritative guide for coordinating the activities of the
Department of Procurement Services, the Department of Finance, and Using Agencies for the
proper registration of vendors and maintenance of vendor information contained in the City’s
Vendor Database. These include but are not limited to:

(a) Vests in the Department of Procurement Services, the sole responsibility for entering vendor
data except for data related to Automated Clearinghouse payments (§ 49-6.1);

(b) Clarifies that the Department of Procurement Services will only register vendors which have
been identified for award of a City contract and which are currently not registered in the
Vendor Database will be registered (§ 49-6.2);

(c) Clarifies responsibilities associated with Using Agencies when such agencies request
registration of a new vendor or when requesting an address change or an additional address
for a currently registered vendor (§ 49-6.3 and § 49-6.4);

(d) Details procedures for submitting new or change requests as well as processing such requests
(§ 49-7.0); and

(e) Delineates specific departmental and staff responsibilities as it relates to vendor database
registrations and maintenance (§ 49-8.0).

Policy No. 49 will be posted on the Procurement Department’s intranet and internet sites.
Training will be scheduled as needed. This Policy has been coordinated with the Department of
Finance and is effective immediately.






