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DCSD Background

Third largest 
Georgia 
school 
district

Over 92,500 
students

155 nations/
165 languages

138 schools 
and centers

2025 DCSD 
Budget:
$2.05 Billion

Over 14,500 
employees 
(6,000 
teachers)



Purchasing Facts

 Approximate Annual Purchase Orders
$380,842,587

 Approximate Annual P-Card Spend
$8,500,000

 Board Policies DJE:Purchasing and DJEG: Purchase 
Orders & Contracts Govern the District regarding 
Purchasing

What DCSD Spent in 2024 with Vendors



What You Need to Know About Purchase Orders

 Purchase orders are issued for both capital and non-capital 
projects by the Finance Division. Finance and Operations Divisions 
facilitate the District’s procurement processes. (Board Policy DJE)

 Purchase orders constitute a contract with DeKalb County 
School District.

 Vendors are required to deliver goods or services in strict 
accordance with the purchase order

 The vendor must notify the Vendor Services 
Department immediately if unable to comply with the terms of 
the purchase order – 678-676-0110.

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



Purchasing Goods and Services

 Purchase Orders

Used most frequently

 Procurement Card -Goods
(P-Card)

 Awarded contracts 
through the bid process

Our Buyers Purchasing Limits:

 $5,000 or less – authorized by 
school or department

 $5,000.01 to $99,999.99 - must 
have 2 written quotes

 $100,000 or more- competitive 
bid process (some exceptions per 
Board policy DJE)

Purchases cannot 
be authorized for goods or 
services before a vendor's 
receives a purchase order



Becoming a Vendor
www.dekalbschoolsga.org/vendor-services/





Required Documents

• Food providers (restaurants, caterers)-
State/County issued Food Service Permit  
(not ServSafe certificate, not DPH rating)

• IRS W9 form
• Vendor Verification form
• Business license (if 

applicable)

Service Providers (with Employees):
• Immigration form & Contractor Affidavit 

Agreement (4 pages)
Service Providers (no Employees):
• Immigration form & Affidavit of Exception 

(4 pages)
• State issued picture Id

SERVICE PROVIDERSALL VENDORS

Complete and save ALL Required 
documents before registering online



Vendor Self-Service Portal

Website: www.dekalbschoolsga.org/vendor-services/

Click on Vendor Registration



Vendor Self-Service Portal



Vendor Self-Service Portal

For new vendors click on 
“Create an account" at the 
bottom of the screen:



Vendor Self-Service Portal

Complete required 
information and make a 
password.

Keep your password where 
you can retrieve it easily.

You should be sent an email 
to enable you to login and 
register



Vendor Self-Service (VSS) Portal

• Enter vendor information as shown on each screen 

• Banking information does not need to be entered –
DCSD uses a third-party vendor for electronic 
payments

• Continue to complete the screens with contact 
information, business type codes

• Upload the required documents



Vendor Self-Service Portal

Once Register is clicked – wait until the data 
has been saved:

NOTE: You will NOT be 
Contacted, you must 
contact us



Vendor Self-Service Portal



Service Providers- Immigration Forms

• READ and follow the instructions carefully 

• Vendors with no employees return (can be in one pdf file):

• 2-page immigration form

• 2-page affidavit of exception

• State issued picture ID

• Vendors with employees return (can be in one pdf file):

• 2-page immigration form

• 2-page contractor affidavit



Immigration page 
1, initial:
• 2a OR 2b OR 2c 

– NOT all three!
• #3



Immigration page 
2:
• initial 4-5
• Sign, 

date,name, 
address, etc.

• Notarize



Contractor 
Affidavit:
• Vendor has 

employees
• Must be E-verify

registered



Contractor Affidavit 
pg 2:
• E-verify #, date
• Name, Sign
• Notarize



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



Affidavit of 
Exception pg 2:
• Sign, date
• Notarize
• Send picture ID



How to Get Approved Quickly- No Fuss No Muss

1. Review all required documents for accuracy and 
completeness

2. Complete online registration and upload required 
documents

3. Let school or department contact know that you have 
registered

4. 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 
purchase your products or 
services

 As a vendor you must seek 
business opportunities by 
contacting departments, 
schools, or other 
administrators

 Purchasing Department does 
not promote or advertise your 
business

 Schools or departments are 
not obligated to use your 
products or services 

 Schools or departments may 
not know you are available 
to use in our system  



Bids & Solicitations

W. Fred Christopher



Bids and Solicitations

Competitive Selection for Non-Capital Projects:

• Purchases or contracts with a total estimated cost of 
$100,000.00 or more shall be awarded through a written 
competitive sealed bid process to the lowest responsible, 
responsive bidder, or through a competitive request for 
proposal process where the offer deemed to be the most 
advantageous to the District may be selected.

• Source: Board Policy DJE:Purchasing III.C.3



Bids and Solicitations
• The decision whether to use a competitive sealed bid or a 

competitive request for proposal shall be made by the 
Superintendent or the Superintendent’s authorized 
designee, based on sound business judgment and the best 
interest of the District.

• Purchases shall not be divided into smaller units or lesser 
amounts in order to circumvent the competitive selection 
requirements."

• Source: Board Policy DJE:Purchasing III.C.3



Solicitation Registration and Finding Current, Closed and Awarded 
Bids, Active Contracts

https://dekalbschoolsga.ionwave.net/Login.aspx



CONTRACTS

DeVonya Brown



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

 Use DCSD forms, its faster.



Short ICA - < $5,000

1 – Page

Fast Turnaround

No Proof of Insurance 
Required

Signature Requirements:

- Schoolhouse: 

Requires the 
Principal’s signature 

- Central Office 

Requires 
the Superintendent’s 
signature.  



Long ICA - $5,000 - $100,000
 10 – Page

 Longer Turnaround

 Certificate of Insurance naming 
DCSD Required

 Current W-9 on file

 Current Immigration Forms on file

 At least one other competitive 
quote.

Approval & Signature Requirements:

- Over $50,000 must be approved by 
Board at monthly 
meeting and prepared two 
months ahead.

- Signed by Superintendent



Full Solicitation Process - $100,000+

 Long solicitation process including competitive 
bidding

 Results in a much more detailed contract with a 1-
year term plus up to 4 annual renewals.

 Must be approved by the Board

Questions?



Accounts Payable

Eric Cannady



Accounts Payable 

 After goods are delivered or services rendered, vendors should 
email invoices to apinvoices@dekalbschoolsga.org.

 Emailing invoices is the preferred method, but in the case where 
mailing is necessary, invoices can be mailed to 1701 Mountain 
Industrial Blvd., Stone Mountain, GA 30083, attention: Accounts 
Payable.

 DeKalb County School District operates on a 30-day net payment 
policy. Invoices should be paid within 30 days of receipt of invoice.

 Accounts Payable processes invoices that are three-way match 
compliant. Items ordered through the purchase order must match 
the items that we receive on the invoice and these items must be 
electronically received in our ERP system.

 Vendors are not prepaid for goods or services.



Accounts Payable

 Payments are made to the vendor of record, not to a factoring 
company or collection agency.

 The Accounts Payable department processes payments on a weekly 
basis.

 Payments are made via check or ACH. ACH payments are made 
through Paymode-X. Paymode-X is an electronic payment network 
utilized by the district.

 Vendors who would prefer to be paid via ACH must sign up for the 
program using the following 
link: http://www.paymode.com/DeKalbCountyBoardofEducation.

 Paymode-X will handle the entire onboarding process and 
inform the district once a vendor has completed set up.

 Payments made by check are mailed to the vendor.



Questions?



Vendor Services

DeKalb County School District website: www.dekalbschoolsga.org

Vendor Registration

www.dekalbschoolsga.org/vendor-services/

View awarded bids, upcoming solicitations, and register as for updates

https://dekalbschoolsga.ionwave.net/Login.aspx

1 Contacts

Executive Director Vendor Services – Carla L. Smith
Non-Capital Procurement Manager – Fred Christopher
Capital Procurement Manager – Yolanda Love
Accounts Payable Manager – Eric Cannady
Vendor Registration Specialist – Karen Lewis


