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• Welcome and Opening Remarks
• About Henry County Schools (HCS)
• Board Purchasing Policy: DJE
• Purchasing Ethics and Process 
• Vendor Registration and E-Verify 
• Key Take-aways
• Current/Future Opportunities 
• Questions and Answers
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Financial Services – Purchasing Team
Shanika Clay, Chief Financial Officer
Roxanne Harkcom, Executive Director - Financial Services 

Teresa Adams, Purchasing Supervisor
Lynn Lewis, Purchasing Lead
Pam Prator, Purchasing Assistant
Paula Watkins, Purchasing Assistant



HCS’s Board Policy DJE: Purchasing

Scroll down to:

Note: Henry County Schools’ Purchasing is governed by Board Policy - DJE



Purchasing Ethics - Specifically, the District makes purchases that 
are consistent with the purchasing principles of: 

• Acceptable quality and best fit; 
• Transparency in use of public funds; 
• Protection against conflict of interest; 
• Maximization of competition; 
• Equal and fair competition; and 
• Legal/regulatory compliance. 

Purchasing Ethics



 Purchase Order (Items, Descriptions, Quantities, Pricing, etc.)
Most common method of purchasing goods 

 Awarded Service Contract (Services, Deliverables, Schedules, 
and Pricing, etc.)
Most common method for purchasing services

 

Purchasing Methods  



 Informal Solicitation (Quotes):  
Purchases under $50,000 and not under contract are 

facilitated at the school/department level 
This process involves obtaining one or more quotes.

 Formal Solicitation (Advertised to the Public):  
Purchasing $50,000 and above and not under contract are 
facilitated by the Purchasing Department
Advertise via: HCS website, HCS’s solicitation platform 
(Powered by Bonfire), and GPR when appropriate

 

Purchasing - Solicitations  



HCS Website – Public Notices

Scroll down to:



HCS Website



HCS Solicitation Portal powered by Bonfire

Note: Current and 
past opportunities 
are viewable on our 
Solicitation Portal



 Registered Vendors – have registered in HCS’s 
Vendor Registration Platform to receive solicitation 
notifications 

 Awarded Vendors – have been selected to provide 
goods and/or services to HCS under a vendor 
agreement and/or purchase order, and will be 
assigned a vendor number post validation of 
required documentation 

Types of HCS’s Vendors 
New



HCS Vendor Registration powered by Bonfire

Note: Submitting your email 
launches a verification process
for registration.  Additional 
action is required.



HCS Vendor Registration powered by Bonfire

Enter Commodity Codes to receive targeted solicitation  
notifications.  There is a “key word” search function 
available within the platform. 



HCS Vendor Registration powered by Bonfire



Awarded Vendors: Minimum Required Documents



Georgia E-Verify Law: Requirements

Note: Vendors seeking to 
provide services to a public 
employer – such as Henry 
County Schools – must 
comply with E-Verify and 
register on the E-Verify site



Georgia E-Verify Law

Excerpt from Georgia’s Department of Audit Guidance on E-Verify



Note: an active registration 
with the Secretary of State of 
Georgia is an expectation to 
become an awarded vendor

Awarded Vendors: Other Minimum Requirements



Note: The Purchasing team 
will conduct of review of the 
Secretary of State’s website 
as a part of vendor set-up 
practices

Awarded Vendors: Other Minimum Requirements



Georgia Procurement Registry – Vendors

Note: Vendors are 
encouraged to also 
register on the Georgia 
Procurement Registry 
(GPR)



Georgia Procurement Registry – Vendors

Note: Public entities in Georgia are required to advertise any procurement opportunities exceeding 
$100,000  to the GPR. Henry County Schools may also advertise items below this threshold on the GPR if 
low participation trends are observed.  



Georgia Procurement Registry – Vendors

Note: The GPR also contains a key word search feature to support your identification of applicable 
commodity codes. Registering with your codes supports push notifications of opportunities.



Take Aways
• Purchasing governed by HCSBoE Policy DJE
• Register in HCS’s Vendor Registration and GPR

• Include commodity codes

• Purchasing Methods (official documents):
• Purchase Order, issued by Purchasing Department 
• Awarded Service Contracts, fully executed by HCS  

• Purchasing Department (primary contact) for:
• Formal Solicitations
• How To Do Business
• Vendor Registration



Ongoing and Upcoming Solicitation Opportunities 
Brief Description of Need Solicitation 

Type
Open Date

Solid Waste Disposal ITB January 2022

Playground Equipment Phase I ITB January 2022

Enhancements to Ventilation Systems in ES Gymnasiums: 
Addition of HVAC to ES Gyms

ITB January 2022

Birch Creek Elementary School: Addition of new elementary 
school

ITB May 2022

Enterprise Resource Planning System: RFP May/June 2022

Additional opportunities will arise based on Department/School requests. Vendors are encouraged to
complete registrations outlined to support notice of all advertisements. Periodic review of the Henry 
County Solicitations page is also strongly encouraged. 



Helpful Links
HCS Vendor Registration
https://henryk12.bonfirehub.com/portal/?tab=login

Team Georgia Marketplace
https://doas.ga.gov/state-purchasing/team-georgia-marketplace/tgm-
resources-for-suppliers

Secretary of State for Georgia
https://secure.sos.state.ga.us/mylicense/Login.aspx?process=app

State of Georgia Business Guide: 
https://sos.ga.gov/admin/files/First_stop_business_guide.pdf

E-Verify
https://www.e-verify.gov/

E-Verify GA laws
https://law.justia.com/codes/georgia/2020/title-13/chapter-10/article-3/

https://henryk12.bonfirehub.com/portal/?tab=login
https://doas.ga.gov/state-purchasing/team-georgia-marketplace/tgm-resources-for-suppliers
https://doas.ga.gov/state-purchasing/team-georgia-marketplace/tgm-resources-for-suppliers
https://secure.sos.state.ga.us/mylicense/Login.aspx?process=app
https://sos.ga.gov/admin/files/First_stop_business_guide.pdf
https://www.e-verify.gov/
https://law.justia.com/codes/georgia/2020/title-13/chapter-10/article-3/


Contact Us

Teresa.Adams@henry.k12.ga.us
Purchasing Supervisor
Ext. 01154

Lynn.Lewis@henry.k12.ga.us
Purchasing Lead
Ext. 01156

Phone: 770-957-6601
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