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Updating Entity Information with State Purchasing

So what is the proper process for updating contact information to alleviate inaccuracies in
information? For your convenience, we have provided answers to this question below.

Situation 1: | am a new APO or CUPO. How can | be added to the Georgia Procurement
Registry?

If you are a new APO/CUPOQO, you will need to complete form SPD-OP001 Designation of State
Entity Procurement Officer and SPD-OP010 Entity Organizational Information and submit them
to processimprovement@doas.ga.gov for processing.

1. The completed SPD-OP010 Entity Organizational Information form provides SPD with
the APO’s/CUPQO’s name and contact information as well as any other changes in
procurement staff. Once this form is received by SPD, updates to the SPD
Communications Master List are quickly made so future email communications from
State Purchasing are accurately being sent to you and your entity staff.

2. A new APO/CUPO is added to the Georgia Procurement Registry once the SPD-
OPO001 Designation of State Entity Procurement Officer form is received and
approved by the State Purchasing Division Assistant Commissioner. If the state entity
is on Team Georgia Marketplace, the new APO/CUPO information is also sent
immediately to the Team Georgia Marketplace team for updating their records and
email lists.

Situation 2: | am not receiving email communications from State Purchasing. How can |
begin receiving those emails?

If you are not receiving emails from SPD and would like to be added to the list, but you are not
an APO/CUPO, please inform your APO/CUPO to send the SPD-OP010 Entity Organization
Information form with your contact information to processimprovement@doas.ga.gov. Once it is
received, you will be added to the SPD Communications Master List.
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