Minutes from 2/12/2004 Simplified Acquisition Meeting

Attendees:  Rita Poulsen, Mary Lou Guthrie, De Viancourt, Hugh McLaughlin, Michael Kaszyca, Melissa Merrill, Bill Furst, Emma Rhodes, Janet Abrams, Annie Schaft, Michelle Mader, Kelly Boos, Jean Boylan, Michael Genovese, Bernadette Kan, Paivi Tripp, Adele Szuhai, Daniel Rodriguez, Dennis Conrad, Kim Hill, Nikki Brown, Sandy Brickner, David Vance, Tim Bober, Michelle Richter, Linda Kendrick, Sheryl Batesole, Sonia Schriver, Nancy Shumaker, Sheree Fratus, Elaine Shuman, Paul Karla, Marilyn Stolz, Robin Strohacker

Incomplete PR packages:  Kurt Straub and Mary Lou Guthrie are serving as Procurement checkers for simplified acquisition PRs (supplies and services).  They will be reviewing PRs to insure they contain all necessary documentation (i.e., statements of work, sole source justifications).  They will not be checking for content, so buyers will still need to work with requesters if a sole source submitted is insufficient.  It was also noted that if a buyer is working with a requester for necessary information, and is not able to obtain it within a reasonable period of time, they are to turn the PR over to their branch chief.

A question was raised re: additional funds remaining on a PR after award.  Mary Lou stated that the requester should be contacted to have the funds de-obligated.  Also, de-obligation is done at the time of closeout; however, this could occur a year or more after award.  Sheryl mentioned that the requester can call the Help line for instructions on how to de-obligate additional funds remaining after award.
Clarification of prohibited purchases (for both non-Procurement bankcard users  and Procurement buyers):  Rita handed out information from the Bankcard User Guide as a reminder that even Procurement personnel may need to obtain special approvals for certain items, such as Restricted.  Also, the requirement still exists that if an item is suitable for bankcard purchase and is below $2,500, the requester must make the purchase on bankcard or find a cardholder who can.  

It was requested that Rita send out a notice to bankcard users that they include a note in the header text of a PR “Vendor does not accept bankcard” if this is the case.  

Online forms for simplified acquisitions:  Robin stated that the Poor Man’s Guide for simplified acquisitions templates has been updated.  The Terms and Conditions have been modified to pre-check four additional clauses.  Glenn is the only Center who has  simplified acquisition clauses pre-checked.  

Weaknesses found during the internal survey:  Robin stated that the good work and extra effort by the PAs was very noticeable in the files, and there were substantial improvements made in the areas of contractor responsibility determinations, debarment checks, use of current forms and  NF 507 information.  The only serious problems were EIT Accessibility statements on the C-122s and D&Fs for Interagency Agreements.  The EIT issue will be addressed by a revision to the C-122, and the D&F problem will be handled by instituting Branch Chief review of ALL interagency agreements prior to award, regardless of dollar value. 
Buyers and contract specialists were reminded to use the Interagency order number log in lieu of using a regular PO number, and to use Account Group ZPAC instead of KRED.
Vendor requests:  Annie noted that a field for the vendor Tax ID number is not included on the vendor request.  She suggested that buyers provide this info in the remarks/comments field.  It will eventually be included on the form for vendor requests.  

Buyers can still enter vendor Tax Ids into ODISy – the password is “buyer.”
