Minutes from 7/21/2003 Simplified Acquisition Meeting

Attendees:  Rita Poulsen, Annie Schaft, De Viancourt, Tom Palisin, Kathy Wargo, Robin Strohacker, Toni Niebieszczanski, Joan Haug, Bernadette Kan, Sandy Brickner, Jean Boylan, Missy Merrill, Nikki Brown, Nancy Shumaker, Sheree Fratus, Marilyn Stolz, Karin Huth, Konrad Mader, Eunice Adams-Sipp, Bill Furst, Dennis Conrad, Paul Karla, Daniel Rodriguez, Kathy Webb, Paivi Tripp, Ron Everett, Sheryl Batesole
Results of last Self-Assessment:  Robin stated that there were notable improvements in the areas of sole-source justifications and price reasonableness.  She mentioned that she will send an e-mail notification out whenever forms have been updated, as some files contained outdated forms, but buyers were unaware that there were more current versions.  Debarment checks were not being done on procurements below $25,000.  It seems there was a misunderstanding that they weren’t required below that dollar level.  Robin stated that they must be done on all procurements.

Change to purchase order numbering:  Tom explained the new numbering system that will take effect October 1st.  He provided a handout that outlines how the alpha/numeric scheme will indicate the various types of awards.  This is an agency requirement.  Indyne will continue to set up the purchase order folders and have blocks of numbers ready for buyers to use.  Tom asked if the buyers wanted a central location for blocks of numbers to be used for Interagency Agreements and Delivery Orders (i.e., buyer would obtain a number only when needed).  The buyers present agreed that, due to the volume, they prefer to get a sheet of numbers to retain at their desks.  
Validity end dates:  We initially thought that payment could not be made if the validity end date had passed.  Annie Schaft stated that this is not true, and that buyers need to use more realistic dates.  She stated that when Indyne and Finance run reports in the Business Warehouse, the end dates are so far in the future that they’re throwing off the reports.  If a modification is done to extend the delivery date, it must also be extended in SAP (validity end date).  Annie asked if buyers wish to be advised whenever a delivery date is extended.  It was agreed that the buyer would be notified ahead of time (to advise if a modification is needed) only on orders exceeding $25,000; below that figure, Indyne will change the date as needed (i.e., normally occurs as a result of expediting).  

Indyne will expedite based on the validity end date.  When multiple delivery dates exist, use the longest date for the delivery date and validity end date.

PO Closeout process:  For maintenance orders and subscriptions where payment is made shortly after award, the order is considered complete when the money is costed.  Therefore, the order will be closed prior to the end of the agreement term (i.e., a one-year subscription will be considered complete at the time payment is made).  
FMD and Indyne will work together on reports involved in the closeout process.  Buyers won’t need to be involved in this, as some Indyne personnel have been given a buyer role in SAP to enable them to adjust the final cost as necessary (i.e., shipping charges, etc.).  

GSA’s E-Buy and MAS Training:  Rita provided some screen prints from the GSA E-Buy web site.  She advised that there is a GSA Expo next week on July 31st where training and demos will be provided on both topics.  Buyers are encouraged to attend if possible.  Also, handouts were provided (compliments of Kay Hurley, our GSA Regional Rep) that outline the training that will be available at the Expo.

Use of reimbursable funds in P-Card:  Sheree had asked for an update on the status.  Rita stated that there is still no fix to enable this.  Paivi mentioned that it’s been testing has failed on fixes 6 or 7 times.  However, the issue is still being worked as this is an agency wide problem.
SAP requester copies, printing header text, and requester names on PRs:  Indyne will send a copy of the order to the requester.  If the buyer knows the requester name, they will write it on the PR.  If the requester name is not in the header text, Indyne obtain it.  Paivi provided a copy of an e-mail sent to all requisitioners that contained an updated Checker Checklist to follow when creating PRs.  Sheryl Batesole provided a demonstration of how to print the entire header text in SAP.
Delivery date on PO attachment:  Jean advised that the Commercial Item purchase order form will print the delivery date if there is text in the item detail.  She stated there are 3 options for inclusion of the delivery date:  1)  Use the PO attachment form (Elaine Shuman has included a space on this form for the delivery date); or 2)  include it in the line item detail; or 3)  manually type it in by the shipping charge.  

ODISy changes:  Jean stated that ODISy will be retained for use as a rolodex, and the buyers can make changes as needed to the address, phone number, etc.  The password is “buyer.”  Annie Schaft will add new vendors into ODISy as they’re added into SAP.
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