Minutes from March 19, 2003 Simplified Acquisition Meeting

Attendees:  Maryann Pawson, Sonia Schriver, Cathy McMinn, Joan Haug, Doreen, Medzi, Sandy Brickner, Daniel Rodriguez, Dennis Conrad, Bernadette Kan, Paivi Tripp, Annie Schaft, Missy Merrill, Hugh McLaughlin, Adele Szuahi, Rita Poulsen, Dennis Pehotsky, Jean Boylan, Nancy Shumaker, Konrad Mader, Sheree Fratus, Tim Bober, Dee Viancourt

Agenda Topics:

Faxing from SAP:  While electronic signatures are not yet being used, an advance order copy can still be faxed to the vendor, serving the same purpose as a confirmed order.  Doreen explained how to use this feature:  Select fax, then when prompted for phone number, enter 1-area code-phone number (do not preface the phone number with a “7;” or use hyphens between the 7-digit phone number).  This will transmit a duplicate of the order as in SAP.  

Use of Commercial PO form:  Several issues were discussed:

-Vendor address doesn’t show through envelope window:  Doreen distributed copies of both the 1449 (Commercial) and the Non-commercial order form from SAP.  There are no plans to reformat either form to enable viewing the vendor address through the envelope window when using “standard folding” format (Doreen had previously submitted a trouble ticket on this). Jean Boylan suggested that perhaps we could use a different style envelope that would accommodate the address format from SAP.  
Annie Schaft took the action item to look into this.
-Non-Commercial Order Form:  Most buyers have been using this form, as it contains the following fields/information that the Commercial form does not:  F.O.B. Point, delivery date, larger font size, field to select “purchase” or “delivery” order, and a field for the GSA Contract Number.
Doreen stated that she would submit a trouble ticket to request a field for inclusion of the GSA Contract Number on the Commercial order form.
-Font Size:  Doreen mentioned that enlarging the font size on the Commercial form is being worked now, and should be completed within the next few weeks.  

-“Ship to/Mark for” info, and invoice mailing address:    Jean Boylan mentioned the attachment sheet that she and Adele Szuhai developed for use with the SAP order forms.  This attachment allows for inclusion of the end user bldg./room number for delivery of shipments, and for identifying the mailing address for invoices.  

Bernadette Kan suggested that this form be included as a Procurement Template, which it has.
It was also suggested that the C-122 be included as a Procurement Template.  
Annie Schaft took the action to follow up on this with Elaine Shuman.
-End user/”deliver to” information on PR:  It was suggested that we remind requisitioners to fill in the end user information on the PR.
Doreen took the action to request that Helen Mooradian or Heather Linden send out a reminder to all requisitioners.

ODISy as base for vendor information:  Jean Boylan advised that ODISy will be kept “open” for buyers to use as a rolodex for vendor information (phone number, etc.)  Annie Schaft has volunteered to update this information as needed.  Thanks Annie!

Request to add a vendor:  This form (off the record) has been incorporated into the Procurement Templates.  Once the buyer completes the form, it automatically saves into a folder where Annie Schaft can access it.  There is no need to send her an e-mail.  
Filing of closed bankcard orders:  This topic was included on the agenda per request by Debbie Rak.  Apparently, there isn’t conformity in retaining/filing of closed/completed bankcard orders.  Sonia Schriver stated that having all completed/closed orders located centrally enables easy access for anyone who needs to review them, instead of having to attempt to locate them by buyer.  Rita Poulsen agreed that, as in years past, all closed orders, including bankcard, should be centrally located so as to enable easy access and also insure that they are destroyed in accordance with the Records Retention Schedule (3 years for bankcard orders).

It was agreed that bankcard orders need not be sent to Plum Brook, but would be retained here until the destruction date, then would be disposed of accordingly.
Annie Schaft asked that buyers hold off sending their completed bankcard order files to the filing room until at least a week or so, as (due to the new furniture), the filing room doesn’t yet have the open shelving installed.
Closeout/De-ob of completed purchase orders:  Prior to IFM, purchase orders were closed and considered complete in Procurement once we received the final MR.  The completion and destroy dates were then entered into AMS.

With SAP, the order cannot be considered completed until:  1) It is physically complete; 2) final payment has been made; and 3) any remaining funds have been de-obligated.  

This means that the order is not fully closed or considered complete until the amount disbursed to the vendor exactly matches the order/award amount in SAP.  If all items have been received, but the amount paid does not match the award amount (perhaps due to “estimated” shipping charges), then the order cannot be considered complete, nor can a destroy date be entered, until both dollar figures match.  Hence, at some point, the dollar amount in SAP must be adjusted as necessary to agree with the amount invoiced/disbursed, provided it is accurate.

To date, no SAP orders have been expedited, nor has there been any action taken to close out physically-complete orders.  Annie Schaft will be running reports of open orders based on the anticipated delivery date.  SAP reports will also show any unpaid amounts, based on amount invoiced/paid to vendors vs. actual amount shown on the order.  

Once we begin using the SAP fields to reflect order completion, it will work as such:  The administrative complete date will be the date the order is closed in SAP.  The destruction date will be entered into SAP (and calculated) based on the completion date. 

As in the past, Indyne personnel will extend delivery dates in SAP as needed (as a result of expediting) for orders up to $25,000.  Any orders over $25,000 needing an extension to the delivery date will require a modification.
At a meeting last week, Larry Sivic of Accenture demonstrated ( for Paivi, Kathy Wargo, Annie Schaft, and Rita Poulsen – aka, ‘order closeout team?’) how to run a report from SAP showing physical completion, delinquency, and unobligated funds remaining on purchase orders.  This report will be used for expediting purposes by Indyne personnel for purchase orders below $25,000.

We are still working how to, and who will, 1) determine if funds should be de-obligated on a purchase order; and 2) who will de-obligate them, and mark them complete in SAP.

Since SAP combines both procurement and financial functions that were, in the past, performed by two different organizations, we need to arrive at solution on how to best show orders physically and financially complete in SAP. 
Dee Viancourt expressed a concern as to how she would administratively close out her orders in SAP.  Paivi stated that she, along with other purchasing agents outside the Procurement Division, would need to work with Finance to reach agreement on how to handle closeout/completion issues within SAP.

.

