Minutes from November 6, 2003 Simplified Acquisition Meeting

Attendees:  Elaine Shuman, De Viancourt, Paivi Tripp, Rita Poulsen, Daniel Rodriguez, Leah Stervagi, Bernadette Kan, Kim Hill, Sandy Brickner, David Vance, Annie Schaft, Hugh McLaughlin, Sonia Schriver, Robin Strohacker, Jean Boylan, Sheree Fratus, Dennis Pehotsky, Tim Bober, Nancy Shumaker, Kelly Boos, Michelle Richter, Konrad Mader

Jean and Elaine gave a demo of the new Simplified Acquisition templates to be used by the Agency, via the VPO (Virtual Procurement Office).  This will eliminate the need for retaining paper copies and having each Center maintain the forms.  The templates include:  Reps. And Certs, Terms and Conditions and an RFQ.  

Elaine will send out screen prints via e-mail of how to access the VPO and templates.  Shortcuts can be created for each template; however, you’ll need to make sure that you’re not missing any updates, so it’s wise to periodically check the VPO version.  Jean stated that they’ll try to notify everyone when a template’s been updated.  

A password and userid is needed to access the VPO.  See Toni Niebieszczanski or Bruce Shuman.

Elaine mentioned that the templates can be unprotected by the user as needed, to delete or add language as necessary.  The forms can also be saved and e-mailed to vendors.  If the vendor plans to quote using the RFQ template, they must unprotect the form to permit entry of pricing, etc.  
