Minutes from 10/5/00 Simplified Acquisition Meeting

Attendees:  Sherri Mullaney, Kathy Webb, Dee Viancourt, Jean Boylan, Karen Edwards, Doreen Medzi, Maryann Pawson, Nancy Shumaker, Sheree Fratus, tim bober, Adele Szuahi, Bernadette Kan, Dennis Pehotsky, Ron Everett, Sonia Schriver, Bill Furst, Rita Poulsen

Foreign Shipments:  Sherri Mullaney of the Freight Traffic Office attended this meeting to review procedures and guidelines for orders involving foreign shipments, and use of the Government FedEx account.

Shipments weighing up to 150 lbs:  Use of the FedEx account for these shipments is advantageous, as we get the Government discounted rate. 

Shipments over 150lbs:  Instruct the vendor to use the most economical shipping method, as FedEx may not be the least costly.

Estimated shipping charges:  When FedEx is used, and the shipping charges are below $110, Freight Traffic funds are used to covered the shipping cost.  However, the buyer must still show estimated shipping charges on the order, and make sure the PR has sufficient funds to cover them (this was agreed to by those present after lengthy discussion/debate).  The F.O.B. point would be “origin,” but not prepay and add.

If the shipping charges are over $110 and FedEx is used, the cost is charged to the requesting organization.

All organizations here have various amounts taken from their fund sources, which are put into the freight traffic account at the beginning of the fiscal year.  The amounts are determined by tracking the estimated shipping charges (by organization) shown on orders throughout the fiscal year (this is why it’s important to note them on the order, even though FedEx charges below $110 come out of freight traffic funds).

Foreign shipments (including Canada):  First, Sherri emphasized that the order number must appear on the package.  Many foreign shipments arrive here (or are detained in Customs) with no reference number.  This makes it very difficult for Freight Traffic personnel to identify the shipment.  Certain items, such as lasers and cameras, must also be cleared for release by the FDA.  This can cause considerable delays (if the shipment isn’t “door-to-door” – see below).    It was suggested that we modify the “Ship to” address on the order to read “Attn: Bldg. 21, C- (order number).”  Those present agreed.

Also, inform the vendor that the shipment should be “door-to-door.”  This will enable faster reciept by avoiding a delay in Customs.  Sherri stated we cannot use a freight forwarder, so the vendor must include any applicable customs and duty charges in the cost of the item.  It was suggested that a note be added as a pick on the ODISy clause sheet.  Those present agreed.

Action:  Rita will speak with Tom about having the “Ship To”  block changed in ODISy, and having a pick added to the ODISy clause sheet for foreign shipments.

Use of “Origin, freight allowed”:   Dennis suggested that this be included within ODISy as an F.O.B. point pick.  Some buyers stated that they use the origin pick, and delete the words “prepay and add.”  (For those who aren’t familiar, this means that the vendor will pay for shipping costs, but is not responsible for the shipment once it leaves their shipping dock.)  The order then shows “F.O.B. Origin” with no estimated shipping charges.  Dennis is concerned that we are not properly addressing this on the order.

Action:  Rita will check the FAR for available guidance on this issue.

Procurement of training services:  In the past, these requirements were processed OHRD personnel under the Training Act.  However, they must now be processed using normal simplified acquisition procedures.  As of this fiscal year, two individuals in the training office now have contracting officer signatory authority to enable them to continue processing training orders.  This avoids having these requirements sent to Procurement for processing.  

Proposed revisions to C-198:  Annie Schaft stated that requesters are not completing and distributing C-198s when necessary.  Also, people weren’t sure where to obtain the form, and none are readily available to send to requesters.  In looking at the existing form, there are also many fields that aren’t applicable to the purpose for which the form is used.  The following actions have been taken to date:


-Rita has drafted a revised C-198, removing fields such as “Payment Terms,” and “Type of Order.”  This form is intended to verify receipt of supplies or services; all required terms and conditions are shown on the award document and are not needed on the C-198.  


-Distribution instructions have been added at the bottom of the draft form.  This will eliminate a separate page.


-Once the form has been routed for approval, it will be added to the GRC Electronic Forms page, and removed from stock and the Procurement Web page.


-The language on the ODISy clause sheet  will be revised to direct the requester to the GRC Electronic Forms page.  Distribution instruction will be removed from ODISy.


-Elaine Shuman will revise the COTR Appointment program as necessary to reflect the changes.

The form is ready to be routed for comments, so we’re hoping that we can implement these changes soon.  

Organization of order files:  The hot button of the meeting (there’s always at least one).  One of the chiefs had asked if we have a standard format for order files (order and mods. on one side, backup on the other).  There is a work instruction that addresses file content (while it uses the term”contracts” we can also apply it to orders).  However, everyone present stated that the order files (below $25,000) are organized on the left side in chronological order:  PR, C-122, order, mods.  MRs are filed on the right side.  The buyers and Annie stated that it would be a nightmare to organize these files differently.

Action:  Rita will check on this and advise.

Vendor performance comment field (ODISy):  Dee Viancourt noted that while this field  allows several lines of comments to be typed in, only the first two lines are visible.  

Action:  Rita will check with Tom on this and advise.
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