Minutes from September 11, 2003 Simplified Acquisition Meeting

Attendees:  Paivi Tripp, Dennis Conrad, Joan Haug, Sandy Brickner, Leah Stervagi, Annie Schaft, Kathy Wargo, De Viancourt, Elaine Shuman, David Vance, Rita Poulsen, Kathy Webb, Bill Furst, Adele Szuhai, Pat Kons, Bernadette Kan, Tom Palisin, Emma Rhodes, Janet Abrams, Hugh McLaughlin, Tim Bober, Daniel Rodriguez, Cathy McMinn, Cherie Washam, Jean Boylan, Paul Karla, Sheree Fratus, Nancy Shumaker, Konrad Mader, Michael Genovese, Michael Kaszyca
First, Rita apologized for not having scheduled the meeting in Room 3102.  Future Simplified Acquisition meetings will be scheduled in a conference room that will accommodate the large number of attendees.

Agenda topics:

507 Reporting for all awards (except bankcard orders):
This begins October 1st.  .  Paivi provided some background information on this new Agency requirement, which is effective with the new fiscal year:

-Reporting is now required for all actions, regardless of dollar amount, excluding bankcard orders.  This includes all modifications (which will continue to be input by Indyne personnel).

-Elaine Shuman has worked the existing 507 template now used for awards over $25,000 to incorporate the necessary information covering all awards.

-Elaine provided a handout of the printed version of the 507 template.  The template, as the buyers now see it, remains unchanged; however, the printed copy is significantly different than our present “507.”

-Once the buyer completes the template and prints a hard copy, this is sent to order distribution, where Indyne personnel will use the template copy to input the date into AMS.

-The template must be completed within 24 hours from the time of award.  Distribution of the purchase order will not be made unless accompanied by a printout of the 507 template input.

-Indyne will continue to do input for 507 data on modifications and delivery orders (GSA awards).  However, the buyers must input all new awards of any amount.

Tom Palisin stated that all AMS input from the 507 templates would be submitted to HQ by the 8th of each month for the month previous.  Thus, timely input by the buyers is important, as HQ will be matching our AMS data against that shown in SAP.

Leah asked about modifications to orders awarded before FY 2004.  If a modification is necessary on an order from FY’03 or earlier, then the buyer must do the basic 507 input, and Indyne will do the modification input.

Sheree noted that while completion of the 507 template may not take very long, it is time-consuming to obtain information such as the NAICS and SIC codes.  Leah suggested having the end user provide this information within their requisition, as they now do with CAGE Codes.

Jean mentioned that the CCR database contains all of the above, and the buyers can continue to use ODISy as a database for storing this information.

Bernadette asked if it’s possible to save templates for commonly used vendors – Elaine stated that this could be done.  Tom then suggested that perhaps frequently-used vendors could be listed on a dropdown menu within the 507 template.  Elaine said that this also could be done.  

New Purchase Order Numbering Format

Tom Palisin explained the new purchase order numbering format, and provided a handout of the memo from HQ defining the new requirement.  The new numbering scheme will make it easier to determine in which organization the award was made, as well as the type of award.  

There will now be two binders of order numbers:  One for regular purchase orders and one for delivery (GSA) orders.  

Contract Specialists will continue to obtain purchase order numbers as needed from the Shared Drive.

Note:  A question arose after the meeting ended re: a scenario of a modification to an order/contract awarded in FY’03 or earlier.  Would we need to renumber the award document to accommodate the new numbering scheme?  I checked with Tom Palisin, and he stated that we will not need to renumber any existing purchase orders or contracts.  

New Agency Templates for Simplified Acquisitions

Jean and Elaine have been working with Celeste Dalton and HQ to establish Agency templates for RFQs, Reps/Certs and Terms and Conditions.  They provided handouts of the draft copies.  The final versions aren’t yet available, but should be soon.  It’s not definite yet as to who will maintain the forms (i.e., clause updates, etc.), but it seems to be likely that it will be HQ.  These templates cover Commercial and Non-Commercial solicitations and awards.

Jean asked that any comments/suggestions be directed to her and Elaine, which they will then forward to Celeste.

