IDOA Procurement Reminders

What does it mean to be a Buyer?

The buyer is a critical piece of the procurement puzzle.  The requisition must be set up correctly so that the purchase order will be correct so that the receipt can be issued correctly so that Asset Management and Accounts Payable have correct information.   Please keep in mind that AP cannot change the chart of account (except for the project) information pulled from the receipt – they have to be correct on the purchase order so be sure the Requisitioners, Buyers and/or Approvers are validating the information prior to the po being Dispatched.  Then the po goes back to the buyer for encumbrance management.    The IDOA Trainers are looking at developing a Encumbrance Management on Requisitions and Purchase Orders class that will start some time after July 1.  Watch for more information to come.
Attendance has been minimal in our Buyer classes recently – send people back for a refresher any time.  So much has changed in this area in the last year or so and it will likely change again when the upgrade happens.  Watch for information to come later in the calendar year.
Be sure to keep your agency buyers up to date in PeopleSoft.  If a buyer leaves your BU, then you need to submit a GMIS issue to have their access removed.  They would also need to submit a Financial Disclosure statement for the calendar year in which they leave within 30 days.  

What does it mean to be head procurement agent?

The most basic definition is that you have been granted purchasing authority through IDOA Procurement and have been nominated to that position by an agency head.  If you leave that position, then someone needs to be appointed immediately in your absence or the agency cannot make purchases.  We offer you as a resource to your agency Requisitioners, Buyers, Approvers, Receivers, people who work on Procurement Contracts and vendors which is why it is important for you to stay current on changes even if you don’t handle everything personally.  Some of you are overdue on the Procurement Contracts and Commodities Streamlining classes – we will be in touch.   You also have to be sure that each of your agency personnel are given information pertinent to what they are doing that is presented here, on the website and through emails and training.
Asset Management

We must be diligent in keeping requisition and purchase order lines clean as they relate to assets.  During the receiver class we stress what assets and non assets are and that if there are problems with issuing receipts, then they need to talk to the Buyer on the po to get it corrected.
Encumbrance Management

We must be diligent in keeping up with encumbrance management through the entire year.  GMIS will be issuing bulletins throughout the end of the fiscal year to help your agency through the process – please watch for them.   
May 31, 2011 – All requisitions must be taken to PO or cancelled –and- all purchase orders must be in Approved status with a Valid budget check and be Dispatched by 4:30pm.

To help with that GMIS is offering the following workshops:

March 24th, April 28th, May 26th, June 2nd, June 9th and June 16th  from 9 to 4 in Conference Room 15.
IDOA Procurement Annual Fiscal Year End Deadlines

April 18, 2011 – All requisitions for IDOA to solicit and award to FY11 POs must be submitted.  This would be requisitions exceeding $75,000.

May 2, 2011 – All requisitions (and supporting documentation if within agency delegation) for Special Procurement approval must be submitted to IDOA if they are for FY11 PO.

May 25, 2011 – All purchase orders, above the agency delegation, requiring IDOA approval must be submitted to the profserv@idoa.in.gov email box with required information. This would include professional service contracts (include EDS number), QPA purchases above agency delegation, as well as Special Procurements or Bids where solicitation was handled by IDOA Strategic Sourcing but returned to the agency for PO issuance. 

New year requisitions can also be entered at this time – instructions are posted on our website.
Receiver class 

Distribution line receiving information has been added to the Receiving Against an ePro Purchase Order manual posted on our website (http://www.in.gov/idoa/2342.htm) and has been added to the class.  Please be sure you pick up this information as you are a resource for your agency receivers.  It is crucial that the receiver is given the information about which distribution line to receive against if your purchase order lines are set up this way.
 The best practice is for your receivers to issue one receipt per packing slip/delivery.  
Your agency receivers will no longer be able to over receive on amount only quantity purchase orders, so receivers are being directed to contact the buyer on the purchase order for correction.

134 receivers have been trained and 72 are currently enrolled which leaves about 150 to enroll/attend between now and July for access to be maintained.  We currently have the March, April and May classes posted and we’ve been sending reminders to receivers who haven’t been or haven’t enrolled about every two weeks.   If you do not have all of your current receivers who haven’t been since the Auditor’s Go Live trained, they will lose their access.  New receivers must past the Internal Controls test to be granted access.  See the final role matrix posted on the ENCOMPASS website at (http://myshare.in.gov/SBA/encompass/Shared%20Documents/Forms/AllItems.aspx?RootFolder=%2fSBA%2fencompass%2fShared%20Documents%2fInternal%20Controls%2fOld&FolderCTID=&View=%7b5626DEE3%2dB9AF%2d455F%2d86AF%2dCB93E11DFA23%7d) 
