The Lease Guide for ePro Users is posted on our website at  http://www.in.gov/idoa/2342.htm 

 

Multiple year contracts (see the attached requisition and screen shots) by Teresa Bucker (guide posted on the IDOA Procurement Training & Resources website)
 

** Records Retention on Contracts - hold all documents until the purchase order is closed out and then send to records retention per the appropriate schedule. 
 

IDOA Amount Only Approvals
Currently, there is no electronic routing of purchase orders for approval.  You must email IDOA Procurement at profserv@idoa.in.gov and give the appropriate information as follows:
         For Grants, Professional Services and Property Leases: 
                        Business Unit
                        EDS  number
                        Purchase Order number
                        Type of Contract
 
                      For Change Orders on Professional Services, Procurement Contracts and QPAs
                                                Business Unit
                        EDS  number
                        Purchase Order number
                        Type of Contract
                                      Details of the changes need to be documented in the PO Activities in PeopleSoft
 
Please do not send these requests directly to Myra, Teresa or Jeania - the profserv@idoa.in.gov email account is monitored by all three.
 
Indiana Government Center Dock Deliveries
Please see the attached document labeled IGC Dock Requirements (posted on the IDOA Procurement Training & Resources website)
  - You must work with your vendors to coordinate deliveries.
    - Facilities Management does not provide delivery services.  Your agency personnel needs to be at the dock to receive shipments from vendors.  Facilities will make 3 phone calls to the agency contacts on listed on the purchase order before the delivery truck will be turned away.  Be sure the people listed are available throughout the day.  If the vendor has a copy of the purchase order, they will let the truck stay as long as you are on the way.
  - Freight elevators must be used - no passenger elevators should be utilized during desktop or agency delivery.
  - If the vendor leaves the items on the dock, they are at the vendor's risk until the agency picks them up.
  - Betsy Beckett is the lead person over the dock in Facilities Management.
  - The SHP IGC comments for purchase orders will be updated soon and notification of the change will be sent.
 
General Notes/Reminders
** The Procurement Training & Resources page http://www.in.gov/idoa/2342.htm has been updated.  We will be adding effective dates to documents going forward.
 
** The IDOA Procurement year end letter will be coming out shortly - please watch for it!!!
 
** IDOA is working with PEN Products to get pricing corrected and getting the ePro catalog items up to date.
