March 15, 2011 Presentation notes

Special Procurement changes – Nicole Kenney, IDOA Director of Strategic Sourcing
The process has been simplified to make it clearer and easier to use.  Indiana Code 5-22-10 can be found at http://www.in.gov/legislative/ic/code/title5/ar22/ch10.html   and has been copied into the Commodities Streamlining manual in the legalities section just above the Special Procurement instructions.   

Beginning March 15, 2011 all special procurement requests over $5000 will have to be sent to IDOA for review and approval prior to getting the goods or sending a procurement contract through for signature.  Please be sure to ask questions before proceeding with the process if you are unsure as to whether or not a purchase qualifies as a special procurement.  If you have any questions about Special Procurements moving forward, then please ask Nicole and she will loop Jessica Robertson in as needed.

The same basic questions as before are now covered in the Special Procurement Request form posted on the Training & Resources website (http://www.in.gov/idoa/2342.htm) under the new Special Procurement Request Instructions and Form section.  You will copy in the relevant Indiana code, list the value of the proposed purchase or contract, list the recommended vendor and give a detailed justification which gives the reason why a Special Procurement is needed.  Simply stated, you will need to give an explanation as to why the normal streamlining process cannot be used.  For example, if you send something out for bid and only one vendor bids, then you may be able to use the special procurement method.

When submitting the special procurement requests for:

One-time purchases - include signed, completed special procurement request form, the complete Request for Quote package, the DOR and DWD clearance results and the SOS documentation.

Procurement contracts – include the signed Special Procurement Request with all of the other required contract documents, including the DOR and DWD clearance results and the SOS documentation.

Any requests over $25,000 will be routed from IDOA to the State Budget Agency for approval.

When you have an emergency situation – loop IDOA in immediately.  

IDOA will now see all documentation for each request when before the agency just submitted a form and a justification.  

If a contract for services will be over $75,000, then all of the paperwork should be submitted electronically to Jessica Robertson at jrobertson@idoa.in.gov.  All other Special Procurement Requests (over $5000) and paperwork should be submitted electronically to Nicole Kenney at nkenney@idoa.in.gov.  

If a Special Procurement purchase will be under $5000, then the agency must complete the Special Procurement Request form and supporting documents but does not need IDOA approval prior to completing the purchase.  The documentation should be kept in the agency’s files.

The annual fiscal year deadline for Special Procurements for encumbrance from this fiscal year funds will be May 2, 2011.

These changes will also help the IDOA Strategic Sourcing area understand the current trends so that they can look for ways to achieve additional savings in the State.  IDOA may be able to help identify costs savings and efficiencies may come to light.  They will also be able to provide additional support.

Questions and Answers:

Q1.  The form mentions negotiation proceedings.  Will there be a negotiation skills class?
A1.  

a.  Negotiations related to contract renewals will be included in the future Procurement Contracts classes and manual.   We will work toward including negotiation language in future sessions.  If you need guidance, reach out to Nicole Kenney or any of her staff.

b. If you put something out for bid and it comes in high, then you could contact the low bidder and say something like “We’ve received your bid, is there any way you can come down in pricing?  The State is looking for additional savings in this area.”  Or, “The State is making every effort to ensure we are receiving the best prices from our Vendors.  Would it be possible for you to reduce your price by an additional 10%?”  

c. Ask the vendor if there is anything they can add to the service if they cannot reduce cost. 
Q2.  If you are going to change the Request for Quotation, don’t you have to ask all of the vendors?

            A2.

a. Yes, if you are changing something during the solicitation process, then you will need to ask all the vendors solicited through an Addendum.

b. If you have received quotes and realize you need to change something, then each respondent should be given the opportunity to provide pricing to include change.

c. If you only received one quotation, then you are only talking to that one vendor.  However, if the change would make a difference in whether other bidders responded, you will want to rebid to give all a fair opportunity.

Q3.  Does this process include emergencies that happen on the weekend?

A3.  Nicole asked “How are you doing them today?”  The State agency answered “we figure it out, do what we have to do and take care of the paperwork on Monday”.  Then IDOA stated “Do what you need to do and loop IDOA in the process immediately”.    

Q4.  The form says “PRODUCTS ONLY: Provide detailed information for not entering into a contract if the agency is requesting a one-time purchase.”   What is a commodities Contract?

A4.  That information will come at a later time.  It will allow you to have a contract for purchases to lock in a vendor’s pricing over a period of time instead of making repetitive one time purchases.  For example, you would have a contract instead of going through the special procurement process every three or four months.  Agencies may be able to leverage better pricing for like items.  Training will be provided when this change takes place.

Q5.  Would stone purchases apply to the commodities contract process?  

A5.  IDOA Strategic sourcing is working with INDOT to establish bituminous material contracts that can be used by all agencies, but other agencies may be able to get the items cheaper as INDOT has a wide range of delivery points and they are asking the vendors to hold pricing for a year.  IDOA is finding that it is actually better to bid stone as needed
An agency brought up the problem they have been having with DOR tax levies.  Specifically JP Morgan Chase (p-card and t-card provider) is currently levied and does not care what the situation is – they want to be paid the total amount of the credit card statement.  The ACH remittance form gives the vendor information about who to contact in DOR about the tax levy.  The DOR head procurement agent was in the room and she assured us that DOR will be notified of the problems the agencies are having with JP Morgan Chase.  Mike DuValle who is the current contact for P and T card issues was also notified of the problem.
Purchase Order form changes – Myra Wilson, IDOA Administration Services Director

The ENCOMPASS leadership team as approved the removal of the line that says “Exempt – Intergovernmental (Pursuant to IC 5-17-5-2)” language from the Purchase Order.  The Date Invoice Received, Goods/Services Received Date, Internal Contract Terms and Good Faith Dispute lines will remain, but none are used by the Auditor of State.  They will be for internal use only.

The Confirmation of Receipt box that is currently in the bottom left hand corner will be moved over to the right beside the Signature of Head of Agency block.
Federal and State Suspended Vendor changes – Jeania Geer, IDOA Procurement

As of 3/15/2011 the State Board of Accounts would like agencies to use a clearance log to maintain results from the Federal and State Suspended vendor websites for each procurement (except for QPA purchases) over $2500 regardless of the results.  They recommend this as a best practice and the log would be adequate documentation for audits.  Myra Wilson has developed a sample spreadsheet that IDOA is using and it will be included in the documentation posted for this meeting on the Procurement Training and Resources website (http://www.in.gov/idoa/2342.htm).

The sample spreadsheet has the following columns:

Business Unit

Solicitation Number (RFQ name)

Vendor Name

Date Checked

EPLS (Federal) Exclusion Type (or NA if not excluded) 

Action Date

Termination Date

State Exclusion Type (or NA if not excluded)

Action Date

Termination Date

Links to the State Suspended Vendor List and the National (Federal) Suspended Vendor List can be found on the Procurement Training and Resources page at http://www.in.gov/idoa/2342.htm.  
When you click on the State link, then most current listing of vendors is returned.  Print off the results and enter the information on your agency spreadsheet.  If the vendor you are wishing to award to is on the list, then you will not be able to award to the vendor and will need to include the information in your Award for Recommendation Justification.
When you click on the National link the home page will come up.  Click on the “Advanced Search” link in the upper left hand corner.  A pop-up window will appear; read the message and then close the window.  If you are searching by an individual’s name, then enter information in the first and last name fields and click “Search”.  If you are searching for a vendor name, then change the Name Search Type dropdown to “Firm, Entity or Vessel”, enter the information in the name field and click “Search”.  Print off the results and enter the information on your agency spreadsheet.   If the vendor you are wishing to award to is on the list, then you will not be able to award to the vendor and will need to include the information in your Award for Recommendation Justification.
