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         procurement process

PURPOSE

The purpose of this topic is to familiarize you with the steps involved with the Procurement Process.

objectives

You will learn the following during this topic:

· The Procurement Process, and

· Procurement Document Definitions

· PD Data in MRDB

DOCUMENT PROCESS
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Procurement Process

Procurement Desktop (PD) is a comprehensive procurement application.  It is an application or software that resides on your computer allowing you to perform all of your necessary procurement functions.  

The procurement process involves five main stages.  These stages are:

· Identifying Need/Requesting Office

· Pre-Award

· Award

· Post-Award (or Receiving Goods and Services)

· Payment

The diagram on the opposite page illustrates the flow of the procurement process.  These five stages translate into five major functions:

· Creating Purchase Requests

· Creating & Issuing Solicitations and Bid Evaluations

· Awarding and Post-Award documents, including Master Agreements/Catalog Master Agreements, Contracts, Purchase Orders, and Delivery Orders

· Receiving Goods and Services 

· Creating and Managing Payable documents

Procurement Desktop Document Definitions

Pre-Award Documents

Purchase Request (R-01000081)

This is an optional document in the procurement process.  It is used to state the need for a good or service.  The document contains funding and will pre-encumber money in ADVANTAGE on a RQP, provided Purchase Request is not selected for a Master Agreement.  Although the document can be generated from a Market Basket, it is generally created as a standalone.

Solicitation (S-01000022)

This document is used to solicit bids from vendors.  The details are displayed on the E-Commerce web site.  The document contains funding, but does NOT go to ADVANTAGE.  This document can be attached to a Purchase Request or created as a standalone.

Bid Evaluation (S-01000022/01)

This document is used to evaluate bids received from vendors.  It contains funding, but does NOT go to ADVANTAGE.  The document is always created from a Solicitation.  Under the current version of PD, Award/Contract and Master Agreements can be generated from the Bid Evaluation.

Award Documents

Award/Contract (C-01000065)

This document is used to establish a contract between one agency and a vendor for a finite or fixed amount and/or quantity.  It can be generated from a Bid Evaluation, a Purchase Request or created as a standalone.  The document contains funding and will encumber money in ADVANTAGE on a POP.  If the Award/Contract references a Purchase Request or is generated from a Bid Evaluation that references a Purchase Request, the pre-encumbrance is liquidated in ADVANTAGE.

Purchase Order (P-01000098)

This document is used to establish a contract between one agency and another state agency for a finite or fixed amount and/or quantity.  It can be matched to a Purchase Request or created as a standalone.  The document contains funding and will encumber money in ADVANTAGE on a POP.  If the Purchase Order references a Purchase Request, the pre-encumbrance is liquidated in ADVANTAGE.

Master Agreement (M-01000044)

This document is used to establish a contract between one or multiple agencies and a vendor. It can be generated from a Bid Evaluation, matched to a Purchase Request or created as a standalone. The document may or may not contain funding and, therefore, does NOT go to ADVANTAGE.

Delivery Order (D-01000029)

This document is always matched to a Master Agreement and is used to order goods or services from that Master Agreement.  It contains funding and encumbers money in ADVANTAGE on a POP.

Catalog Master Agreements (C-01000078)

Used to establish a contract between one or multiple state agencies and a vendor.  The line details of the document are administered in the Electronic Catalog.  Under the current version of PD, the document can not be created from a Bid Evaluation.  Therefore, it is created as a standalone.  The document does not contain funding and does not go to ADVANTAGE.

Market Basket (MB-01000097)

This document is used to access lines from Catalog Master Agreements (CMA) in the Electronic Catalog.  Users can generate Catalog Delivery Orders or Invoice documents from a Market Basket.  In addition, if the user selects lines in the Electronic Catalog that do not reference a CMA, the Market Basket will generate a Purchase Request.  The document contains funding but does not go to ADVANTAGE.

Catalog Delivery Order (D-01000065)

This document is always generated from a Market Basket and will reference the associated CMA.  It is used to order goods or services from the CMA.  The document contains funding and encumbers money in ADVANTAGE on a POP.

Post Award Documents

Receiving Report (V-01000074)

This action is used to show receipt of goods against an Award/Contract, Purchase Order, Delivery Order or Catalog Delivery Order.  Contract Administrators determine at the award level whether a Receiving Report is required.  It is, therefore, an optional document in the procurement process.  It does not contain funding and does not go to ADVANTAGE. 

Invoice (I-01000071)

This document is used to pay for good or services.  It can be created as a standalone or matched to an award document (Award/Contract, Purchase Order, Master Agreement, Delivery Order, or Catalog Delivery Order).  The document contains funding and expends money in ADVANTAGE on a PVP.  If the Invoice references an award that encumbered money, the encumbrance is liquidated by the amount of the Invoice unless the Invoice is marked as “final”.  In this case, the remaining encumbrance on the award is liquidated.

Other Payment Documents

Miscellaneous Quick Pay (Y-01000099)

This document is used to pay for goods and non-professional services under $1,000 that are not under contract.  It is always created as a standalone.  The document contains funding and expends money in ADVANTAGE on a PVP.

Procurement Card (O-01000034)

This document is used to pay Bank One for goods and non-professional services charged to Commonwealth employees’ procurement cards (MasterCard).  It is system generated and routed to Procurement Card Administrators for payment.  The document contains funding and expends money on ADVANTAGE on a PVC.

Let’s review some of the Procurement document flow.  This is not a complete list and does not cover every scenario as each procurement process can be unique  for each agency. 

Examples of PD Document Flow
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Example 3
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Example 5
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Example 7
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Example 8
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PD Data in MRDB

The following document information is stored in the PD MRDB tables: purchase requests, solicitations, contracts, purchase orders, master agreements, catalog master agreements, delivery orders, catalog delivery orders, invoices, and miscellaneous quick payments.

Purchase Request 

In Procurement Desktop, the Purchase Request document is used to make a request to purchase goods and services.

Once a Purchase Request (which pre-encumbers money in ADVANTAGE) is approved and released, an agreement must be made with a vendor before the goods or services will be received.  In complex procurement, a Solicitation must be issued to receive bids from vendors before an Award can be made. 

Solicitations

The Solicitation document is created to publicize/communicate the request for bids to the vendor community.  The Solicitation document describes the good or service requested as well as the terms and conditions.  It also outlines the Best Value Criteria to communicate to vendors the characteristics on which vendor’s responses will be compared. Bid Responses are not stored in MRDB.  A Solicitation document can be created from an approved Purchase Request.   In addition, standalone Solicitation documents can also be created.

When issued, Solicitation documents are automatically posted on the Web in order to allow all vendors to have equal access to bid.  

After the solicitation period is closed, all vendor bids are collected (some bids are received electronically) and a Bid Evaluation document can be created from the Solicitation.  The Bid Evaluation document allows you to compare vendor offers.  From this comparison it is possible to award the contract to the vendor with the highest best value score for the commodity service you have solicited.

Awards

Award documents are used to establish agreements or formalize purchases with vendors.  There are three types of Award documents in Procurement Desktop:

· Award/Contracts

· Purchase Orders

· Master Agreements/Catalog Master Agreements

Each of the above awards encumber funds in ADVANTAGE except for the Master Agreement/Catalog Master Agreement documents.  A solicitation can result in the awarding of multiple contracts.  Each type of award document has a specific use.

· The Award/Contract is used for purchases of good and services to meet a specific known need.

· The Purchase Order is used for purchases between state agencies, that is, where one Commonwealth agency acts as a vendor to another Commonwealth agency

· The Master Agreement/Catalog Master Agreement is used for price agreements where the specific need is not known at the time of contract or the desire is to establish a price that will be good for more than one year.
Delivery Orders/Catalog Delivery Orders

Delivery Orders are always matched to a Master Agreement and used to order goods or services from that Master Agreement.  It contains funding and encumbers money in ADVANTAGE on a POP.

Catalog Delivery Orders are always generated from a Market Basket and will reference the associated Catalog Master Agreement (CMA).  It is used to order goods or services from the CMA.  The document contains funding and encumbers money in ADVANTAGE on a POP.

Invoices

The accounts payable process typically begins with the receipt of an invoice from a vendor, an employee, or internal organization.  The Vendor invoice data is entered into Procurement Desktop by completing an electronic Invoice document. 

You may create an Invoice document that references and matches a Purchase Order, Contract, Payment Authorization, Delivery Order (CDO), or Master Agreement (CMA).  If the award allows multiple payments there will frequently be multiple invoices that reference the award.  You may create an Invoice document as a standalone document, which means that it is not matched to any other document, nor does it reference any other document.  In this case, there would be no award document (contract, purchase order, etc.) for the Invoice to reference.  There are also instances where part of the invoice document references an award and part does not.  This occurs when the invoice document is created referencing an award, but additional non-referencing lines are added.

An Invoice may also be created automatically by Procurement Desktop.  This occurs during a three-way match when an Award document exists and a Receiving Report is entered.
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In this topic we have learned:

· The Procurement Process

· Procurement Document Definitions

· PD Data in MRDB
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Are there any questions concerning the information covered in this topic?
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