FSA IT PROCUREMENT PROCESS

Effective May 1, 2002

Revised August 12, 2002

(all previous processes and editions are obsolete)

Effective immediately:

· IT-Accountable Property MUST be ordered through the process outlined below.

· NO IT-Accountable Property is to be ordered on the purchase card.

· IT-Accountable Property is listed in the October 4, 2001 Property Management ACS Directive (OM:4-112).  This Directive can be found at the following website:  (copy attached) 

http://connected/documents/pol_occ_propmgmt.doc
Ordering IT-Accountable Property:

(A)
If an employee has a need for IT-Accountable Property, he/she must talk with the Budget Contact in his/her channel/enterprise area.  The Budget Contact will check with the Unit Asset Manager to see if the item is available in stock.  If the item is in stock, the Budget Contact will obtain approval from the employee’s supervisor and refer the matter to the Unit Asset Manager  to coordinate delivery.  The Unit Asset Manager will update the Asset Management Database (AMD).  

(B)
If the item is not in stock, the Budget Contact will (1) obtain approval from the employee’s 

supervisor to order the item as well as confirm the availability of funding,  (2) utilize the Department’s Product Support Plan/Buyers’ Guide (Buyers’ Guide) for all IT purchases, and (3) check with the employee and their supervisor to see the item listed in the Buyers’ Guide will meet their need.  

· The guide is available on connectED at:

http://connected.ed.gov/invoke.cfm?oid=1D50F3AA-BD3F-45F9-81766466394E4CD5&method=displayFull&navid=42CE2D99-CFAF-4BE6-B485526FB6A1D581
· Channel/Enterprise areas are limited to purchasing only items listed in the Buyers’ Guide.  If, however, there is a need to purchase something not listed in the Buyers’ Guide, a justification must accompany the customer requisition that is routed to ED-CIO and ED-CPO. 

· Whether items are in the Buyers’ Guide or not, ALL IT-Accountable Property must be ordered through the process outlined herein.

(C)
The Budget Contact will generate a Customer Requisition in the CPSS (EDCAPS) system. In generating the Customer Requisition, the Budget Contact must:

· List the number of units to be purchased

· Provide the specifications as referenced in the Buyers’ Guide (for computer purchases include either Compaq, Dell, or both if you are open to receiving either.  

· Specify if you want Compaq or Dell monitors and speakers included.  

· Use the prices as specified in the newly updated price estimate list for Buyers Guide IT equipment (Attached).
· If you are open to a third-party monitor or speaker, please provide the generic specifications found at the bottom of the Buyers’ Guide (e.g., 17-inch monitor).

· The vendor/supplier field in the customer requisition is to be left blank.

· The delivery location for the items being ordered.

NOTE:

There is a cost that will be assessed for the installation, maintenance, and disposal charge of approximately $500 for each new PC procured.  ED’s CIO office will work with FSA’s Budget Support Division in FSA/CFO to coordinate these transfers of funds. (These costs are not to be reflected on the customer requisition; they will be transfers between POCs.)

(D)
The Budget Contact will commit funds if the requisition’s estimated total is under $100,000.  If the estimated requisition is over $100,000, the Budget Support Division will commit the funds.

(E)
All Customer Requisitions for IT-Accountable Property will be routed in the CPSS/EDCAPS system to Lori Mullins in FSA’s CFO Budget Support Division.  Lori’s 3- digit code in EDCAPS is N03.  It is imperative that the Budget Support Division (BSD) see every requisition for IT-Accountable Property being forwarded for procurement as BSD will be responsible for coordinating the transfer of funds for the costs mentioned in the NOTE above.   

(F)
When Lori approves the requisition, it will be routed electronically to ED CIO using the IT Purchases route model in CPSS (The Budget Contact is required to set up the routing list to reflect the required parties that need to approve.  See the Note below).  ED CIO will review the request and, if it is approved, will approve it in the system and notify you of the approval.  

Note:  It is imperative that the Budget Contact correctly set up the routing list.  For example, set Lori Mullins up as a “10” for approval, IT Purchases up as a “20” for approval, and yourself as “30” for view only.  Once CIO approves the document, you will get a system-generated e-mail in Outlook (if your My Preferences in CPSS is set up correctly) letting you know that you have something in your CPSS inbox.  You can then go in and see the approval.

(G)
Once the approval has been received, the Budget Contact submits the customer requisition in the CPSS system to CPO’s Group C.  CPO will solicit quotes - you no longer need to do this.  CPO will create the purchase order and forward a draft copy of the purchase order to OM requesting barcodes for the items being ordered.

(H)
OM will distribute the barcodes to CPO, and CPO will add the barcode series to the purchase order and award the purchase order (therefore obligating the funds).

(I)
CPO will send the Budget Contact a copy of the purchase order.  CPO will also send a copy of the purchase order to OM and ED’s CIO.

(J)
The Budget Contact provides the Asset Manager with a copy of the PO.

(K)
OM will populate the Asset Management Database with the PO number, POC, barcodes, and vendor for the purchase.  ED’s CIO will coordinate the delivery/installation with the Budget Contact.  

(L)
You, as the Budget Contact (and contact person for the purchase), will need to contact your Asset Manager to coordinate delivery for your area.

(M)
Upon delivery, your Asset Manager will work with ED’s CIO to validate the equipment received.  Your Asset Manager will sign off on any delivery documentation.  A copy of the delivery documentation will be provided to the Budget Contact for that area.

(N)
The Asset Manager will be responsible for putting the receipt for the equipment into the CPSS system (for those items on the purchase order which were received).  The receipt will be routed to the contracting officer in CPO who signed the purchase order.

(O)
The vendor will submit the purchase data report to ED’s CIO for validation.  ED’s CIO will validate the report and forward it to OM for them to also validate.  OM will then forward the report to the AMD System Administrator for importation into the Asset Management Database.  

(P)
OM will notify the Asset Manager of the data import and the Asset Manager will go into the Asset Management Database and assign the equipment to the appropriate person and room number.

NOTE:

· The Department does consolidated buys.  

· IT Accountable Property is ordered five times a year (January 15, March 15, May 15, July 15, and September 15).  

· Requisitions received by CPO after these dates will be held for the next ordering date.  However, CPO and ED CIO will conduct buys outside of these dates if significant demand or special circumstances arise.  You will need to work any emergency or urgent buy needs through the Budget Contact for your area who will then forward your request onto ED's CIO and CPO.  

· For end of the year IT Accountable Property purchases, the requisitions must be submitted to CPO no later than August 30 to allow for enough time for the September 15 buys to occur. 
· Detailed procedures can be found at http://connectediis/ocfo/documents/co034.doc.
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