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Mark Parkinson, Governor

—
K A N s A s Chris Howe, Director

DEPARTMENT OF ADMINISTRATION http://da.ks.gov/purch





March 19, 2010
DIVISION OF PURCHASES MEMORANDUM 118
SUBJECT:  
Schedule for Submission of Purchase Requisitions and Agency Contracts 



to Close Fiscal Year 2010 and begin Fiscal Year 2011
Please note:  The transition from STARS to the SMART Financial Management System and the correlating training requirements will significantly affect end of FY2010 deadlines.  Please monitor any outstanding transactions carefully.

I.
GENERAL INFORMATION
To allow the Division of Purchases sufficient lead time for processing Purchase Requisitions funded from the current fiscal year appropriations, all agencies are expected to comply with the submission schedule outlined below.

Because the submission schedule provides only minimal processing time, agencies are urged to submit requisitions as far ahead of schedule as possible, especially if the transaction is complex in nature.  Also, agencies are urged to establish internal procedures for timely submission of other requisitions for deadline dates.

Exceptions or deviations from the schedule will require justification by the agency head and approval by the Director of Purchases.

II.
VEHICLES
Policies for the procurement of Replacement Vehicles can be found at the following web sites:

General Vehicle Information Website

http://da.ks.gov/fm/cmp/information/vehicle.htm
Vehicle Acquisition
Vehicle Management Process Review   [PowerPoint document]

http://da.ks.gov/fm/cmp/information/transition/vehicleaquisition/vehiclemanagementprocessreview.ppt

Vehicle Acquisition Checklist   [MS Word format]

http://da.ks.gov/fm/cmp/information/transition/vehicleaquisition/vehicleacquisitionchecklist.doc

Vehicle Purchase Request Form   [MS Excel format]
http://da.ks.gov/fm/cmp/information/transition/vehicleaquisition/vehiclepurchaserequestform.xls
Due to the vehicle manufacturers’ practice of establishing deadlines for ordering 2010 vehicle models, the Division of Purchases may be unable to process bids and obtain the usual competitive pricing at this time.  Contact John Lowe at 785-296-3126 if you have questions.
Additional information can be found in the current Vehicles Contract:

http://www.da.ks.gov/purch/Contracts/ContractData/11571.doc
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III.
CONTRACTUAL AGREEMENTS

Any new agreement for which a Form DA-146 (Contract Cover Sheet) is required, and is to be charged against Fiscal Year 2010 funds, should be submitted by Friday, May 21, 2010.  In the event competitive bids are required, immediate submission is requested.

FY11 Contracts will be processed in SMART.
IV.
GENERAL REQUIREMENTS
In considering when to submit transactions described below, please consider the amount of time it might take to review bid documents, negotiate with RFP respondents, and to prepare Purchase Order documents.
A.
If your agency intends to utilize the Request for Proposal (RFP) Negotiated Procurement process for an FY09 transaction, submit the purchase requisition by the close of business, Thursday, April 8, 2010
B. If the amount of a purchase is estimated to exceed fifty thousand dollars ($50,000), submit the purchase requisition by the close of business, Thursday, April 29, 2010.  

C. If the amount of a purchase is estimated to be less than fifty thousand dollars ($50,000) submit the purchase requisition by the close of business, Tuesday, May 18, 2010.
D.
Exceptions or deviations from this schedule will require written justification from agency procurement personnel and approval by the Director of Purchases.

V.
CONSTRUCTION OR MAJOR REPAIRS AND IMPROVEMENTS
On any project financed with funds which lapse on June 30, 2010, preliminary work on plans and specifications should be started immediately so bids can be issued and submitted for advertising prior to or not later than the close of business Wednesday, April 21, 2010.  In the event a Purchase Requisition (PR) has not yet been processed, it should be initiated immediately.

VI.
CONFIRMATION ORDERS
Requisitions for confirmation orders resulting from authorized direct or emergency purchases will be accepted until Tuesday, June 23, 2010.  However, these requisitions must be accompanied by invoices dated not later than June 30, 2010, as they will be processed with Fiscal Year 2010 transactions.

VII.
DROP-DEAD DATE:  Our ability to access STARS will be significantly minimized on June 29, 2010.  All FY10 transactions must be evaluated and returned to the Division of Purchases with sufficient time to all our staff to prepare Purchase Orders.  As we approach the end of June, please keep in close contact with the Division of Purchases if this deadline appears to  present any problems.
SCHEDULE FOR FISCAL YEAR 2011 PROCUREMENTS
GENERAL REQUIREMENTS
Purchase Requisitions for items chargeable to Fiscal Year 2011 funds, will be accepted immediately, however, there may be a delay in processing these requisitions because transactions for Fiscal Year 2010 will be given priority.

All Fiscal Year 2011 Purchase Requisitions submitted before July 1 must carry proper SMART Fund and Account Codes and clearly be identified as Fiscal Year 2011 requisitions.

Please remember, we will be unable to encumber new Fiscal Year obligations in SMART before July 1, and this office will be unable to produce and/or release Purchase Orders until the SMART system is up and running.
Chris Howe

Director of Purchases

