Prepare/Complete IDIQ, BOA and BPA Contract Documents - Overview

Effective Date:  03/29/02

Approver:  Veronica Yates

	Activity Description:

	This activity encompasses the final preparation of contractual documents, as well as all supporting documentation, which reflect the agreement between the two parties. Types of contractual documents include Indefinite Delivery Indefinite Quantity (IDIQ), Basic Ordering Agreements (BOA), and Blanket Purchase Agreements (BPA).

	
	

	Who Performs:

	Buyer

	
	

	Department/Function:

	Procurement

	
	

	When Performed:

	After selection of the successful vendor


Process Steps:

1. After completion of evaluation and selection of the successful vendor, the buyer determines the appropriate type of contractual document for award.

2. Contractual information (e.g., line-items, descriptions, accounting information, costs, fees, total amounts, delivery information and various templates for clauses/attachments) is entered into the SAP system.

3. The remaining portions of the contract (e.g., terms and conditions, statement of work, attachments) are prepared outside the SAP system.

4. The complete contractual document consists of the SAP contract and the attached terms and conditions document that was created outside of SAP.

5. The document is routed for approval and then is signed (executed) by both the vendor and contracting officer in the case of a bilateral document, or by the contracting officer only in the case of a unilateral document.

6. The document is distributed to the vendor and other interested parties after execution by the contracting officer.
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Activity:  Prepare/Complete IDIQ, BOA, and BPA Contract Documents

Effective Date:  03/29/02

Approver:  Veronica Yates

Before the SAP R/3 session:

Verify that the successful vendor is loaded in the SAP system.

During the SAP R/3 session:

I.  Prepare/Complete Contractual Documents for IDIQ Contracts, BOAs and BPAs  (Initial Information).

SCREEN:  SAP Easy Access

1. Use Menu Path:

· Logistics

· Materials Management

· Purchasing

· Outline Agreement

· Contract

· Create

or use transaction code ME31.
SCREEN:   Create Outline Agreement: Initial Screen 

2. Enter Vendor.  

3. Enter Agreement Type. 

4. Enter Agreement.  

Note:  The Agreement number is not system generated and therefore needs to be entered in accordance with the format prescribed in the NASA FAR Supplement (NFS) Subpart 1804.71--Uniform Acquisition Instrument Identification.

5. Enter Purch. Organization.  

Note:  NASA CCI contract documents must be assigned to POrg “NASA” to enable all centers to use them.  Non-CCI documents should be assigned to the POrg of the creating center.

6. Enter Purchasing Group. 

7. Enter Item Category.  

8. Enter Acct Assignment Cat.  Always use account assignment “U”.

9. Enter Plant or leave blank for NASA CCI contracts.  

Note:  The Plant and Storage Location fields on NASA CCI contract documents are blank to enable all centers to use them.  

10. Enter Material Group.

Note:  “Supplies” material groups are numeric while “Services” material groups are alpha.

11. Click <Enter>.

II.  Prepare/Complete Contractual Documents for IDIQ Contracts, BOAs and BPAs  (Header Information).

SCREEN:   Create Contract: Header Data

1. Enter Validity Start Date.  

2. Enter Validity End Date.  

3. Enter Target Value.  Enter the maximum amount of the contract.

4. Enter Salesperson.  Enter the name of the individual who signed the vendor offer or provided the quote.

Note:  If an RFQ was not created for this IDIQ/BOA/BPA, the Salesperson field will not be available for data entry and can be omitted.

5. Enter Contract Type.  

6. Enter data in any other applicable fields (e.g., Incoterms, <Header Text>)

Note:  The fields for Current Contract Value and Potential Contract Value are calculated based on information provided in the Total Value and Unexercised Option fields entered in accordance with Procedure IX, Steps 11 through 14, below.

7. Click <Enter>.

III.  Prepare/Complete Contractual Documents for IDIQ Contracts, BOAs and BPAs  (Item Overview).

SCREEN:   Create Contract: Item Overview

1. Enter Item Category.   

2. Enter Short Text.  Enter the description of the item.

3. Enter Target Quantity.  Enter the maximum quantity of the contract.

4. Enter Order Unit.  

5. Enter Net Price.  Enter the unit price.

6. Enter Material Group.  

7. If entering more Procurement Line Items (PLI), press <Tab> to go to next line item, or use Mouse to move the cursor to Item Category to start entry for next PLI, then proceed from step 1 through 6 above.

8. Click <Enter>.

Note:  The following screen will automatically pop-up if any of the line items specified above are service items (item category code D).  Complete Step 9.a. through 9.f.  for services.

SCREEN:   Service Specifications:  Contract Specs. For Item Maintain

9. Service Sub-line Items:  

a. Enter Short Text.  Enter description of the service sub-line item. 

b. Enter Quantity.  

c. Enter Unit of Measure.  

d. Enter Gross Price.  Enter the Unit Price for the service sub-line item.

e. If entering more Service sub-line items, press <Tab> to go to next line item, or use Mouse to move the cursor to Short Text to start entry for next Service sub-line item, then proceed from step 11 through 14 above.

f. Click <Back> to display services sub-line entry window for remaining service line items or if complete, the Item Overview screen will be displayed.

SCREEN:   Create Contract: Item Overview

10. Select (highlight) a line item and click <Item Details>.

SCREEN:   Create Contract: Item 000XX

11. Enter Total Value.  Enter the value of the line item.

12. Check Unexercised Option, if applicable.

13. Enter any additional fields, as applicable (e.g. <Item Texts>, <Delivery Address>).

14. Click <Back>. Repeat steps 10 through 14 for each PLI.

15. Click <Save>.  

Note:  A Message box at bottom of window will indicate that the contract has been created.

Note:  The award of an IDIQ, BOA or BPA does not result in the obligation of funds.  Obligation of the minimum requirement on an IDIQ contract must be done through issuance of the first Delivery Order under that contract.  Go to Prepare/Complete Obligating Contractual Documents Overview.

IV.  Prepare/Complete Contractual Documents for IDIQ Contracts, BOAs and BPAs  (Attachments).

SCREEN:   Create Outline Agreement:  Initial Screen

1. From the main menu, select Outline Agreement/Change.

SCREEN:  Change Contract:  Initial Screen
2. The just created document number should default in Agreement.  If not, enter the number of the agreement.

3. Click <Enter>. 
Note:  This will open the IDIQ/BOA/BPA screen in the change mode.

SCREEN:   Change Contract:  Item Overview

4. Click <Services for Object>.

5. Select Create/Create Attachment from menu.

DIALOG BOX:  Open
6. Enter file name and location where attachment is saved.

7. Click <Open>.

Note:  Message box at bottom of window will indicate Service ‘Create attachment’ is started.  

Note:  It is not necessary to <Save> to attach documents.  Once step 7 has been completed, the document is attached and must be deleted to be unattached.

Note:  Templates have been created that include contract clauses for acquisitions issued pursuant to simplified acquisition procedures, and for grants and cooperative agreements.  These templates will automatically be included in the SAP document after the line item information.  For all other types of obligating documents, contract clauses and additional terms and conditions will need to be attached separately using the procedures above.

8. Repeat steps 4 through 7 until all attachments have been included.

SCREEN:   Change Contract:  Item Overview

9. Click <Services for Object>.

10. Select Attachment List from menu.   

DIALOG BOX:  Service:  Attachment List

11. Review displayed list to ensure that all attachments have been incorporated.

12. Click <Close>.

V.  Distribute Contractual Documents for IDIQ Contracts, BOAs and BPAs.

SCREEN:  SAP Easy Access

1. Use Menu Path:

· Logistics

· Materials Management

· Purchasing

· Outline Agreement

· Contract

· Change

or use transaction code ME32.

SCREEN:  Change Contract: Initial Screen

2. Enter Agreement.  Enter number of document to be distributed or select from drop-down menu.  

Note:  To use the search criteria in the drop down menu, proceed in the following manner:  After clicking the drop down arrow, select the tab that identifies the type of search desired (e.g., Purchasing Documents by Vendor) and enter any applicable limiting criteria on the tab.  Click the <Enter> and a list of documents numbers meeting the selection criteria will be displayed.  Select the desired document number and click the <Enter> and the document number will be entered in Agreement.

3. Click <Enter>.

DIALOG BOX:  Information

4. Message box indicates that releases already affected are liable to be reset.  Click <Enter>.

SCREEN:  Change Contract: Item Overview

5. Click <Messages> from Document Toolbar Menu.

SCREEN:   Change Contract: Output

6. Select Output Type.  

7. Select Medium.   

Note:  Typical selections will be “Print Output” for a printed document, “fax” to send a facsimile copy to a recipient, and “external send” to send an e-mail version.

8. Click <Communication Method> from Toolbar.

9. Enter appropriate information (e.g. printer destination, fax number).

10. Check <Print Immediately> checkbox.

11. Click <Enter>.

12. Click <Back>.

SCREEN:  Change Contract: Item Overview

13. Click <Save>.

After the SAP R/3 session:

The document will require approval through the workflow system prior to being released. 

