SAP PROCUREMENT PROCESS

(SMALL PURCHASE)





















Customer identifies requirements, prepares purchase request and estimate and submits documents via fax, mail, hand carry, e-mail to FISC Technical Screening.  This is conducted both manually and electronically.





FISC Technical Screening reviews the requirement to determine if a new purchase is required.  If so, they broker the requirement to the responsible FISC Contracts division.  FISC Tech Screening inputs the requirement into SPS and forwards requirement to FISC Accounting for funding review and approval.  This is a electronic process.





FISC Accounting reviews funding to make sure that it is legal and forwards a signed purchase request to the customer and FISC Contracts.  This is an electronic process.





FISC Contracts receives (via fax, e-mail or telephone) and reviews multiple bids (if over $2,500) and makes an award decision.  If under $2,500, normally a supplier is selected without competing the requirement.  This process is conducted both manually and electronically.





A copy of the order is posted to EDA and financial data is transmitted to STARS (Navy Financial system) through the SPS system.  Also, Support Staff sends a signed copy of the contract to customer and supplier via e-mail, fax or mail.  This is an electronic process.





Supplier delivers supply or completes service and obtains acceptance from the customer. Usually obtaining acceptance is a manual process where the supplier has a delivery ticket signed by both the supplier and customer.








Supplier prepares invoice and attaches a copy of the delivery ticket and forwards to the customer’s accounts payable department.  This is a manual process.  (BPA call handled by FISC Support Staff.)





Customer’s accounts payable reviews the invoices, logs it into their systems and forwards the invoices for payment to DFAS (payment center).  This is a manual process.





DFAS reviews the invoices, contract documents (through EDA), and accounting data to make sure everything is correct.  If there are no problems, then they schedule the payment date (usually 30 days after invoice submission) to the supplier.  (Fee $26.25/payment).





Payment is made by a third party, J.P. Morgan via EFT.  (Fee approximately $6 per payment).  This is an electronic process.





FISC Contracts closes out contract upon payment confirmation.  This is an electronic process.





FISC Contracts determines which SAP contracting vehicle to utilize (i.e., purchase order, BPA, or imprest funds and third party drafts) and solicits bids.











