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PD2 Standard Operating Procedure
Overview

Currently, the Evaluation Offer module in PD2 does not provide the required information for SAP.  Therefore the following processes will be utilized for all SAP orders over $2.5K.  Choose the appropriate scenario for your type of order:

Scenario One: Buyer Worksheet for ORAL Order:

1.   Open the folder containing the Purchase Request (PR) you are recording prices for.

2.   Highlight the PR

3.   Open the Procurement menu and select Attachment, New.  You will receive the following Create Attachment form:

[image: image1.png]Create Attachmel

atiachment Numer: | N60530-915 8.0V Tempiste Type: =
Atiachment Tie: Tempiete: =
- Status
@ open € Compited C Canceled
‘actian Pending [lane =
|- Saurce Document
Descripion.  Stoves & Refrigerators EREEIEID
Number. NBOS30-9198-BUDY Dolar Value Lini:
e —= Descripion
[Cortect
Neme:
— || tensmissintethos =
Organization
= Classification =
Phane: add





4.  Open the Template Type drop-down list box and select Simplified Acquisition.

5.   Open the Template drop-down list box and select Buyer Worksheet.  The Create Attachment form should look like this:
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Note that the Attachment Number is the number of the PR and that the Attachment Title is the name of the Template.

6.   Click OK.  The Buyer Worksheet will be presented as an Excel spreadsheet.

7.   Complete the form.  If additional CLIN/SUBCLIN pricing pages are needed, click on “Worksheet Cont.” (bottom left) to bring up an additional page for adding prices.

8.   If comments are desired/required, click on “Comments” (Bottom left) and type in the Vendor’s name and any comments you wish to add.

9.   When finished, open the File menu and select Exit.  Select Yes to Save Changes.

IMPORTANT:  To print the Buyer Worksheet, it is recommended that you open the attachment first and print from within Excel.  This way you can choose to print either the first sheet or the entire workbook (i.e., first sheet, second sheet and comments).

File the printed abstract sheet(s) in the hard copy file.

Scenario Two: Buyer Worksheet for Written Request for Quotations (RFQ):

1.  Open the folder containing the RFQ.

2.   Highlight the RFQ and do steps 3-9 listed in scenario one.

Pricing Memorandum for all orders over $2.5K

1.   Open the folder containing the PR (or RFQ if applicable).

2.   Highlight the PR or RFQ.

3.   Open the Procurement menu and select Attachment, New.

4.  Open the Template Type drop-down list box and select Simplified Acquisition.

5.  Open the Template drop-down list box and select Pricing Memorandum. 

6.   Click OK.  The Pricing Memorandum will be displayed in Word.

7.  Complete the form.  

a.  Put an ‘X’ in the blocks (boxes) that apply on how the prices were determined to be fair and reasonable.  If the blocks you have marked with an ‘X’ are fill-in or have a blank space, fill in the required information.

b.  If for an oral quote leave the Solicitation Number blank; otherwise, enter the solicitation number.

8.   When finished, open the File menu and select Exit.  Select Yes to Save Changes.

To print the Pricing Memorandum, highlight the attachment and click on the Printer icon in the toolbar.

File the printed pricing memo in the hard copy file.
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