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Scope of eProcurement System

Mandatory Functionality

e Vendor Registration & Communication
e Requisition/Workflow Management

e Solicitation Management

e Vendor Management

 Analysis & Reporting

e Tactical Sourcing

e Contract Management

Please note: the mandatory scope of the project is not for a Procure to Pay system



Operational Overview



Procurement Department

— Operations (Services, Supplies
& Equipment)
* Supply Management
— Specifications & Standards
— Coding Unit
* Purchasing

e Administrative Processing
— Purchase Order & Bid Unit
— Contracts
— Customer Service

— Public Works
e Capital Projects
e Advertising
* |nventory
* Surplus Property
* Inspections

— Concessions
* Revenue generating contracts

City Departments
— Purchasing staff at each
agency

— Delegated procurement
authority for certain
purchases

— Program SMEs are responsible
for development of
SOW/Requirements for
formal procurements




People — Operations

e Specifications & Standards Unit
— Specification writers function
— Build the specifications package for the bids

e Purchasing Unit
— Buyer function
— Build the bid package as a whole
— Review specifications (from vendor POV)

— Evaluate bids
— Award bids



People — Operations (cont)

 Supply Management
— Coding Unit
* Manages intake of new contract and commodity requests

e Administrative Processing

— Purchase Order/Bid Unit
e Edit & type bid and finalize for solicitation
e E-mail bid announcements
e Advertise bid
* Conduct public bid openings
* Process bids after bid opening
* Review and approval of purchase orders
— Contracts Unit
e Mail award letter
* Receive bond fee and insurance
e Conform contract with Law
e Renew and amend contracts
— Customer Service Unit
* Register vendors (LBE, Bid Announcements, etc.)
e General assistance with bids and contracts information
* Track bids that go to OEO (supplier diversity)



People — Public Works

e Capital Project Unit
— Review completed bid packages submitted by departments
— Advertise bid
— Attend pre-bid meetings and bid opening
— Review pre-qualification results prior to bid opening
— Process bids after bid opening
— Award bids
— Manage contract execution process after award
— Initiate purchase orders for all Public Works contracts

— Handle RFP and bidding process for Concession
Agreements



* Philadelphia Home Rule Charter (PHRC) &
Philadelphia Code (PC)

— Supplies, Services and Equipment; Construction &
Concessions
e Article VI, Chapter 5 (PHRC)
e Article VIII, Chapter 2 (PHRC)
e Title 17: Contracts and Procurement (PC)

e Various Executive Orders
e Procurement Department policies



Process

* Three Distinct Main Processes

— Commodities (Services, Supplies & Equipment)
e Processed by Procurement Department
e Contracts processed for up to 55 City departments
e All are ITB type bids that are low bid, non-negotiable

— Public Works (Capital Projects)
e Processed by Procurement Department

e Contracts processed for 5 main City departments (Public
Property, Airport, Water, Streets, L&l)

e All are ITB type bids that are low bid, non-negotiable
— Concession Contract Opportunities

e |ITB bids or RFPs (negotiable)
e Contracts processed for up to 55 City departments



Process

* Special Procurement Processes

— Small Purchases
e >S500 but <$32,000

— Sole Source/Sole Product

— Emergency Orders

— Confirming Orders

— Cooperative Contract Purchasing



Technology

e Special Procurement Enhancement & Evaluation
Database (SPEED)

— Homegrown, Access & SQL system

— Handles Requisition to Contract Conformance workflow
— Vendor Registration

— Captures supplier diversity information

— Used to interface with ADPICS (connection now broken)

e Advanced Purchasing & Inventory Control System
(ADPICS)

— Mainframe based

— Post award system of tracking contract & purchasing

— Captures commodity coding for purchases

— Interfaces with general ledger accounting system (FAMIS)



Technology

* Purchase Order Imaging System
— Imaged POs in the system

— All POs are then immediately available to departments
and distributed to vendors

 Data Warehouse
— Cognos reporting
— Reporting limited to 3 digit, high-level internal coding
schema
 Procurement Department Website (in process of
being upgraded)
— Currently, not very user friendly
— Difficult to navigate



Procurement SS&E Process Map

Bid Development

Process:
. . N . _ Bid is sent to _

Requisition received from = Technician researches and Requisition is reviewed Bid sent to QED
. ) , . , Procurement , . ,
initating department, develops specifications with and sent to Purchasing Customer Service (supplier diversity

logged & assigned departmental input Unit for processing ) review) and Bid Unit
Unit (PCS)

Time:;

| 1-3 Days | 2-6 weeks || 1-2 weeks 1-2 Days 1 Week
People:

| 3 1 I > a 2 2

Bid Posting and Award
Process:
Risk revi La

—> — Buyer reviews all bids — -1 Sk TEViEw, Law

Bid is posted to web and , , Bid Award to Contract Department and Blanket Purchase
_ {applicable bids sent to QEC . .
bid opens . Unit Commissioner Order
for evaluation) )
signature
Time: .
~» 2 Weeks (by charter) I—)\r 3 weeks to 1 month |=>| 2-4 weeks 4-10 Days 1 Day
People: )
o : - z > z 2 :
Total Time: 3-5 months




Public Works Process Map

Bid Development
Process:

Specifications
developed by

Operating Procurement reviews |—.

bid specification and

Reguisition received Schedule the bid

Sets-up L

advertisement & Attends pre-bid

Depﬂ.rtment and from Budget Office emails to department milestones advertis sid meeting
submitted to Budget
OHfice.
Time:
| 1-45 Days | | 5-10 Diays | | 2 Days | | 2-2 Days | 2 Days | | 1 Day |
*Ad nuns for 2 weeks mandated
People:
I 1 | | 1 | 1 | 1 I 3 | 1 |
Bid Evaluation
Process:
FPrequalification W ait on award
received and *Bid opens and Bid is Preliminary Bid tab is Wait on OEO Launch of official recommeadation
—d rEviewed. Approwved 3 reviewsd Ly 3] sent to Department 2= [(supplier diversity) > bid tab by I from Cept &
Bidder's List Procurement and OEO approval department Communicate with
generated Wendors
*Bid opening by controller takes 1 day
Time:
| 4-20 days | | 2 days | | 142 day | | 2-3 weeks | 20 mins | | 2 months |
People:
I 3 | | 5 | | 1 | | M2 I 2 | | 1 |
Bid Award
Process:
Send signed
Produce & send “Wendor returns Send paperwork to L contract to Copy of conformed|]
- - h . - Commissionsr Controllers’ - .
=3 award package to > paperwork to > law/Rizsk and await > o Py - g Dent: > contract is sent to
vendor procurement retwm signanire =Pl approve wemndor
Blanket purchase
order
Time:
| 1-2 Days | | 20 days | [ 1-4 weeks | | 1 Day | 2 wesks | [ 1 day |
People:
I 2 [ | A | 1 | | 2 I 4 | 1 |

Total Time: 7-9 months
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