ARMY SPS CONOPS USER BULLETIN FY03-019

Subject: Buyer/Contract Specialist POC Information on Documents

Date: 11 Aug 2003

Applicability:  4.2 Increment 1

Background:
· This User Bulletin replaces the “Work Solution” Subject:  Buyer/Contract Specialist POC Information on Documents.

· This document should be used in conjunction with the procedures set forth in   the new User Bulletin dated, 4 August 2003 Subject: Changing the Issuing Office DODAAC  (Reference DFARS Case 2003-D005)
· PD2 does not place either the buyer/contract specialist name, telephone number, or email address on the award form.  If contract administration is performed locally, the following work solution can be used to place this information in the Admin By block of the form.  This process involves the creation of a "dummy" address using Organization Maintenance.  Due to the potential negative impact on the EDA process, sites should develop local policy ensuring the correct entry of these addresses in accordance with the following instructions.

How to include Buyer/Contract Specialist POC information on procurement instruments?

· Entering a new Address for Buyer POC Information

· Locate the Issuing Office address to which the Buyer/Contract Specialist is assigned, click on the Addresses tab, and click on New to begin the process of creating a new address.

· Street Address.  Enter Buyer/Contract Specialist name, telephone number, and email address.  

· City.  Enter the city name in this field.

· State.  Select the state in which the Buyer/Contract Specialist is located.

· DODAAD/UIC/DODAAN.  Enter your DODAAC in this field.

· Contracting Office Code.  Enter your DODAAC in this field. 

· Local Code.  This field can be completed or left blank.  The entry of a unique code in this field will eliminate the need for the user to scroll through all dummy addresses created for the Issuing Office, thereby making it easier for them to locate their own address.  The entry of a unique local code will provide the capability to search by Local Code and go directly to their own address.  Important: If a Local Code is entered, it must be unique and must not exceed 8 characters.  Failure to enter a unique Local Code may adversely affect the transmission of records to SPS-I interfaces.

· Approve the address.

· Including the Buyer/Contract Specialist POC Information on Procurement Instruments

· Select the address entered above in the Admin By block of the procurement instrument form.
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