MARCH IS GOVERNMENTAL PURCHASING MONTH!
As Procurement Professionals, the month of March is an opportunity to promote what public purchasing is all about and how procurement is important to taxpayers, local businesses, and government.  Please use the information below as resources for ideas to successfully promote Purchasing Month within your agency and community!

Proclamation Samples:
· Commonwealth of Virginia Proclamation http://www.vagp.org/_docs/proclamation2012.pdf
· Sample Proclamation from Department of Motor Vehicles. 

[image: image1.emf]DMV Purchasing  Month Proclamation.pdf


Promoting Procurement: Below are just a few ideas on how to promote and celebrate Purchasing Month:
· Create a press release informing the media about Governmental Purchasing Month. 
· Host a Vendor Forum including information on how to do business with your agency.

· Host an “Open House” – DMV Purchasing Month Activities sample provided. 


[image: image2.emf]DMV Purchasing  Month Activities.doc


· Create a Newsletter – HRSD Newsletter sample provided.

[image: image3.emf]HRSD March  Newsletter.pdf


· Develop a Scavenger Hunt for your Agency Clients – HRSD sample provided.

[image: image4.emf]2010 Purchasing  Month Scavenger Hunt.docx


· NIGP also has a Governmental Purchasing Month Toolkit available at NIGP.org.[image: image5.png]
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The Contracts and Procurement (C&P) Office at the Virginia Department of Motor Vehicles (DMV) began preliminary planning for Purchasing Month in December 2009 with the bulk of the planning done in January and early February 2010.   


One of our three big events was an agency-wide "Swap Shop" where departments exchanged usable office supplies to be re-used by another department.  
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Swap Shop Saves Money 


The old adage "one man’s trash is another man’s treasure" couldn’t be more true as headquarters employees flooded the Contracts and Procurement (C&P) Swap Shop held on March 9. Employees shopped through tables filled with a variety of office supplies including pens, post-its, staples, Sharpies, tape dispensers, three-ring binders, folders and much more.  There were even coat racks, plants and printer cartridges. 
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As part of the March is Purchasing Month festivities, the C&P department hosted the second annual Swap Shop to share and distribute excess office supplies among administrations. "It was such a huge success last year, that we decided to bring it back again this year," said Nancy Davis, C&P Director. "Employees love it and what a great opportunity to save the agency money by recycling these supplies." 
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"The turnout was excellent," remarked Sharita Bryant, C&P Buyer and event organizer. "And, we had several items swapped that saved the agency a significant amount of money. For example, SSG donated a toner and drum worth $1,220 that went to the Online Dealer work center, Printing Services donated envelopes worth $270, and the Use Agreement work center donated classification folders worth $1,760 that went to LES.  These are real savings." 


The event also serves as a reminder for employees to only order what supplies they need and to return items that aren’t the right size, color or aren’t exactly what they ordered. "During these tough times, this is an easy way employees can contribute to agency savings," said Nancy. "And, with the ease of ordering office supplies and next day shipping, employees can order supplies as they need them to avoid stockpiling." 


The next big event was an "Open House" held in the department. Light refreshments were served.  A word puzzle, created by a member of the Contracts and Procurement department, was available for visitors to complete with the possibility of winning prizes donated by C&P staff.   Staff were available to answer questions and offered assistance.  All forms, including the DMV Pocket Purchasing Guide and a brochure on How To Do Business with DMV were updated to be ready in the month of March and were available for pickup during the Open House.  


The last big event was a Reverse Trade Show held at DMV.  Of 159 vendors contacted to participate in the reverse trade show, 76 or 48% participated by meeting with agency representatives. 21 agencies were invited to set up booths and 13 agencies or 62% participated.  Many positive comments were received among the 76 vendor companies attending.   
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In addition to the above, the Deputy Commissioner began the month with the announcement of purchasing month; training was offered on DMV Purchasing Policies; prepared announcements were made via the headquarters intercom system in advance of each of the planned events; announcements included "green purchasing" recommendations the week of St. Patrick's Day; and a "Green Purchasing Tips" paper was available during the Open House.


March is Purchasing Month Activities Review

2010


		Date

		Staff Lead

		Activity

		Progress/Outcome As of 2/4/10 meeting



		March 1

		Nancy

		Announce March is Purchasing Month Activities

		Intercom announcement was made on 3/1 and ALL-DMV email by David done on 3/2. 



		Daily & once per week

		Vanessa


Bob

		“Did You Know…?” statements will be used for All-DMV announcements about DMV Purchasing.  

		1 voice announcement in mornings according to the schedule sent to Jean Patton.  






		March 8

		Sharita


Vanessa


Glenda

		Excess and reusable office supplies were dropped off in Room 119 between 2:00 and 4:00 p.m.

		C&P team received & set up the room with all tables and surfaces covered with usable but excess office supplies from departments.



		March 9



		Sharita


Vanessa


Glenda

		A very successful “Swap Shop” was held in Room 119 between 10:00 - 12:00 to encourage use and re-use of office supplies from departments. 

		Scheduled and held in room 119 with many products shared with other administrations making re-use and re-cycle the theme of the day.



		March 15-19

		Nancy

		From some of the “Green Tips” provided by Vanessa, morning announcements were made during St. Patrick’s Day week.

		Green Tips Announcements sent to Jean Patton for morning announcements via intercom.  



		March 23

		Jackie

Carrie

		An “Open House” was held in C&P where we invited DMV staff to come by and ask about DMV purchasing.  


A Poster was designed and printed for the Open House and to announce Purchasing Month.

		1:00 – 3:00 a meet & greet was held in C&P with opportunities for clients to:


· Get eVA assistance and training


· Complete our word puzzle & win prizes


· Pick up a pocket purchasing guide 

Pick up “Green Tips” paper.






		March 24

		Nancy

		Joan Silver: Participate in Fairfax North Managers Meeting 

		Held a virtual Procurement 101 class since there was a change in travel plans to NOVA the morning of the meeting.  Training materials were sent and the training was conducted via phone on DMV purchasing policies.



		March 25

		Sharita


Vanessa

		SWAM Vendor outreach event - held from 10:00- 12:00 on 3/25 in the cafeteria.

		Of 159 vendors contacted to participate in the reverse trade show, 76 or 48% participated by meeting with agency representatives. 21 agencies were invited to set up booths and 13 agencies or 62% participated.






_1362213782.pdf


 


 


The procurement group is 
pleased to celebrate March as 
National Purchasing Month. 
In recognition of the impor-
tance of procurement and ma-
terials management profes-
sionals’ role in the public sec-
tor, Virginia’s Governor 
McDonnell has issued a proc-
lamation declaring March 
2010 as Purchasing Month. 


Procurement and materials 
management professionals 
across the country make im-
portant contributions to the 
quality, efficiency, and profit-
ability of small and large or-
ganizations and businesses in 
public and private sectors 
across the United States. Na-
tionally, procurement profes-
sionals are responsible for 
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Protect Yourself - Allow Procurement 
to Sign Contracts  


By personally signing a document 
committing HRSD funds, employ-
ees may unintentionally put them-
selves in a position of liability for 
anything that goes wrong with the 
transaction. Any document that 
supports a requisition or purchase 
order for any product or service 
should be forwarded to the Pro-
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managing and monitoring billions of dollars' worth of goods and services every year, which 
directly influences the U.S. economy. 


During these difficult economic times, it is critical that we in the Procurement Division 
work in partnership with Clients and Suppliers to deliver the very highest quality of goods 
and services to Clients and Suppliers. We believe that 
our core strength lies within our opportunities to be a 
part of our client’s successes. Our core philosophy is 
to provide excellent service to our Clients.  


We are committed to providing the necessary re-
sources that establish a foundation in supporting 
HRSD's mission to protect public health and the wa-
ters of Hampton Roads by treating wastewater effec-
tively.  
 


We strive to join with vendors and HRSD depart-
ments to secure quality goods and services in a timely 
manner and at a reasonable cost while ensuring that 
all purchasing actions are conducted fairly and im-
partially. 
 


We believe a strong commitment to providing excel-
lent service to our clients is vital for our success and 
that the following values are essential to our success:  
 


Strategic business partnering - We believe that our strength lies in our professional 
relationships between HRSD and the business community and are based upon us under-
standing our client's business needs and then planning, implementing and managing the 
best contracts. We embrace the highest ethical standards of our profession and model ethi-
cal conduct to our clients, our colleagues and our peers.  
 
Innovation - We value creativity and innovation in developing and providing successful 
solutions. We are committed to seeking more efficient and effective ways of conducting our 
business. 
 
Open access to procurement opportunities and information - We value our busi-
ness partners and believe in the practice of free and open competition. We are committed 
to ensure fair, non-discriminatory and complete process based on the highest ethical stan-
dards in our profession. 
 
Accurate and timely information - We believe that timely and accurate information is 
crucial to business decisions within HRSD and the business community. 
 
Thank you all! 


JR Cannon 


Chief of Procurement 
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curement Division.  The Chief of Procurement, JR Cannon, will review the contract 
for appropriate language, make changes as needed, and sign and return the con-
tract to the vendor along with the purchase order.  Such documents include con-
tracts, agreements, memorandums of understanding (MOU), memorandums of 
agreement (MOA), insertion orders, and purchase orders.  


Amy Bevins 


Procurement Specialist 


(Continued from page 1) 


Page 3 


When contracting with vendors using the P-Card, please remember the  require-
ments for insurance.  Contractors performing work on any HRSD site must have a 
Certificate of Insurance (COI) on file. Vendors who perform standard services such 
as maintenance or installation are required to have comprehensive general and 
automobile liability insurance with minimum limits of at least $500,000 each oc-
currence and $100,000 Workers Compensation and Employers’ Liability. HRSD 
must be named as the Certificate Holder and as additional insured under general 
liability in respect to the work performed. 
 
For questions or concerns, please contact the Procurement Division 
at askprocurement@hrsd.com.  


Vendors Must Submit Insurance Documentation 
before Start of Work  



mailto:askprocurement@hrsd.com.�





Think Green, Drink Clean:   


Filtered Water System Service Coming Soon! 
By: Linda Wade 


Procurement Analyst 


An exciting new green initiative is underway at HRSD.  Planning is in the works to transi-
tion from bottled water service to filtered water system service effective July 1st.  Filtered 
water systems provide high quality water at a substantially reduced cost compared to the 
use of traditional bottled water service. The dispenser units look similar to our current 
bottled water dispensers except the unit is connected directly to the city water source 
eliminating the need for plastic bottles to store water. Several benefits of filtered water 
system service include: 


 
 
HRSD’s current bottled water service contract will end June 30th and the new filtered wa-
ter system service contract will begin July 1st. Procurement will be in touch with you soon 
to discuss your work center’s needs. HRSD requirements will be consolidated into one bid 
to achieve the best cost savings and contract arrangement. Procurement will coordinate 
your required plumbing needs, provide details for transitioning between contracts, and 
arrange for the surplus sale of HRSD owned bottled water dispensers and related accesso-
ries. Procurement is excited to implement this new HRSD green initiative and we look for-
ward to working with you soon! 


  


High quality, great tasting filtered water. Regulated city water is monitored more closely 
for quality than bottled water. 


 


A sealed water reservoir prevents contamination and transfer of germs. The dispenser is 
connected directly to your city water source. 


 


Elimination of concerns related to refilled water bottles. How clean is that bottle? 


 


Convenience of use. You will no longer need to order and store bottles of water. Say good-
bye to those space hogging bottles and storage racks! 


 


Elimination of employee injuries caused by handling heavy 5-gallon bottles. 


 


No more carpet stains caused by leaking or dropped water bottles. 


 


Cost savings to HRSD. 


 


Helps the environment. Reduces plastic waste created by the use of storage bottles. 
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The Benefits 


 Use water wisely by watering your garden with free water collected from your 
roof.  


 Rain water is great for plants.  
 Connect a soaker hose to your barrel, a great way to water shallow rooted 


plants such as rhododendrons.  
 Use your rain barrel in areas where you may not have a convenient spigot. 


Near your compost pile is a good idea to keep it as wet as a wrung-out sponge, 
promoting the composting process during the dryer months of summer.  


 Rain water is usually soft and free of dissolved minerals. This untreated water 
is great for your indoor plants, your garden and lawn, or washing your car. 


 
Tips for using your rain barrel 


 Do not use collected water for drinking, cooking or bathing.  
 Keep the lid secure so children or animals cannot fall into the barrel.  
 Disconnect the barrel during the winter to avoid constant overflow during the 


rainiest months. Attach it in the early spring to fill it for use.  
 Most recycled barrels need to be cleaned before first use.  
 If a moss killer has been used on the roof let a couple of rainfall events go by 


before collecting the roof runoff.  
 Elevate your rain barrel slightly to make access to the spigot easier.  
 The screened louver vent will prevent mosquitoes from breeding in your barrel.  
 Consider joining multiple barrels for additional capacity! 


Some tips for making your barrel 


 55-gallon food grade quality recycled barrel.  
 Install an overflow at the top. This is an important feature. A full barrel has the 


potential to spill additional water over the top and may cause localized erosion.  
 Consider attaching the overflow to the downspout with a valve. Simply turn the 


valve off when the barrel is full and redirecting the runoff back into the down-
spout.  


 As an alternative to the spigot on the diagram, purchase a spigot with a 
threaded nipple and simply twist it into the 1” hole. 
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Rain Barrels 
How they can help you GO GREEN! 


Jaimee Brown 


Administrative Coordinator 







Step 1 
 Use a 6" hole saw, a saber saw, a keyhole saw or a drywall saw 
to cut a perfectly round 6” hole on the top of your barrel.  
 Drill two holes with a 29/32” drill bit, one towards the top for 
an overflow and one towards the bottom of the barrel for the fau-
cet.  
 Next use a 3/4" NPT pipe tap and twist it into the upper 
29/32" hole, then untwist the tap and back it out of the hole, then 
repeat the same process for the lower 29/32" hole.  
 Rinse your barrel out thoroughly, as it previously had a food 
product in it. Avoid using bleach, as it is environmentally harmful 
in the storm drains. For an environmentally safe soap solution 
use 2 teaspoons of castile soap and 2 teaspoons of vinegar or 
lemon juice for every gallon of water used to clean your barrel. 


Step 2 


 Twist in the threaded side of the hose adapter into the 3/4" 
threaded hole towards the top of the barrel.  


 Prepare the threaded side of the brass faucet by:  


 Wrapping it tightly with Teflon tape, make four or five rota-
tions until all the threads are covered; or  


 Applying a thin ribbon of Kitchen and Bath All Purpose Ad-
hesive Caulk, or similar sealant. 


 Twist in the threaded and now prepared end of the faucet 
into the 3/4" threaded hole towards the bottom of the barrel. 


Step 3  


 Cover the 6" hole in the top by placing the 6" louvered screen 
onto the barrel with the louvered side up and the screen side 
down.  


 Slide a hose onto the hose adapter at the top of barrel to di-
rect the overflow water away from your home.  


 Place two cinder blocks under the selected downspout and 
place the barrel on this raised base.  


 Cut your downspout about 4" above the top of the barrel, add 
an elbow, and make any final adjustments to the base and bar-
rel.  


 Add a hose on the faucet or keep it available to fill a water-
ing can.  


ENJOY YOUR RAIN BARREL! 


Make your own , here’s how!!!!!!!! 
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More than a decade after becoming mainstream, P-Cards remain a key component of 
a successful small purchase program. 


A Successful P-Card program: 


 Allows HRSD to earn money in the way of rebates 


 The more we use the card the higher the rebate 


 Empowers employees to make their own procurement decisions 


 Provides clearer reports of how your money is being spent 


 Reduces cycle time of purchasing transactions 


 Reduces the number of supplier invoices 


 Streamlines workflows 


 Improves supplier relations as suppliers receive payment within 2-5 days 
 
Last year HRSD earned over $64,000.00 in rebates.  If you ever have any recommenda-
tions for improvement of the P-Card program, please contact Amy Murphy 
at amurphy@hrsd.com 


Page 7 


P-Cards 


8 Tips for a Productive Meeting 


1.      Make sure the meeting has clear and stated purpose. 


2.      Write an agenda to organize the goals of the meeting. 


3.      Limit the length of your meeting. 


4.      Invite only people who can contribute to the meeting. 


5.      Follow the agenda. 


6.      Consider the use of a facilitator. 


7.      Summarize the meeting at the end. 


8.      Publish the meeting minutes within 24 hours 



mailto:amurphy@hrsd.com�





Need Help? 


April Cooke Procurement Assistant, Part-time     757-318-4324 
Purchase Order transfers; Solicitation Postings; Materials, Repairs and Operations (MROs) pur-
chases; Materials Management - Surplus Property; Change Order Worksheets; Fuel Pricing 
Jaimee Brown Administrative Coordinator     757-460-7095 
Contract Administration; Certificates of Insurance; Tax Exempt Certificates; Materials, Repairs 
and Operations (MROs) purchases; Materials Management - Surplus Property; Change Order 
Worksheets 
Crystal Rawls Procurement Coordinator     757-460-7314 
Web-based, automated procurement system (BuySpeed Online); Development, testing, installa-
tion and implementation of upgrades to BuySpeed Online; Vendor / Contractor Management Pro-
gram; Oversees HRSD’s Surplus Property Program; Materials, Repairs and Operations (MROs) 
purchases; Timekeeping; Division reports, Shared Directories; SharePoint Site; Support for Diver-
sity Procurement Program 
Amy Bevins Procurement Specialist     757-460-7313 
Supports the following client groups: 
Human Resources, Facility Support, Machine Shop, NS Automotive, Physical Plant Maintenance, 
SS Automotive, Chesapeake-Elizabeth Plant, Director Of Operations, NS Treatment, Treatment 
Residual, Safety, SS Treatment, Virginia Initiative Plant, Pretreatment & Pollution Prevention, 
Pretreatment & Pollution Prevention Services Building, NS Pretreatment & Pollution Prevention, 
Water Reuse, Director Of Water Quality, Procurement  
Dominique Solano Procurement Specialist     757-460-7316 
Uniforms Contract and supports the following Client groups: 
Electrical Shop, Engineering Admin, Design & Construction, Director Of Engineering, Planning & 
Analysis, Customer Information Services, Compliance Assurance, Communications, General Man-
agement, NS Operations, SS Operations, Army Base Plant, Atlantic Plant, Nansemond Plant, 
Small Communities, Williamsburg Plant, Central Environmental Laboratory  
Amy Murphy Procurement Specialist     757-460-7312 
ProCard Administration, and supports the following Client groups: 
Geographic Information, Systems, Accounting, Accounts Payable, Director Of Finance, Informa-
tion Technologies, Interceptor Engineering Services, Reliability, Boat Harbor Plant, James River 
Plant, York River Plant, Technical Services, TSD Services Building  
Linda Wade Procurement Analyst     757-460-7311 
Highly technical and complex procurements; Analyzing internal procurement processes; 
Developing and implementing procurement training programs; Conducting individual 
and group training sessions; Studying trends and researching market conditions, Pricing 
Forecast; Chemical Contracts 


JR Cannon Chief of Procurement     757-460-7310 







 


        PURCHASING MONTH PUZZLE  


Z K B E L X A D Q D N B P A  


I F R B D B Y B I E H E G U  


D E I F I T R E C U Y A I W  


R Z L K L F A R J K G R N W  


G N O I T A C I F I C E P S  


I F F C R P R Y S D Z Y C G  


E V S O E Y E L G R N U A A  


M F W N Q K S K N O E B R R  


F G S T U S A E M V P D D Y  


Y D C R E K H E P F R R R U  


Q I I A S S C W M S H M O O  


X B H C T T R Y Z S A P C M  


F J T T U S U U R V N P P F  


B C E F H P P B Y E K Y S H  
 


BID         NIGP   BUYER  


ORDERS        BUYWEEKLY  PCARD  


CERTIFIED               PURCHASER       CONTRACT  


REQUEST         ETHICS   RFP  


GOPRO         SPECIFICATION  


Procurement Division 
5701 Thurston Ave., Ste 100 
Virginia Beach, VA 23455 
OR 
P.O. Box 5913 
Virginia Beach, VA 23471-0913 
 
Phone: 757-460-7318 
Fax: 757-460-7824 
General Email: 
AskProcurement@hrsd.com 
BuySpeed Help: 
BSOHelpdesk@hrsd.com 


Spend wisely, reform bad habits, and do 
our business in the light of day 


        
  


        
SharePoint:   http://portal.hrsd.com/Finance/Procurement/default.aspx 


        
Web:  http://www.hrsd.com/procurement.htm 


   
      


We’re on SharePoint and the Web!     



http://portal.hrsd.com/Finance/Procurement/default.aspx�
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[image: ]March is Purchasing Month

We are celebrating with a

SCAVENGER HUNT!!!!!!!!!!

(Please notate contest rules at the bottom of the page)



Listed below are 15 items that you need to collect and present to Jaimee Brown by COB on Wednesday, March 31st.  Everyone who participates will win a prize.  



1. $50 (or more) Receipt from your favorite grocery store

2. A Purchasing Magazine

3. Write the “Vision of the Virginia Beach Minority Business Council” (Online) 

4. Receipt for a personal lunch purchase in the previous year

5. Notice of Award posting

6. Who is the VAGP President Elect? (www.vagp.org)

7. Public purchasing online article (print out)

8. Candy that starts with the letter “P”

9. 3 Web sites pertaining to purchasing, cannot be local or state related (Print out)

10. Solicitation bid advertisement

11. Purchasing job description

12. Obtain a business card from the Chief of Procurement

13. March is Purchasing Month HRSD Newsletter

14. What is the NIGP National President’s last name? 

15. Name 3 Supply Contracts that support all of HRSD



RULES:

Teams cannot be used

You cannot collect multiple items for other participants

You can ask a Procurement staff member for assistance

HAVE FUN!
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