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PURCHASING DEPARTMENT

In accordance with Illinois Compiled Statutes, Chapter 70, Section 2605/11.17 entitled the "Purchasing Act for the Metropolitan Water Reclamation District of Greater Chicago," the Purchasing Agent respectfully submits to the Board of Commissioners this annual report describing the activities of her office for the year 2007.
RESPONSIBILITIES

The Purchasing Department is charged with the responsibility for procurement of all materials and services that are used by the Metropolitan Water Reclamation District of Greater Chicago. The “Purchasing Act” for The Metropolitan Water Reclamation District of Greater Chicago delineates both the authority and operating regulations.  This Act outlines the duties and responsibilities of the Purchasing Agent in the various areas of purchasing supplies and services, requesting and receiving bids, determination of control, operation of storerooms, disposal of obsolete, surplus and unusable material, and quality of materials.

Potential purchase orders or contracts exceeding $10,000 in value are opened in public in the form of sealed bids on a scheduled weekly basis after formal advertisement.  These types of agreements are called formal contracts.  All purchase orders or contracts of $10,000 or less, or informal bids, are let in the open competitive market, by solicitation of bids.  Informal bids are opened on a daily basis.

The Purchasing Department’s 2007 staff totals seventy (70) positions, with which to fulfill the duties and responsibilities of the “Purchasing Act”.

The department is composed of four (4) Divisions: Administrative -- three (3) positions;  Inventory Control  -- eight (8) positions; Acquisition – twenty-one (21) positions;  and Stores and Inventory – thirty-eight (38) positions.  
Each Division Head, in addition to supervising the functions of their respective division, is a member of the Purchasing Agent’s staff.

The four (4) Divisions work together closely, as each one of its members is dependent on information supplied by the others.
ADMINISTRATIVE DIVISION
The Administrative Division is composed of the Purchasing Agent and two (2) Secretaries to the Officer.  The Purchasing Agent supervises the administration of all functions of the Purchasing Department: buying, inventory control, and storage.  She is also the Chairman of the Board of Standardization that meets on a tri-monthly basis.  The Administrative Division has the responsibility for the coordination, preparation and management of the departmental budget totaling $8,983,600                                                                                                                                                                          for 2007; administration of issues relating to personnel, supervision of the computer operation, and collection of revenues from the sale of obsolete, used and surplus materials.   
INVENTORY CONTROL DIVISION         
The Inventory Control Division has a staff of eight (8) employees and is managed by the Materials Planning Administrator.   This position is supported by one (1) Materials Planning Supervisor, one (1) Senior Materials Planner and five (5) Materials Planners.  They are supported by an on-line computerized inventory database system providing instant access to all pertinent inventory data.   Inventory Control personnel identify, catalog and maintain commodity standards, ensure inventory data integrity, effectively balance supply and demand requirements, and effect improvements in systems applications.

Inventory Control personnel assigned to the storeroom locations are responsible for physical count verification using a daily cycle counting technique to reconcile differences between inventory records and physical counts.  Personnel also update stock locations, material master numbers and material descriptions.
The Inventory Review Board is chaired by the Materials Planning Administrator.  The purpose of the Board is:

· To maintain inventory policies for M&O ordered spare parts that balances an acceptable level of inventory investment while providing a high level of service to operating departments;
· To transfer items purchased and consumed on a regular basis to inventory of Purchasing at the recommendation of the Inventory Review Board;
· To manage spare parts inventory by providing a link with the MRP controller within the SAP inventory module and Mainsaver;
· To review reorder points and maximum stock levels to maintain spare parts inventory in a cost-effective manner consistent with best business practices and MWRDGC’s mission statement and operational goals; 
· To identify and dispose of obsolete and surplus spare parts in a timely manner;
· To identify and consolidate duplicate spare parts inventory.
ACQUISITION DIVISION
The Acquisition Division, managed by the Assistant Purchasing Agent, is responsible for the processing of all requests for goods and/or services required by the various departments of the Metropolitan Water Reclamation District of Greater Chicago.  Both formal and informal proposals are solicited for these requirements whenever practical. The division is separated into three (3) sections: Administrative, Buying and Clerical. 

The Administrative Section is comprised of the Assistant Purchasing Agent, one (1) Senior Administrative Assistant and two (2) Administrative Assistants.  This section has the overall responsibility for this division as well as assignment, control and revision to the vendor bidding lists (or product classification groups); and identification of affirmative action applications for minority business enterprises (MBEs), women-owned business enterprises (WBEs), and small business enterprises (SBEs).

The Buying Section is supervised by a Head Buyer and consists of a staff of two (2) Buyer IIIs, four (4) Buyer IIs and four (4) Buyer Is.  This section is responsible for the procurement of all goods and services for the District in an economical and expeditious manner.

The Clerical Section is supervised by one (1) Senior Administrative Assistant and has a staff of five (5) clerical positions.  This section is responsible for data entry, filing, and record keeping, contract documents issuance and quotation receipts.  This section reports to the Head Buyer.
STORES AND INVENTORY DIVISION
The Stores and Inventory Division is managed by the Stores and Inventory Manager.  This division is charged with the responsibility of maintaining and controlling an optimum inventory to support the administrative, operating and maintenance requirements of the District in the most effective and economic manner.  The division is separated into two (2) sections: Administrative and Stores.  

The Administrative Section consists of the Stores and Inventory Manager and one (1) Senior Materials Planner.  The Administrative Section has the overall responsibility for this division and is responsible for preparing a variety of monthly inventory reports.  The Administrative Section is responsible for system contract administration.  
The Stores Section, consisting of thirty-eight (38) positions, is managed by the Stores Administrator, and is composed of five (5) units as follows: The Administrative Unit and four (4) plant storerooms.  This section is responsible for the accuracy and accountability of the physical material under its control.  The plants’ staff order, receive, move, store, issue, stock transfer material requirements and provide feedback to central planning.  This section develops budgets for materials; plans, monitors, and analyzes inventory activities to assure a continuing optimum and economic inventory investment and user support level.  
The largest storeroom is located at the Stickney Water Reclamation Plant (WRP) and is staffed by twenty-one (21) employees.  The remaining storerooms are located and staffed as follows:

Plant



   Employees

Calumet Water Reclamation Plant
5
North Side Water Reclamation Plant
4
John E. Egan Water Reclamation Plant
5
ACTIVITIES AND SIGNIFICANT ACCOMPLISHMENTS

Activities and significant accomplishments during 2007 include:

Significant activities in 2007  include:

· Expansion of the automated two-way match program to include inventory items not purchased on contract; this process matches the quantity received with the purchase order price and automatically generates a payment advice 
       to the Finance Department for electronic payment to the vendor;
· Develop and implement an interactive web site (self-serve) for vendors to obtain information including on-line vendor registration and updates; e-mail notification of formal solicitations; electronic bid solicitation, receipt and purchases orders; bid tabulation;

· Analyze procedures for contracts and request for proposals and develop a comprehensive procedural handbook incorporating recommendations to increase efficiencies;

· Refine the vendor database to ensure accurate information is being utilized.
Accomplishments during 2007 include:

· Development of a contract database which provides a timeline of a contract from the Authority to Advertise to the start of the contract; the database will include plan holders, bidders, and the successful bidder(s); 

· Implementation of the two-way match program for outline agreement contracts used for the procurement of consumable inventory items; as of July 31, 2007, fifty-eight percent (58%) of the current outline agreements participate in the program and that ninety-four percent (94%) will participate by December 31, 2007; 

· Implemented the first on-line catalog contract for the materials and supplies with a unit cost of less than $1,000.00;

· Began work on the development of a comprehensive procedural handbook for contracts and request for proposals;
· The Inventory Review Board (IRB) as of January 16, 2008, has assessed the need of $24.5 million (or 70% of total inventory value) of engineering spare parts (ZEN items).  As a result, it was determined that $7.3 million was mission critical to operations, $0.9 million is obsolete and $2.3 million is dead stock*;
· The Inventory Control Division between January 1, 2007 and December 31, 2007 performed audits on stock keeping units (SKUs) 35,575 times. This includes audits on Operating supplies (HIBE), and Engineering spare parts (ZEN). As of September 22, 2008, the year to date total of audits is 36,328.
*Dead stock is inventory for equipment that is in service, but deemed likely to be replaced or otherwise removed from service within 5 years or items determined by the MRP controller not to be reordered.  These items will be converted to obsolete when inventory reaches zero and upon review by the Inventory Review Board.  The IRB will review dead stock items on an annual basis based on usage figures.  If usage values show no issue movements for dead stock, Maintenance and Operations  will be asked to reevaluate this material as potential obsolete inventory.
 


[image: image1.emf]ACTIVITY COMPARISON

Activity 2007 2006 2005

Requisitions:

    Received Number 15,797 15,333 14,670

    Items on Requisitions Number 19,607 18,964 17,835

    Inquiries Mailed/Faxed Number 47,293 40,556 32,717

    Quotes Received Number 14,681 11,561 8,913

.

Purchase Order Activity:

    To $1,000.00 Number 4,308 4,557 4,378

Value $1,607,601 $1,615,472 $1,502,408

    $1,000.01 To $5,000.00 Number 1,603 1,383 1,389

Value $3,335,917 $3,122,425 $3,097,348

3386946

    $5,000.01 To $10,000.00 Number 469 456 446

Value $3,555,351 $3,470,396 $3,392,934

    Over $10,000.00 Number 468 402 359

Value $162,684,995 $323,856,089 $235,621,761

    Total Number 6,848 6,652 6,572

Value $171,183,864 $332,064,383 $243,614,451

 

     

Emergency Orders Issued:

    Under $25,000.00 Number 3 2 1

    Over $25,000.00 Number 8 3 2

    Total Number 11 5 3

Contracts Advertised:

    Contracts Advertised Number 302 256 305

    Advertisements Mailed/Faxed Number 93,784 116,319 126,081

    Bid Documents Distributed  Number 3,824 3,538 4,454

    Bids Received and Processed  Number 836 673 828

Sales:

    Scrap, Surplus Material 

    and Equipment Value $87,482 $42,847 $59,696

    Agricultural Products  Value $13,984 $11,930 $0

    Document Fees Value $25,220 $23,928 $31,030

    Total Value $126,686 $78,705 $90,726

Stores Operation and Issue:

    Shipments Received Number 11,336 10,821 10,732

    Inventory Issue Slips Processed Number 21,233 20,997 22,070

    Contract Requisitions Prepared Number 8,422 8,026 7,448

    Non-Contract Requisitions Prepared Number 5,720 5,638 4,630

    Transport Requisitions Prepared Number 2,774 2,552 2,801
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		ACTIVITY COMPARISON

		Activity						2007		2006		2005

		Requisitions:

		Received		Number				15,797		15,333		14,670

		Items on Requisitions		Number				19,607		18,964		17,835

		Inquiries Mailed/Faxed		Number				47,293		40,556		32,717

		Quotes Received		Number				14,681		11,561		8,913

		.

		Purchase Order Activity:

		To $1,000.00		Number				4,308		4,557		4,378

				Value				$1,607,601		$1,615,472		$1,502,408

		$1,000.01 To $5,000.00		Number				1,603		1,383		1,389

				Value				$3,335,917		$3,122,425		$3,097,348

												3386946

		$5,000.01 To $10,000.00		Number				469		456		446

				Value				$3,555,351		$3,470,396		$3,392,934

		Over $10,000.00		Number				468		402		359

				Value				$162,684,995		$323,856,089		$235,621,761

		Total		Number				6,848		6,652		6,572

				Value				$171,183,864		$332,064,383		$243,614,451

		Emergency Orders Issued:

		Under $25,000.00		Number				3		2		1

		Over $25,000.00		Number				8		3		2

		Total		Number				11		5		3

		Contracts Advertised:

		Contracts Advertised		Number				302		256		305

		Advertisements Mailed/Faxed		Number				93,784		116,319		126,081

		Bid Documents Distributed		Number				3,824		3,538		4,454

		Bids Received and Processed		Number				836		673		828

		Sales:

		Scrap, Surplus Material

		and Equipment		Value				$87,482		$42,847		$59,696

		Agricultural Products		Value				$13,984		$11,930		$0

		Document Fees		Value				$25,220		$23,928		$31,030

		Total		Value				$126,686		$78,705		$90,726

		Stores Operation and Issue:

		Shipments Received		Number				11,336		10,821		10,732

		Inventory Issue Slips Processed		Number				21,233		20,997		22,070

		Contract Requisitions Prepared		Number				8,422		8,026		7,448

		Non-Contract Requisitions Prepared		Number				5,720		5,638		4,630

		Transport Requisitions Prepared		Number				2,774		2,552		2,801





Reqs

		

				RQP

				To $1,000				$1,000.01 To $5,000.00				$5,000.01 To $10,000.00				Over $10,000.00

				12		21.60		204		294,748.24		126		966,664.95		89		14,434,173.49

				2		86.10		175		570,012.78

				21		1,627.09		379		864,761.02

				272		39,232.41

				391		128,094.57

				241		177,184.23

				939		346,246.00

		SAP		2,246		872,138.96		900		1,944,791.63		256		1,902,413.40		258		252,064,419.72

		Totals		3,185		1,218,384.96		1,279		2,809,552.65		382		2,869,078.35		347		266,498,593.21

								RQP		SAP (w/o cutover POs)

				Received				1656

				Items on Requisitions				4611

				Inquiries Mailed/Faxed				7202

				Quotes Received				2058

				POs mailed				2130





SAP PO data

		Metropolitan Water Reclamation District of Greater Chicago

		PURCHASING STATISTICAL RECAP

				Prog -		ZMM_PURP25														Date -		5/1/01

				User -		MCELLIGOTTE														Time -		9:05

				Sys  -		PRD / 100														Page -		1

																				SELECTION CRITERIA

										DELIVERY DATE        Between										1/1/00		&		12/31/00

										DOCUMENT DATE        Between										1/1/00		&		12/31/00

										PURCHASE ORDER NO    Between										3000000		&		8999999

				Doc.		$ 0 - 500				$ 501 - 1,000				$ 1,001 - 5,000				$ 5,001 - 9,999				>$ 10,000

				NB		131		39,078.28		174		129,779.64		349		824,544.30		157		1,179,091.19		17		2,096,456.74

				UB		97		0		0		0		0		0		0		0		0		0

				ZBO		8		2,285.50		15		11,731.89		27		74,456.69		25		199,926.63		8		595,040.39

				ZLF		0		0		2		1,544.10		6		17,357.19		5		33,793.60		134		235,735,083.18

				ZMO		2		684.2		3		2,489.00		26		73,199.87		22		160,254.34		0		0

				ZNS		539		140,734.30		249		177,174.53		257		480,157.28		13		82,248.41		0		0

				ZORL		0		0		0		0		0		0		0		0		0		0

				ZSF		1		490.7		1		623.77		15		37,433.52		10		72,184.29		54		3,636,110.56

				ZSS		1		340		7		5,262.99		27		78,452.30		15		114,577.29		41		3,980,973.96

				ZSY		768		185,477.87		247		173,456.19		192		355,668.48		9		60,337.65		0		0

				TOTAL		1,547		369,090.85		698		502,062.11		899		1,941,269.63		256		1,902,413.40		254		246,043,664.83

										2,245		871,152.96

				Doc.Type		Total PO		Total Amount

				NB		828		4,268,950.15

				UB		97		0

				ZBO		83		883,441.10

				ZLF		147		235,787,778.07

				ZMO		53		236,627.41

				ZNS		1,058		880,314.52

				ZSF		81		3,746,842.84

				ZSS		91		4,179,606.54

				ZSY		1,217		775,440.69

				TOTAL		3,655		250,759,001.32

		OTHER STATISTICS( District Wide )

		Requisitions				Total Items										RFQ								Quotes								PO

		Released				On Requisitions										Created								Received								Printed

				13,549		19,369										19,940								6,299								3,640





Inv activity

		

				Shipments Received		Requisitions Prepared		Inventory Issues Processed

		Jan		860		410		2,034

		Feb		977		388		1,637

		Mar		995		75		1,380

		Apr		853				7,381

		May		1,041				5,995

		Jun		1,126				6,457

		Jul		880				5,492

		Aug		1,094				6,130

		Sep		989				5,789

		Oct		1,078				6,246

		Nov		1,058				4,962

		Dec		687				4,340

		Totals		11,638		873		57,843





Inv reqs

		Stock requisitions: Transports, contract & non-contract

		2000

		January*		410

		February*		388

		March*		75

		April		104

		May		791

		June		907

		July		1,150

		August		1,036

		September		616

		October		1,232

		November		443

		December		859

		Total		8,011

		1,913 of the 8,011 were trnsport (UB) documents

		*IDB sourced

		April - December SAP sourced: SE16, Table EBAN

		2001

		January		1,384

		February		872

		March		1,098

		April		1,234

		May

		June

		July

		August

		September

		October

		November

		December

		Total		4,588

		SAP sourced: SE16, Table EBAN





Inv 4Bs

		Stock Issues: Number of stock documents (4B's)

		2000

		January*		2,034

		February*		1,637

		March*		1,380

		April		2,747

		May		2,270

		June		2,470

		July		2,127

		August		2,570

		September		2,178

		October		2,530

		November		1,884

		December		1,736

		Total		25,563

		*IDB sourced

		April - December SAP sourced: SE16, Table BKPF - Transaction type MB1A

		2001

		January		2,321

		February		1,844

		March		2,386

		April		2,518

		May

		June

		July

		August

		September

		October

		November

		December

		Total		9,069

		SAP sourced: SE16, Table BKPF - Transaction type MB1A






