PR Content Checklist

Agency Customer may or may not have gone through a consultation.
The items needed for a PR to be considered complete by SPO are listed in the Attachments section of the ORPIN walkthrough.
· ORPIN WALKTHROUGH

· Go to orpin.oregon.gov and log in.

· From the menu down the left side of your screen select Create Documents.
· Select Create a Purchase Request.

· Select Discipline, click Next.

· Select Organizations, click Next.

· Issued By: The group submitting the PR

· Issued For: The group that the PR is for.

· Calendar Year:  Default is “Current Calendar Year”.  This is best left as the default.

· Check the box next to “I agree that there is no existing Contract that will fulfill the purpose of this Request” (If you have not already checked, you can by selecting “Browse Contracts”), click Create.
· On this screen, your Purchase Request number will be displayed.  Make a note of your PR number so you can look it up later, click Continue.

· 1.  Document Number:  Your Purchase Request number is displayed here as well, click Next.

· 2.  Issued By Address:  Update address information if necessary (if the issued by and issued for addresses will be the same, check the box next to “Issued For Address”), click Next.

· 3.  Issued By Contact:  Select or Find the person who is the Issued By Contact (if the issued by and issued for contact will be the same, check the box next to “Issued For Contact”), click Next.

· 4.  Issued For Address:  Update address information if necessary, click Next.
· 5.  Issued For Contact:  Select or Find the person who is the Issued For Contact, click Next.
· 6.  Document Information:  Fill in the following information (* indicates a required field), click Next.
· *Created Date
· *Estimated Contract Value
· *Document Title
· *DOJ Billing Number
· Maximum # of Items to display in Item Block (leave blank if not applicable)
· 7.  More Information:  Fill in the following information (* indicates a required field), click Next.
· *Delivery Requirements
· *FOB
· *Funding Source
· *Payment Terms
· *Procurement Authority Citation
· *Procurement Authority Citation Comment (cite the rule or statute that gives you the authority for this procurement)
· Special Procurement/Exemption (leave blank if not applicable)
· Special Procurement/Exemption Citation (leave blank if not applicable)
· 8.  Financial Data:  Fill in the following information (OPTIONAL), click Next.
· Agency No.
· Year
· Index
· PCA
· Object
· Agency Object
· Grant
· Grant Phase
· Project
· Project Phase
· Percent
· 9.  Items:  Some fields will be filled in automatically when following this step.  Fill in or update the following information as necessary (* indicates a required field).  Your PR must have at least one item for it to go through successfully.
· Select “Keyword” or “NIGP” depending on which way you would like to select your item code.
· Type your keyword or NIGP number in the field, click Search.
· Click the applicable item code (this will insert the item code, UOM, and NIGP Description on the right side of the screen.  Leave the default description, add additional description language after).
· *Quantity
· *UOM
· *Description
· If you have additional items, click the “Submit/Next” button and repeat the above steps
· Once you have completed all items, click Next.
· 10.  Attachments:  
· Scope of Work

· Purpose/Overview statement.

· (The Scope of Work is what sets the limitations of what may be amended in the resulting contract.)
· Statement of Work – ready to publish including
· Tasks

· Deliverables
· Anticipated Amendments
· Evaluation Information, What is going to be evaluated?
· Requirements

· Desirables

· Other Information

· Project Team (all members that will be involved in the project)

· Evaluation Committee (scoring members)

· Contract term

· Initial term

· Extension options

· Contract value

· Initial value

· Extension options

· Other Documents that may be required for certain projects:
· Cost Benefit Analysis/Feasibility Determination (SB2867)
· IRR (Information Resource Request) See DAS Policy 107-004-130
· Copy of Grant (to ensure all requirements are met)

· 11.  Organization Attachments:  click Next.
· 12.  Purchase Request Summary:  Type your PR summary here, click Next.
· 13.  Trailer Comments:  Type your Trailer Comments (if any) here, click Next.
· 14.  Previous Contract Information:  Type any previous contact information (if any) here, click Finish.
· Review your document at this point; make any changes or edits necessary.
· Once the PR is ready to be issued to SPO, click Complete Step from the menu on the left of your screen.
· Select the person responsible for the next step.  If it is ready to go to SPO, select “_Select to send for processing, SPO PR Forwarding Account-“, click Submit.
· End.
· TO CHECK PR STATUS

· Log into ORPIN
· From the menu down the left side of your screen select My Documents.
· Select Document Search
· Change Search By: to “Find by Document Number”
· Document Number: Insert number here
· Change Document Status: to “All”, click Search
· Select the Document to open it.
· From the menu down the left side of your screen select View Data then Process History
· End.
