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Creating a Blanket Purchase Agreement (BPA) Call is essentially the same as creating an order against a Federal Supply Schedule (FSS) General Services Administration (GSA) contract.  A BPA Call can be created by two methods:

(1) Creating the BPA Call without selecting the BPA Master Agreement, or 
(2) Highlighting a BPA Master Agreement.


Note: BPA Calls can be created from oral quotes or from formal/written request for quotes (RFQ).  



All RFQs posted to the GSA eBuy website for GSA BPA pricing must contain the following text:




“This Request for Quotation and subsequent order is set-aside exclusively for only those authorized FISC Norfolk Blanket Purchase Agreement holders within the _________ Region.  Quotes from other than these vendors will not be considered.”
















1. Update the Purchase Request (PR). All Tabs in the PR (Item Detail, Description, Funding etc.) must be updated, since the information will automatically be pulled through to the BPA Call or the Request for Quotation (RFQ).

Note 1:	This note applies only to those instances when a formal Request for Quote (RFQ) was created to solicit GSA BPA pricing information.  The BPA Call for these requirements must be created from a copy of the original PR, since all items in the original PR would have been selected when the RFQ was created.
To copy a PR: 	Highlight original PR → Procurement →Requirements → Copy PR/TR….

(Create Purchase Request Copy opens.  Enter the original PR number in the Number field with a suffix e.g. N001898115XXXX1.  Edit the Description field N001898115XXXX Furniture.)

2. Save and approve the PR. 

IMPORTANT NOTE - a BPA Call does not contain tabs or options to incorporate free text or Clauses.  This type of information should be incorporated as Attachments via an Information Only CLIN added in the PR. 

3. Select Procurement → Post Award → BPA Call.

	(The Create New BPA Call window opens.  Edit the Description field as shown in Note 1.)

4. Click the [Select] button to choose the BPA Master Agreement against which the BPA Call should be made.

	(The BPA Master Search window opens.)

5. Enter the search criteria in the Search Criteria field.  Select the BPA Master Number, or Vendor radio buttons to search by one of these two categories.  Click the [Search] button.

6. Click the [Attach] button to select the BPA Master Agreement. 



Note 2:	The Create BPA Call window opens with the BPA Master PIIN field populated; however, the appropriate BPA Call number must be selected from the drop down box “Call/Order SPIIN Range” for the contracting location.  The BPA Number will default to the next available PIIN and the Description field will default to “BPA Call”.  

7. Edit the BPA Call Number if necessary.

8. Click [OK] to create a new BPA Call or [Cancel] to cancel the BPA Call.

	 (The BPA Call window opens).

9. Complete and edit as required the fields on the BPA Call tab. The following address information will pull forward from the BPA Master Agreement: Contractor, Issuing Office, and Payment Office information.
	
	 (All BPA Agreements were issued to FSS GSA contract holders.  Contractor address information on the BPA Call cannot be edited.  Dealer(s) name and point of contact(s) (POC) should be mentioned within the contents of the BPA Call).

10. To incorporate the Line Item(s), from the Line Item tab of the BPA Call, select Line Item →Attach.

	(The Attachment Selection window opens.)

11. Enter applicable PR in the Search Criteria field. PR appears in Attachment Selection window. Click [Select].

(If more than one CLIN is to be selected, hold the Shift key and highlight the last item to select all items listed in the PR.  Hit [Select]. Items will pull through to Line Items of BPA Call.)

Update line item information if necessary.

12. Close and save BPA Call.

13. Generate BPA Call.

14. Approve and Release.









1. Update the Purchase Request (PR). All Tabs in the PR (Item Detail, Description, Funding, Local etc.) must be updated, since the information will automatically be pulled through to the BPA Call.


Note 1:	This note applies only to those instances when a formal Request for Quote (RFQ) was created to solicit GSA BPA pricing information.  The BPA Call for these requirements must be created from a copy of the original PR, since all items in the original PR would have been selected when the RFQ was created.
To copy a PR: 	Highlight original PR → Procurement →Requirements → Copy PR/TR….

(Create Purchase Request Copy opens.  Enter the original PR number in the Number field with a suffix e.g. N001898075XXXX1.  Edit the Description field N001898075XXXX Office Furniture.)

2. Save and approve the PR.

3. Highlight the BPA Master Agreement against which the BPA Call will be created.

4. Select Procurement → Post Award → BPA Call.


Note:	The Create BPA Call window opens with the BPA Master PIIN field populated; however, the appropriate BPA Call number must be selected from the drop down box “Call/Order SPIIN Range” for the contracting location.  The BPA Number will default to the next available PIIN and the Description field will default to “BPA Call”. Edit the PIIN and the Description field if necessary 


Follow steps 8 through 15 of the instructions for “Creating a Blanket Purchase 
Agreement (BPA) Call by from a BPA Master Agreement by Highlighting the BPA 
Agreement”
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