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Topics of Discussion
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Procurement Services Division
Our Branches at: https://achieve.lausd.net/Page/1554
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Buy and Use LAUSD First!
General Stores Distribution Supplies and Equipment Catalog - Hardcopy
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Buy and Use LAUSD First! 
Materiel Management Branch - General Stores Distribution Center 
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Buy and Use LAUSD First!
General Stores Distribution Supplies and Equipment Catalog – Online https://achieve.lausd.net/Page/3258
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Buy and Use LAUSD First!
General Stores Distribution Supplies and Equipment Catalog – Online continued

7

Link to the Stores Online Catalog Online Catalog 



Buy and Use LAUSD First!
General Stores Distribution Supplies and Equipment Catalog – Online continued
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Customer Service – Live Support Customer Service – Live Support
 Procurement Services Division Customer Service: 562-654-9009

 Assist schools/offices with purchases from the General Stores 
Distribution Catalog.

 Assist and generate SAP Purchase Orders for schools/offices
 Provide training on the creation of Stock Transfer Orders (STO), 

Shopping Carts (SC), and Purchase Orders (PO), as well as Goods 
Receipts (GR). 

 Process Stock and Over-The-Counter requisitions for same day and 
overnight deliveries for the General Stores Distribution Center.

 Receive, verify, and process Price Match request for General Stores 
Distribution Center orders.

 Provide the status of product availability for Stock items and Non-
Stock requisitions.

 Shopping Cart Support Center (SCSC): Varies by Local District
 In addition to the above functions, the SCSC also provides 

assistance with all levels of problem resolution related to POs & GRs
 Provide Training in LRP for employees who do not have access to 

SAP or need a refresher course. 
 Process and Receive LRP orders making sure that District 

requirements, policy and procedure are met (i.e. UDIPP, CTEIG)

 General Stores Distribution Center Will-Call Office: 562-654-9005
 Provide status of product availability for Stock Transfer Orders (STO) 

and shipment schedules 
 Receive and resolve product complaints of stock items
 Process credits and exchanges for warehouse orders
 Process Will-Call Pick-ups    

* Your Account   * FAQs                                * Shipping Information

* Order Status History * Return Policy * Contact Us



Buy and Use LAUSD First!
General Stores Distribution Supplies and Equipment Catalog – Online continued
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SAP Procurement Transactions
LRP Interim Ordering Process at: https://achieve.lausd.net/Page/3257
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Link to Start Shopping LAUSD Single Sign-On



SAP Procurement Transactions
LRP Interim Ordering Process - continued
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SAP Procurement Transactions
LRP Interim Ordering Process - continued
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SAP Procurement Transactions
LRP Interim Ordering Process - continued
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SAP Procurement Transactions
Buying Tips For Schools

 Purchases of software, regardless of the monetary value, must be 
approved by the Information Technology Division

 An Approved Unified Digital Instructional Procurement Plan 
(UDIPP) is required before a purchase of instructional software 
can be made.

You are encouraged to consult your Local District Buyer for additional 
information. See Procurement Services Contact’s for Buyer listings.
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SAP Procurement Transactions
School Informal RFP Process
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For any questions, 
please contact 
Bruce Trenbeth, 
Contract 
Administration 
Manager @ 
(213) 241-8765

 All documents are available from:  
https://achieve.lausd.net/Page/12529

 Send a solicitation  letter to at least three vendors capable 
of providing the services

 Letter contents
 Purpose of the letter
 Description of services being requested and date to 

start and end services
 Proposal due date and location
 Description of Statement of Work (can be an 

attachment)
 Proposal Evaluation Criteria (SBE added 2018, see 

web page above)
 Basis of contract award
 Proposal submittal Instructions
 List of Attachments



SAP Procurement Transactions
School Informal RFP Process - continued
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For any questions, 
please contact 
Bruce Trenbeth, 
Contract 
Administration 
Manager @ 
(213) 241-8765

 Attachments to solicitation letter
 Statement of Work (if too long for the body of 

the letter)
 LAUSD Insurance Requirements
 Proposal Certification Form
 Professional Services Terms and Conditions
 Contractor Code of Conduct
 SBE Utilization Report Form



SAP Procurement Transactions
School Informal RFP Process - continued
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For any questions, 
please contact 
Bruce Trenbeth, 
Contract 
Administration 
Manager @ 
(213) 241-8765

 Assemble at least three people to review and score 
proposals according to the solicitation letter 
evaluation criteria.

 Email non-responding vendors to document why no 
proposal was received

 Complete the Informal RFP Process Checklist 
Abstract of Proposals and get signature of each 
evaluator and of the authorized person for the 
process

 Create an SAP Shopping Cart for the amount to be 
paid to the selected Partner, using the Product 
Category 96102 but leaving the Supplier Number 
blank.



SAP Procurement Transactions
School Informal RFP Process - continued
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For any questions, 
please contact 
Bruce Trenbeth, 
Contract 
Administration 
Manager @ 
(213) 241-8765

 Attach to the funded Shopping Cart:
 Signed IRFP Checklist
 Solicitation Letter
 Copy of each proposal received, including 

proposer’s signed SBE Utilization Report, 
Proposal Certification, and proof of 
insurance.

 The Shopping Cart will be assigned to a Local 
District Buyer or to a Contract Administration 
Analyst for issuance of a Professional Services 
Agreement.



P-Card Update FY 18-19
Contacts and Updates 
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Purchasing Card (i.e., P-Card) P-Card Update FY 18-19



P-Card Update FY 18-19
Contacts and Updates - continued
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P-Card and T-Card P-Card Pre-Approval Form



P-Card Updates FY 18-19
Frequently Asked Questions (FAQ)
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 .



P-Card Updates FY 18-19
P-Card Restricted Items List https://pcard.lausd.net
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 .



Travel Desk
P-Card and Travel Unit Updates

23

Travel and Conference Process for Schools Prepaid Expense Types and Payment Methods



Travel Desk
P-Card and Travel Unit Updates - continued
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Overview of 
the Travel 
Process for 
School 
Employees



Repro Copy and Print Services
Reprographics Support Services Unit at http://www.lausdrepro.net
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Mail Tips and Reminders
Mail Support Services Unit at http://achieve.lausd.net/Page/4022
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Miscellaneous
Procurement Services Division  - Fingertip Facts FY 17-18
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Miscellaneous
Truck Operations Section (TOPs) – Pickup of Surplus/Salvage Property
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Miscellaneous
Truck Operations Section (TOPs) – Removal of Obsolete Textbooks BUL-054698 

 Surplus textbook items must be transferred to the LAUSD District 
Warehouse through Destiny Textbook Manager. Tutorial can be 
found on the ILTSS website www.iltss.org → Tutorials → 
Transferring Textbooks.  

 Boxes may be ordered from the LAUSD General Stores 
Distribution Catalog:

Boxes (25 per bundle) – material number 6402500060

Tape – material number 8323212110

 Mark the boxes as obsolete textbooks (see below label template)

 Request pick-up of obsolete, surplus, and/or damaged 
instructional materials via a Remedy Ticket (https://lausd-
myit.onbmc.com/).

 For assistance or further information, please contact Integrated 
Library & Textbook Support Services at (213) 241-2733.
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Miscellaneous
General Stores Distribution Center “New Items” & SAP Procurement Transaction Training
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For any 
questions, 
please contact 
our Customer 
Service Unit at 
(562) 654-
9009.



Procurement Services Division 
Contacts 
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Local District Buyers Shopping Cart Support Center (SCSC) Contacts



Procurement Services Division
Procurement Services Support Center 
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