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HOW TO APPLY FOR THE AEP

February 26, 2020

Presenter
Presentation Notes
Welcome to the Achievement of Excellence in Procurement Webinar!  Our objectives for this session areTo provide some basic introductory information for those new to the programTo provide some practical information for those who have already achieved the AEP Award and are looking to improve their scoreAnd to cover some of the changes and new requirements for the 2020 application



BRIAN GARRITY, CPSM, C.P.M., CPPB

April Pay, CPPO, CPPB

PHILLIP ELLISON, MBA, CPSM, C.P.M., RTSBA

January Cook, CPPO, CPPB
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Presenter
Presentation Notes
My name is Brian Garrity.Presenting with me today are…
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Florida Association of 
Public Procurement Officials

Presenter
Presentation Notes
The AEP program has the distinction of being sponsored by major procurement associations across North America.  They include:National Procurement InstituteNational Association of State Procurement OfficialsCalifornia Association of Public Procurement Officials	Florida Association of Public Procurement OfficialsNIGP: The Institute for Public ProcurementNational Association of Educational ProcurementTexas Public Purchasing AssociationCanadian Public Procurement CouncilEach of these associations acknowledges the significance of this program in furthering the recognition of the value of the public procurement profession.



4

2020 AEP Committee

NPI
Brian Garrity
January Cook
Philip Ellison
Christina Pryor
Debra Carrejo

NIGP
Kenneth Duke
Diane Seaton

CAPPO
Gary Jayne
Jeff Wasserman

FAPPO
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TxPPA
Kim Gould
David Setzer

CPPC
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NASPO
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At-Large
Dawn Berry
April Pay

Presenter
Presentation Notes
The 2020 AEP Committee includes representatives from each of the sponsoring associations.  It is a very diverse committee including representatives from cities, counties, states, and special districts.  It’s worth noting all these representatives are volunteers and invest a great amount of their personal time to ensure our profession remains in the forefront of the business function of their entities.Each committee member serves a 4 year term with the chair and 4 representatives from NPI, 2 representatives from each of the sponsoring associations, and 2 at-large members. It is also important to note that committee members do not evaluate their own applications.  In fact, great care is taken to exclude their participation in any aspect of their entity’s evaluation.These committee members are available to mentor you during the application process.  If you are interested in a mentor, please feel free to contact me. I’ll provide my contact information at the end of the presentation.
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Presenter
Presentation Notes
The topics we we’ll be covering today are:History of the AEP ProgramDefining Procurement ExcellenceExample Model SubmittalsChanges to Criteria in 2020 andSubmission of the Application on the AEP Portal



Why the AEP Program was created

AEP Program History
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Presenter
Presentation Notes
First, I’ll give a brief background on the AEP and why it was created.  The Achievement of Excellence in Procurement Program was founded by the National Procurement Institute in 1995. NPI recognized other government departmental awards such as the Government Finance Officers Association (GFOA) Awards for Excellence in Government Finance and the Distinguished Budget Award and decided it was important to recognize excellence in procurement and to develop a program that would encourage the achievement of excellence by providing benchmarks.  They also realized the importance of increasing the awareness of the value of public procurement as a profession.This is not a personal award to the chief procurement official.  It is given to procurement organizations that encompass policies and procedures that result in excellence.The achievement of excellence should be a dynamic process with emphasis on the goal of “continued excellence”.  Therefore, benchmarks are annually reviewed and raised as appropriate.  



How many jurisdictions can achieve the 
award?

Do you have to be a large jurisdiction or 
city to be successful?

Award Recipients
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Presenter
Presentation Notes
We are often asked…”How many jurisdictions can achieve the award?”   Or, “Do you have to be a large jurisdiction to be successful?”Well, there is no predetermined number.  Applicants are not competing against each other, they are measured against established criteria and all the organizations that achieve the minimum of 100 points out of 200 will receive the award.  In addition, this program is designed for any size agency to meet the minimum requirements.  We have had purchasing agencies as small as a 1 person office win on a consistent basis and agencies as large as states and universities.



AEP Recipients by Year
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Presenter
Presentation Notes
As you can see from this chart, there had been a steady increase from inception in 1996 until 2008.  In 2008, the application contained numerous changes to the 2007 criteria, adding to the difficulty of receiving the award. We continually strive to raise the bar for achieving excellence, making this award an even greater testimony to the caliber of procurement professionals in the public sector today.  From 2014 forward, we have hovered around the 200 mark, with 202 awards last year.  But with 14 new recipients last year, we’re looking forward to the number growing this year.For 2019 there were:67 cities, 42 counties, 39 special districts, 25 higher education agencies, 23 school districts, and 6 state or provincial agencies. 
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Presenter
Presentation Notes
The AEP program has gained phenomenal recognition for being the premier award for excellence in the public procurement profession. Some examples of recognition are shown here by agencies that proudly display the accomplishment of receiving the award.  San Diego County and Prince William County Schools are just a couple examples.
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Presenter
Presentation Notes
Here is some special recognition for the Cities of Tampa, Florida and Mesquite, Texas. The award is a great way to get a positive message out about the value you are bringing to your organization, and to the communities you serve. Many agencies utilize the sample press release posted on NPI’s website to send out to their local media.The goal is to communicate to our organizations, our constituents and the vendor communities, that as procurement professionals we consistently strive to establish policies, procedures and operations that maximize the value of the public funds we are entrusted with, while, of course, maintaining efficiency and fairness. Now I would like to turn the program over to April Pay who will discuss what it means to achieve excellence and share some ideas for what makes an ideal application.April?



• Professionalism
• Productivity
• Innovation
• E-Procurement
• Leadership
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Presenter
Presentation Notes
Thanks Brian!So how does the AEP Award criteria define Excellence?When the AEP was established in 1995, the founders focused on five key categories as benchmarks of procurement excellence:Professionalism, Productivity, Innovation, E-Procurement and LeadershipIn the twenty two years since, the committee members have continued to focus on these five categories when determining how to raise the bar and modify the application.  All of the criteria in the application are tied to at least one, if not more, of these key focus areas.



Professionalism
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Presenter
Presentation Notes
A few examples of criteria that demonstrate professionalism are:Procurement Ethics StandardsCertification and Education of the Chief Procurement Official and Staff, andStaff Professional Development ProgramAll of these focus on the importance of continually practicing and promoting professionalism, education, and development within all levels of professional staff.  



Productivity
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Presenter
Presentation Notes
Productivity is key to creating efficiencies for your department, your agency and your vendors.  By establishing clear expectations through a comprehensive online presence for your vendors and a procurement manual for your internal customers, you can eliminate common pitfalls that result from not properly communicating your requirements.  Additionally, productivity can be evaluated through the use of internal/external customer surveys, customer training and performance measures.  Feedback from your customers is extremely valuable in determining whether or not you are meeting their expectations and providing excellent service.  That feedback combined with performance measures can help to provide future direction and identify potential process improvements.



Innovation
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Presenter
Presentation Notes
Innovation is defined as the process of making improvement by introducing something new.  Enhanced use of pCards, best value evaluations and cooperative procurement are all examples of past innovations within the profession that have resulted in added value to our organizational roles. New innovations and continuing our pursuit of excellence are the focus of Criterion 18 of the application.



E-Procurement
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Presenter
Presentation Notes
eProcurement encompasses some of the greatest advancements in our profession – not just internally but externally as well.  Automation eliminates many of the manual processes that were historically viewed as “paper-pushing” and allows procurement professionals to focus on more value-added services.  On-line vendor registration, an interactive solicitation process and dynamic auctions are all achievements in eProcurement.  



Leadership
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Presenter
Presentation Notes
Leadership is a process.  It is a process by which a person, an agency or a profession influences others to accomplish an objective and directs them towards best practices.  Examples of criteria that support the process of leadership include procurement organizational structure, leadership in professional associations, presentations at regional and national conferences and having your agency lead in a cooperative contract.  Each of these criteria provide for an opportunity to positively impact the profession, your agency or cooperative partners through your leadership. 



• Clear
• Concise
• Narrative
• Annotation
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Presenter
Presentation Notes
So, what makes a good application?  Here are a few things to consider when preparing your application.  A good application is clear, concise, and easy to follow.  It also provides narrative and annotation that will guide the committee through your submittal.  Remember that the committee reviews over 200 applications and will not give points if they cannot verify the information submitted.  Also, you are only allowed to provide one pdf file for each criterion. If you need assistance on how to combine multiple documents into one file, check out the Suggestions for Uploading Documents, which you can find on the NPI website under AEP.



• All criteria are pass/fail  
• Each criterion has a possible point value of 5 or 10 

points
• Applications can be self-scored before submitted
• A successful entry will have a minimum points 

total of 100 out of 200
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Presenter
Presentation Notes
So, let’s talk about evaluation and scoring.All of the criteria in the AEP are pass/fail.  Partial points are not granted.Each criterion has a possible point value of either 5 or 10.Applications can be self scored before submitting and, in fact, I strongly encourage you to do this.A successful application must receive a minimum of 100 points out of the 200 possible.But, it can be risky to submit an application with only 100 requested points in the event that you do not receive all of your requested points.  Therefore, you are encouraged to look for opportunities to receive additional points through other criteria.  It is disappointing for both the applicant and the committee when a submission fails to achieve a minimum of score of 100.  Now I would like to turn the presentation over to Phillip Ellison who will take us through a few examples of model submittals. Phillip?



3. Established a procurement staff “professional 
development” program 
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Submit:  Narrative explaining the professional development program 
established for training professional procurement staff members.
Narrative must demonstrate a planned and deliberate approach to 
continuing education.

Submit: A list of all full time professional procurement staff members.

Submit: A training list by staff member delineating the training received 
since January 1, 2019.  

Submit: A training list by staff member for planned training in 2020.

Presenter
Presentation Notes
Thanks April!Just a quick reminder, be sure to read each criterion carefully to assist you with your application as they are frequently revised for clarification and sometimes modified to align with industry trends or raise the bar in the pursuit of excellence.  Please also note there are date requirements for multiple criteria, so ensure your submittals are within the date parameters stated.The first criterion we will cover today is No. 3 – “Established a procurement staff professional development program”. While this criterion is not new, we strive each year to clarify what is being requested as this is one of the most challenging to review.  We are wanting you to show that your entity has a planned, deliberate professional development program for your procurement staff.  In additional to adding clarification last year, we’ve added a submission requirement this year for you to include a list of full-time professional staff members. This criterion requires a training list for staff and the professional development they attended and plan to attend in the coming year.  Also, while dedicated funding is a deliberate way of supporting professional development, webinars and other free or low-cost training is encouraged to meet this criterion for agencies with limited budgets.  



Presenter
Presentation Notes
Here is an example from Pima County’s Procurement Department.  They start by providing the committee a brief summary of their program and their approach to professional development. Then, in accordance with the submittal requirements, they provided a list of their Procurement Department professional and administrative staff.Here is a portion of their training for the year being reviewed…And finally here is a sample of their plan for training during the following year.



5. Centralized Procurement Authority Based in Law (statute, 
ordinance, charter or adopted policy, if applicable)
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• Submit: A narrative summarizing the law and explaining how this
provides your agency centralized authority. If governing law does not
specifically state that procurement is “centralized,” please include
explanatory narrative that demonstrates how the written law satisfies this
requirement.

• Submit: Section of the actual statute/ordinance/charter/adopted policy or
other form of written legally binding document establishing central
procurement authority. The language specific to centralized procurement
authority must be highlighted or otherwise annotated to receive points
and the source of the statute/ordinance/charter/adopted policy must be
evident (e.g. resolution adopted by governing board, section of code
identified). Do not submit statute/ordinance/charter/policy.

Presenter
Presentation Notes
Criterion 5 recognizes the importance of centralized procurement within an organization. This authority should be explicitly granted in statute, ordinance, charter or other guiding policy.  Additional language has been provided to ensure other documents than those listed should be adopted policy or other legally binding documents, put in place to establish central procurement authority.In addition, please make sure to highlight the section stating where in the document that authority is granted and the source of the law so evaluators will be directed to the section you are wanting to show.



5. Centralized Procurement Authority Based in Law

22

Presenter
Presentation Notes
Here is a good example from the Irvine Ranch Water District. They have first provided a narrative.Next they highlighted the relevant section of their Resolution. This is an important step as the committee could have a difficult time locating the appropriate section of code.And finally they have provided the proof of establishment.



7.f. Internal Procurement Automation (Online 
Requisitioning)
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Submit: Narrative explaining the system that your agency is using to 
automate the requisition to PO process.  The operations demonstrated in 
the below should be from the same requisition.
Submit: Current screen shots and narrative demonstrating the electronic 
requisition process currently in use at your agency.  
Submit: Current screen shots and narrative demonstrating the process of 
electronic approvals within your agency.  Successful demonstration would 
include a narrative of the steps in the workflow and screen shots as it moves 
through the workflow process.
Submit: Current screen shots showing a requisition converted to a PO 
dated on or after January 1, 2019. 
Submit: Current screen shots and narrative which demonstrate how a 
requisitioner or end user can make online queries within the system for the 
status of a requisition dated on or after January 1, 2019.  

Presenter
Presentation Notes
For Criterion 7.f., we added a submittal requirement that would provide a consistent flow to the documentation.This criterion essentially is asking for you to walk us through your online purchase requisitioning system from entering the requisition, to being able to access the PO for reference.  New this year is a submission requirement to include screen shots showing the requisition has been converted to a PO within the past year.In the past, entities have uploaded their requisition manual as evidence of having an automated procurement system.  Please note this is not acceptable since we’re requiring the requisition and PO both be within the same year.  We want to ensure your automated system is currently being utilized.As a suggestion, it is much easier for the evaluator to follow along with screen shots of the creation of a PO if it is from its associated requisition.



24

Presenter
Presentation Notes
Here is a model submittal from The University of Massachusetts Lowell.This was considered a model submittal, not just because the meet the requirements, but for the ease in which they provide and guide the reviewer through the submittal requirements:-    First, they provide the narrative about their systemThen they provide a screen shot and short narrative regarding what the requisitioning process is….how to approve reqs….that the req was then converted to a PO….and then how to query a purchase order.In addition to meeting each of the submittal requirements and being legible, the nice thing about this submission is that all the screen shots are highlighted, showing where to find the required elements.  This directs the evaluator to the items being indicated, taking them straight through the process.  Remember, the easier it is for the evaluator to see and understand what your presenting meets the criteria, the easier it is for you to get the points you deserve.



7.h. Utilization of Electronic Commerce, Internet auction 
system to dispose of surplus materials
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Submit: A narrative explaining your agency’s current practice for using an 
internet auction system to list a variety of surplus items.  Provide details on the 
third party auction company and describe how interested bidders find and access 
your specific items.
Submit: Current screen shots of your agency’s auction site.  In addition, if you 
use a third party auction service, screen shots demonstrating a direct link from 
your website to the auction site is required.  Third party auction sites must 
include a site specific page for your agency (not combined with other agencies) 
or you must provide details on how the public can get to your agency’s specific 
auction items.  The site must list your agency and your auction on the page(s).  
The auctions conducted must be comprehensive, that is, not limited to one area 
(e.g., police vehicles, office furniture, technology).  Documentation must support 
that buyers can bid online.  
Submit: A report of items sold generated by the auction provider after January 
1, 2018 as proof of multiple online auction dates and differing types of items sold.  

Presenter
Presentation Notes
Criterion 7.h. addresses the use of online auctions for the disposal of surplus property as a best practice.The challenges we’ve seen with submittals to this criterion have mainly centered around the need to meet all the submittal requirements.  The submitted sample must include evidence of auctions after the required date, for multiple items, a wide variety of items, a dedicated auction held for your agency, and more than one auction, meaning, not an isolated occurrence.  If more than one sample must be submitted to show evidence of these requirements, then please provide the necessary documents.  But remember, highlighting, circling and showing pertinent information with arrows helps your evaluator.
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Presenter
Presentation Notes
Here’s a model submittal from the City of North Richland Hills.  First they provide a narrative of the processThen, they provide a link to their third-party auction company from their agency’s web site.- The third-party web site then directs the reader to the specific auctions of North Richland Hills.- The next screen shot they provide is a list of the multiple auctions they are holding.- And lastly, they provide a list of closed auctions and the items that were sold which is within the required time period.



14. Adoption of statute, ordinance or policy, that 
allows for Best Value procurements for your agency.
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Submit: The law, ordinance or policy establishing best value 
procurement authority.  Section of the law specific to best value 
procurement authority must be highlighted to receive points and the 
source of the statute, ordinance or policy must be evident (e.g. resolution 
adopted by governing board, section of code identified).  Do not submit 
entire ordinance/law.  
Submit: A solicitation cover page, evaluation criteria page(s) and 
evaluation matrix or scoring summary comprised of the criteria, weights 
and respondents’ scores demonstrating the use of best value evaluation.  
Highlight relevant sections, but do not submit complete specifications.  
Solicitation must have been published on or after January 1, 2019.

Presenter
Presentation Notes
The last item we’ll discuss is Criterion 14.  “Adoption of statute, ordinance or policy, that allows for Best Value procurements for your agency” for the submittal of an agency’s policy that establishes best value procurement authority.Clarity has been given regarding showing proof of practice.  Meaning, in addition to a solicitation cover page, which typically shows the date of the solicitation and other pertinent information, and section showing the evaluation criteria, the evaluation matrix or scoring summary is also required.  As many agencies have differing terminology for these documents, we found the use of “bid tabulation” too vague of a requirement.As stated in the submittal requirements, please ensure you highlight the relevant sections to guide evaluators to the pertinent areas demonstrating the requirement.
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Presenter
Presentation Notes
Here’s an example of a model submittal from Loudoun County, Virginia.They’re providing their reference to law in Virgina State CodeTheir procurement resolution [Brian, this is two mouse clicks]And a sample RFP showing the solicitation date and evaluation criteria [Brian, also two clicks]And now I’ll hand it over to January Cook who will provide you a summary of changes for next year’s application and cover the application process.January?



• Criterion No. 3 

• Criterion No. 7.f. 

• Criterion No. 15
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Presenter
Presentation Notes
Thanks Phillip!The achievement of excellence should be a continuously evolving process that provides for new challenges and opportunities for professional growth. Therefore, annually, when the evaluation committee meets to score the applications, they also spend time discussing the various criteria and what changes should be made to either clarify existing requirements or to continue raising the bar for excellence in the profession.  Some of these changes we have already covered but are worth mentioning again.Changes for 2020 include:<read the above>As stated in the last bullet, Criterion #15 – “Sustainable Procurement”, has been completely re-written.  For those of your who attended last year’s NPI conference, we had the pleasure of hearing a presentation by Kris Spriano of the Sustainable Purchasing Leadership Council.  She provided an enlightening overview of the progressive initiatives being taken by entities throughout the world in an effort to be responsible stewards of the worlds resources, from the perspective of Environmental, Social, and Economic impacts.  In partnering with the SPLC, this criterion now has two separate elements that can be submitted separately or together, each worth 5 points.Now I will briefly cover the actual submittal process. 
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Presenter
Presentation Notes
The 2020 application can be downloaded from the NPI website at npiconnection.org/aep.  This is also where you will find the link to the on-line application portal and instructional information.The application fee for 2020 is $400 for NPI members and $600 for non-members.  You can become a member of NPI for as low as $90.  Membership also provides you with other benefits including access to the 2019 AEP Model Submittals.The application is not an easy process and requires a lot of data gathering and policy review. So don’t wait, get started now!
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Presenter
Presentation Notes
The online application portal provides applicants access to upload documentation and access your submittal any time, up to the application due date of May 15th.Also, your log-in will tie to your previous years’ applications so you can review prior submissions.



Registration/Log-In
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Presenter
Presentation Notes
All the information you need for the application process is available on our website. To begin the online submittal process, visit the AEP section of our website and click on Start the AEP Application. If you have utilized the online system before, you can log in with your past information. If you are a first time online applicant, you will need to first create your account.



Presenter
Presentation Notes
Once you have logged in, you can review the instructions, complete your application information, enter your responses and submit your application. Also, be sure to click the history tab to review your responses, scores, and evaluator comments from prior applications.
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Presenter
Presentation Notes
As you complete the application, upload a document answering each criterion you wish to respond to by clicking browse.  Once you have found the document, you can upload it to your application.  Note that you will only be able to upload one pdf file per criterion so you will need to combine all supporting files for that criterion into one pdf binder.Once files are uploaded, they can be opened and proofed or deleted.  Each time you enter the system, you can see which items have been completed and which ones need attention.  After completing each criterion, click Submit Response.  You can always come back to this item to make changes if you need to. If you will not be responding to a particular criterion, do not upload anything, just click on the no button where it asks you if you wish to submit a response.You can easily maneuver to any criterion.  For example, you have your certification and education information ready to upload today.  You can go to those criteria and upload the data and complete the other items at a later date.The most important step is to proof all documents before final submittal.  
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Presenter
Presentation Notes
Once you are ready to submit your final application, you will be prompted to confirm your responses and are given the opportunity to complete any additional criteria. Make sure you have either submitted a response, or marked no response for each criterion. Please remember to review your responses. After you have submitted your application, you will be unable to make changes.The prompt will also let you know how many points your eligible for based on your submission.  Please verify this number prior to clicking on the prompt.
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Presenter
Presentation Notes
Once you have completed the application, you will be taken to the payment screen. The application fee is $600, or $400 if you’re an NPI member. You are able to confirm your membership on this page to get the $200 member discount.Payment must be made by pCard or credit card. If for some reason you do not have this payment capability, contact the NPI executive director and he will assist you with other options.Before clicking SUBMIT, make sure you are ready to do so.  You will not be able to edit or add anything to your application after this point.After clicking SUBMIT, you will receive this confirmation page letting you know your application is being processed.  
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Presenter
Presentation Notes
Just one last screen shot to demonstrate the scoring functions the evaluation committee uses.  Each application is scored independently by multiple evaluators.  You will receive a copy of the your scorecard along with comments from the committee late July or early August. The results are sent to the person designated as the chief procurement official on your application. 



Model Submittals
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Presenter
Presentation Notes
As mentioned earlier, for assistance in preparing your application, the AEP Committee is pleased to present several agency model submittals based on the 2019 AEP application.  The Model Submittals are intended to demonstrate benchmarks achieved by successful AEP applicants.   There is no pre-defined way to achieve success for individual criterion and these examples are to be used only for informational purposes in order for government procurement offices to assess what other agencies are doing to improve operations.  It is important for you to note:The examples are available to NPI members on the website.  The listed applicants were successful; however, each agency’s score is confidential and will not be released.   Successful submission to qualify for a particular criterion may have been adequate for the previous year’s application, but may not qualify for the 2020 or subsequent applications.  Criteria submittal requirements change annually.
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Presenter
Presentation Notes
Finally we would like to congratulate the 202 successful applicants in 2019 and wish you all luck on your 2020 application!Now I will turn it back to Brian for any questions you may have.



40

Presenter
Presentation Notes
Thank you January.This is the end of our formal presentation.  Before we go to questions, I would just like to recognize the program’s Supporters which include:Airport Purchasing GroupOMNIA PartnersSustainable Purchasing Leadership Council, andUniversal Public Procurement Certification Council



Brian P. Garrity, CPSM, C.P.M., CPPB

AEP Officer
aep@npiconnection.org
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Presenter
Presentation Notes
Thank you all for attending today!  At this time, we’ll answer any questions that have been posted.One question that we get a lot is “Do I have to be an NPI member to apply for the AEP Award?”The answer is, “no”, you do not have to be an NPI member.  However, membership in NPI is only $90 and has several direct benefits related to the AEP Award:Your application fee is $400 instead of $600; andYou have access to the AEP Best Practices on the NPI website.Another question is:Is this presentation being recorded and how can I access it?Feel free to e-mail the AEP Committee Chair with any questions.  The other AEP Committee Members are also happy to assist AEP applicants and welcome your e-mails and inquiries.  Meaning, we offer mentorships or help with general information or can pre-review submittal criterion for feedback. While the mentor cannot guarantee a submittal will get point, they can provide guidance.
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