Acquisitions Commitment Authority (ACA)

When a new ACA is required

A new ACA is required under the following circumstances:

· New head of PD is installed

· New employee position in PD with approval responsibility (even if equal to current position-it should be called out on same line)
· A current employee position with its own row, is deleted (e.g.: deputy director).
· New type of acquisition (e.g. Limited to Brand) 

· PD Deputy Director requests an update

· Policy Change produces new approval levels

Normal Publication Procedure
1. Requirement for ACA revision is determined.

2. Retrieve the current ACA in the ACA file (Common Drive/PD Shared/OPPL/ACA).
3. Revise the ACA to meet the new requirement. 

4. Normally, the new ACA should be reviewed by all Branch Managers prior to the Management Meeting. They discuss it during the meeting. Email the new ACA to the Deputy Director’s assistant (Martin Reynaga or Mary Ann Kuwamoto), on Monday and ask them to place the ACA on the Management Team Meeting agenda for that week.  

5. Email the new ACA to the Branch Managers and other members of the Management Team.
6. If approved, the Deputy Director of PD will sign the ACA.  Once signed, the document becomes official. 

7. Retrieve a copy of the signed ACA for publication.

8. Publish

a. The document is then published on the intranet under Official Communications, Acquisitions. 
b. An email must also be sent to “PD-All Staff” with the ACA attached. 
c. An OPPL Update should be published within one business day. 

Emergency Publication Procedure

Sometimes the Deputy Director requires a new ACA be published immediately. Revise the existing ACA to meet the new requirement and give to the Deputy Director for signature/approval. Then email the new ACA to the Branch Managers followed (typically the next day) by an email to PD-All Staff. Notify them of the simultaneously published OPPL Update. 

