How to Complete a PCR

	Introduction
	Procurement Division personnel can request changes to procedures or items contained on the website. The PCR process is initiated by completing the form GSPD-04-100 (Proposal for New or Revised Acquisition Policies/Procedures) and emailing it to the requester’s supervisor/manager. The supervisor/manager signifies approval of the request by emailing it to the OPPL address identified at the top of the form. 


	Responsibility
	The OPPL staff member assigned to this PCR is responsible that it is accurate and in consonance with laws, regulations, policies and procedures.


	Triage
	To effectively address the issue, the following determinations must be made:

· Classification:  Is it a goods, services, or information technology goods/services acquisition? 

· Program Area:  Is the acquisition an individual transaction/project or is a Leveraged Procurement Agreement being established? 

· Customer:  Is the requestor from Procurement Division (PD) or is the transaction being conducted on behalf of a customer department external to PD? 

· Acquisition Approach:  Should the acquisition be conducted as a noncompetitive transaction, a competitive transaction, or should an existing source (e.g. Prison Industry Authority, Property Reuse Program, Community Rehabilitation Program, etc.) be used? 

· Competitive Approach:  Does the dollar level dictate that it is an informal or a formal competitive transaction or can the SB/DVBE Option be used?



	Terminology
	The table below defines terms you should know to perform the task.

Term

Definition

PCR
The Policy Change Request is used to request a change in PD policy or procedure. 
PSD
A primary source document is a major policy publication like:
· State Contracting Manual

· State Administrative Manual

· Statewide Information Management Manual

· State Telecommunications Management Manual
SME
Subject Matter Experts have skills, knowledge or training in a specific subject matter. Their expertise can help define/resolve issues.
Requestor

Person or group listed on the PCR. The Requestor’s Name or Job Title will define these respectively. 
 


	Steps Used to Process a PCR
	The table below identifies the steps followed to begin the PCR process.
 


	Step
	Action

	1
	Customer sends in a completed PCR or raises a policy issue for OPPL consideration. If a customer raises a policy issue, direct them to our website and have them complete a PCR. We need the PCR as a historical record of their request. Typically the policy issue or PCR is received from:
· OPPL Mailbox

· Direct Email

· Management direction

	2
	Notify the customer by email that OPPL is in receipt of their request. If a PCR # has already been assigned, include that in the email. 

	3
	Examine the request and make a preliminary judgment whether action is necessary. Discuss with supervisor or manager. If issue is deemed to be one that OPPL should address go to step three.

Note: If the customer needs help, OPPL will complete a PCR for them.

	4
	Using the path, common drive/PD Shared/OPPL/PCR/PCR20XX/XXX. 

Place the next available a PCR number on the PCR form. Place a copy of the PCR into the file. Use same document naming protocol as preceding PCRs. 

Log the PCR into the PCR Log. See PCR Log below.
Notify the customer of the PCR # assigned and that you will be working on this PCR on their behalf. Skip this email if the customer was informed of the PCR # in Step 2.

	5
	Define the issue and determine how best to address it. The solution may be as simple as an email or involve major changes to a PSD. If necessary, meet with the author and/or SMEs singly or in groups to help define how best to address this issue. Use existing OPPL Manual chapters to aid the process. 

	6
	Obtain approvals and revise as necessary. Use existing OPPL Manual chapters to aid the process.

	7
	Publish the policy change. Some changes will include more than one document revision. For example: a change to the SCM may affect two volumes and a broadcast bulletin.

	8
	Close out the PCR. For further information see the chapter titled: How to Close Out a PCR.” 


	Rejected PCR
	Notify requester and branch manager why the policy change requested will not be made. 


	Initial Logging of PCR
	Enter the information for the PCR as shown below. 
· Place the PCR # into the first column. The number “01-08” is the first PCR of 2008. 
· The Date Logged should be the date you are entering this into the log. 
· The Requestor’s Name on the PCR is logged into the third column. 

· The Subject is your summary of the issue. 

· The Date Received is the date displayed on their PCR or of receipt (if significantly different than PCR). 
· The person assigned to this PCR is placed in the sixth column. 

· Status is “New” when first logged. 
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	OPPL #
	Date 

Logged
	Requestor's

Name
	Subject
	Date Rec'd
	OPPL 

Staff 

Assigned
	Status

	01-08
	1/18/08
	Shardool Doongursee
	Customers need easier access to NCB and SCR forms 
	1/18/08
	Bernie
	Completed 1/22/08


	OPPL Staff Assigned
	If a PCR is reassigned, a notation of the new person and date of change is made here. 


	Status
	Significant milestones and a date of completion should be logged. When the entire project is complete, the date should be noted as this example shows.


	After completion of the PCR
	Upon the completion of the PCR, the file must be closed and archived. All hard copy materials, including the PCR should be placed into a folder labeled with the PCR #. Place the folder into the storage area sequenced by PCR #.


	Caution
	The information contained on this site is for Procurement Division use only.  Information may NOT be applicable to external customer processes.  Customers conducting their own acquisitions who have questions regarding requirements and procedures are to be directed to members of the Purchasing Authority Management Section within Procurement Division and the State Contracting Manual (SCM) Volume 2 – Purchasing Authority Manual (PAM) or to the Policies and Procedures Office (PPO) for SCM Volume 3 (Information Technology), as applicable.

Intranet Website  http://pd.dgs.ca.gov/poliproc/About.htm


