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 PPO address identified at the top of the form. 


	Responsibility
	Identify the person(s) responsible for performing the task.


	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? 
· How will we notify/announce the addition/revision?

· What publication, if any, will be used?

· Does this change require a revision to a primary source document?




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

Term

Definition

PCR
Policy Change Request
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
 


	Steps Used to Begin 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 PPO consideration. If a customer raises a policy issue, direct them to our website and have them complete a PCR.  Typically the policy issue or PCR is received from:
PPO Mailbox

Direct Email

	2
	Notify the customer by email that PPO is in receipt of their request.

	3
	Examine the request and determine if action is necessary. Discuss with supervisor or manager. If issue is deemed to be one that PPO should address go to step four.

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

	4
	Using the path, common drive/Technology and Acquisitions/Policy and Procedure Unit/PPO/Current Projects/PCRs/2008

Issue a PCR number and place it on the PCR
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 below. 
Notify the customer that a PCR # has been assigned and that you will be working on this PCR on their behalf.

	5
	Define the issue and determine how best to address it. The solution may be as simple as an email or involve changes to a PSD.


	6
	

	7
	


	
	
	
	PCR Log 2008
	
	
	

	Proposal for New or Revised Acquisition Policies/Procedures

	
	
	
	
	
	
	

	PPO #
	Date 

Logged
	Requestor's

Name
	Subject
	Date Rec'd
	PPO 

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


	Enter PCR into the PCR Log
	Complete the PCR Log for the PCR. See example above. 


Continued on next page

Job Aid:  How to Complete a PCR, Continued

	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


	Closing a PCR and Archiving
	See chapter on how to Close a PCR.


 

What is it?

Does it concern non-IT goods or IT goods and services? IF not it goes to OLS

Progam Impact


Statewide


STA

Is this a change to an existing doc or is it new?

How will we notify/announce the addition/revision

What publication if any will be used

Does it change a primary source document?

