Information for the New Team Member of the

Policies and Procedures Office 1/1/09
Getting Started
	Introduction
	The purpose of this chapter is to ensure that the new employee has the tools and information necessary to expedite his/her transition into PPO. This training is an important element of becoming a productive part of the team.  


	Responsibility
	It is your responsibility to read the following information and use this resource to accelerate your transition into the PPO. PPO managers and leads will provide guidance to accomplish the work. They will set deadlines and identify a level of priority for each assignment, but you must be able to prioritize all projects in your workload to make the best use of your time. Request direction from your manager and leads if you come to an impasse in your prioritization.


	Purpose of PPO
	The Policies and Procedures Office (PPO) was established to develop, maintain and disseminate uniform statewide acquisition policies and procedures.  Its mission and vision includes development of a process to systematically and regularly review, update, and publish acquisition policies and procedures which carry out mandates and or responsibilities set forth in the State Constitution, laws and regulations. 


	DGS Mission
	“Working together, we deliver innovative solutions and services with efficiency, economy and integrity to help our customers succeed.” SECTION 0104 –DGS Manual – 2007


	PD Vision
	Customer Centered Seamless Support.


	PD Mission
	Create a strategic professional procurement system that integrates quality solutions with customer requirements.


	PD Values
	· Integrity

· Empathy

· Accountability

· Professionalism

· Teamwork

· Well-Being 


	PPO Vision
	California performs acquisition functions using a uniform body of policies and foundational procedures traceable to its Constitution, laws & regulations; where acquisition policies and procedures are systematically and regularly reviewed, vetted, published, updated & supported by electronic tools.


	PPO Mission
	In concert with public and private sector stakeholders, the PPO upholds the public's trust by providing leadership, knowledge and expertise through clear, uniform acquisition policies and procedures.


	First Stop
	On your first day, your first stop is with the PD Administration group to sign papers. PD Administration is located on the second floor across the bridge and includes a Human Relations (HR) group. 


	Business Services Office
	The Business Services Office (BSO) for the DGS Ziggurat building, handles all transactions related to building maintenance, room access, fixtures, office supplies (also see your branch support staff for office supplies, Kris Burkhartsmeier). The BSO is located on the second floor and can be contacted through: http://bso.dgs.ca.gov/NEinfo/default.htm
The following items can be obtained through the Business Services Office:

· Office/cubicle nameplate 

· Parking 
· Building/Parking Access Badge (you should receive this from HR on your first day)
· Office Badge Pictures-DGS Photo ID Room has moved from the first floor to the Ziggurat Basement Mailroom. Available every Thurs. 8:30 am – 9:00 am. Contact BSOServices@dgs.ca.gov


	Terminology
	The table below defines terms you should know to perform the task. More complete glossaries and acronym lists are included in subsequent sections of this chapter.
Term

Definition

PPO
The Policies and Procedures Office is the title of the portion of the branch of PD which you have joined. 
PD
The Procurement Division (PD), part of the Department of General Services (DGS) purchases for the State and the PPO is part of the Procurement Division.
DGS

The Department of General Services (DGS) is part of the State and Consumer Services Agency that reports to the Governor of California.
DGS-OLS
Office of Legal Services (OLS) staff serve as legal counsel for DGS, works closely with DGS divisions and offices, providing counsel over matters that include:

· Legal advice on purchasing and contract issues     

· Approving non-IT services solicitations and contracts

· Legal actions related to employment

· Statutory and regulatory interpretation 
SCM

The State Contracting Manual is comprised of  3 volumes. An example of a citation to a volume is: SCMv2. This would indicate Volume 2 of the State Contracting Manual. The SCMv2 is also known as the Purchasing Authority Manual (PAM). PD-PPO has oversight and maintenance of Volumes 2 and 3.
URL
Universal Resource Locator is the address used to find locations on the internet and intranet. Typing or copying this into the address line on a web page enables you to move to that location by clicking go.  
PAC
Purchase Authority Contact Correspondence which is usually tied to PAC Broadcast Bulletins.  
SME
Subject matter experts have the experience and knowledge to be considered a primary source of information in their particular expertise. 
 


	Organization
	The Organizational Chart for PD is being updated. The PD organization by products and services is the same list found in the Telephone Contact list: PD contact list by expertise area.
The DGS has many divisions residing in the Ziggurat building housing approximately 1200 employees. Divisions located at the Ziggurat can be accessed through: Ziggurat division locations. A brief description of Procurement and DGS is in Wikipedia. An organization chart for California State Agencies is also available. Wikipedia has a list of California State Agencies , which in addition to the DGS-PD list of California State Agencies, can help with agency acronyms.  


	Telephone
	The use of the State telephone is intended for State business. When first setting up your phone, your password is your phone number. Please read the following two documents for guidance: Use of State Phones  and DGS Memorandum 5/15/06. See PD-Administration, Theresa Campbell, for any phone problems. Advise your manager or lead when any phone changes are needed. You can access your messages from home (or elsewhere) by calling your number, touching the star (*) button and entering your individual security code. Other work units may use a special access number.


	Setting up your phone
	Use the Pac Bell Voice Mail instructions for your phone to set up your: 

· Voicemail box and greeting
· Change your password

· Make an Alternate greeting and always activate it when you are out of the office. As part of the message, always identify when you will return to the office.

· Always forward your phone to another staff member when you are out of the office
When entering the system for the first time, your password is your phone number. 


	Emergency Evacuation
	If the building must be evacuated, an announcement on the building PA will be made. If you are at your desk or in the area, proceed down the stairs located between Kimberly Hocking and Rose Bledsoe. This is the Southeast staircase and has a large #2 next to it.  Upon reaching the first floor, turn 180 degrees left and exit the building through the glass door.  Head south toward the Tower Bridge and await instructions. If you are closer to another exit at the time of the announcement, use the exit closest to you.  Do not return to your desk to retrieve items prior to exiting. You should walk this route once so that you can respond efficiently in an emergency.


	Organization
And SMEs
	The Organizational Chart for PD is being updated. The State Org chart for the Executive Branch is available. The PD organization by products and services (SMEs) is the same list found in the Telephone Contact list: PD contact list by expertise area.
The DGS has many divisions residing in the Ziggurat building housing approximately 1200 employees. Divisions located at the Ziggurat can be accessed through: Ziggurat division locations. A brief description of Procurement and DGS is in Wikipedia. An organization chart for California State Agencies is also available. Wikipedia has a list of California State Agencies , which in addition to the DGS-PD list of California State Agencies, can help with agency acronyms.  


	DGS Manual 
	The DGS Manual has some useful information. It can be accessed at:

http://orpm.dgs.ca.gov/DGSManual/TOC/default.htm. 


	DGS-PD Purview
	DGS-PD is responsible for, and we answer questions on, Information Technology (IT) goods, IT services and non-IT goods. Questions regarding non-IT services, public works, engineering and architectural subjects are not under the purview of DGS-PD and are to be referred to DGS-OLS.


	Media Relations Policy
	Only the DGS Director and the Director’s designated Public Information Officers are authorized to speak officially for the department. All department employees involved in or interested in public communication must first receive approval from the DGS Public Affairs Office, acting through the chain of command, before contacting reporters or media outlets.  See Management Memo 07-02, Media Contact and Media Relations Policy.


	New Employee Orientation
	New Employee tool kit
http://www.ohr.dgs.ca.gov/actoolkit.htm
The tool kit contains links to manuals and webpages. The best is the NEO Binder Forms and Brochure links.
http://www.documents.dgs.ca.gov/OHR/NEO/BrochuresForms.doc
This link enables access to six pages of weblinks and forms. If you need information on benefits, benefits forms or conflict of interest, look here.


Training

	Mandatory Training
	There are four mandatory training courses which must be completed. The two on-line courses: Ethics training and the Information Security Awareness training should both be completed during your first week. 

The two seminar courses: Meet You at the Crossroads and Ethics must be completed within one year of initial employment and are offered once each quarter. See Darlene McCormick to enroll at your first opportunity. Both must be retaken every two years after the initial course. Taking/retaking Ethics is only required if you must complete a form 700.

· On-line Ethics training 

· On-line Information Security Awareness
· Meet You at the Crossroads
· Ethics


	On-line

Ethics Training
	You will need to complete a form 700 within 30 days of arrival and are required to take the interactive course for Ethics offered at the Attorney General’s Office web site at: http://caag.state.ca.us/ethics/index.htm.  This course was developed in a collaborative effort between the Attorney General’s Office and the Fair Political Practices Commission, and provides an understanding of the ethics laws that govern life as a state official. 

Approximately 1.5 hours should be set aside to complete this interactive course. Upon completion, you must print two copies of your certificate, give one to Darlene McCormick and keep the other in your files. You may alternate this course with the in-class Ethics course every other year, but you must take the in-class course the first year.


	On-line

Information Security Awareness Training
	This Information Security Awareness Training was designed to promote employee information security awareness through a self-paced, web-based course. Access the training through:  http://www.ohr.dgs.ca.gov/default.htm. Upon completion, you should print one copy of your certificate for your records. 


	Cal-PCA Training
	Cal-PCA is part of the Statewide Policy and Training Branch. Cal-PCA’s Basic Acquisition Certificate program is designed to give State procurement professionals the basic knowledge and skills needed for positions with State procurement responsibilities. See your supervisor to determine if you should enroll in any Cal-PCA courses. 


On-Line Resources

	Telephone and Contact Lists
	These lists contain the names and contact information needed. 
Part 

Function

PPO Announcement Page
http://www.pd.dgs.ca.gov/polproc/announceppo.htm
Contains PPO objectives, background, personnel, phone numbers and the report that caused the creation of PPO.
DGS Quick Reference Directory

http://documents.dgs.ca.gov/PIO/FirstPage/reference.pdf
Lists top officer, key services and contact information in each division of DGS.

Outlook
Click on the “open book” icon on the upper right center portion of the screen in Outlook and type the last name to find a telephone number of a PD member. By double clicking on the highlighted name in the lower box, general information on that individual can be found. 
Office of Legal Services
http://www.ols.dgs.ca.gov/Directory/default.htm
There are three ways to access OLS members:

· OLS Staff Directory

· 
Staff Attorney Assignments by Subject Matter
· Staff Attorney Assignments by Agency
You can find the attorney by the subject matter or (better) by the specific agency to which they are assigned. Then find their contact information on the OLS Directory.
Telephone Directory for All State Employees
Telephone Directory for all State employees. 

http://www.cold.ca.gov/state_employees.asp
Subject Matter Experts

This is a list of SMEs in PD by subject expertise.
PD contact list by expertise area.
 


	PD and PPO Websites
	These three websites can be added to your computer favorites list. For how to set up favorites, see the Computer Section.
Website

URL

Procurement Division Home
PD Home Webpage
http://www.pd.dgs.ca.gov/default.htm
This website is the home page for the Procurement Division. It contains new 
PPO Home
Policies and Procedures Home Webpage
http://www.pd.dgs.ca.gov/polproc/default.htm
This website is the home page for Policies and Procedures. It contains general information about state contracting manuals, new policies and procedures, programs and legislation. 

PD-ARM

Procurement Division Acquisition Reference Manual

http://pd.dgs.ca.gov/poliproc/PD-ARM.htm 

PD-ARM serves as a central source of acquisition procedures, forms, etc. for purchasing officials within Procurement Division.  It can be used as a reference by experienced personnel and as a tool for those new to the process. Many of the URLs in this chapter are listed in PD-ARM. You will probably use the PD-ARM website more than any other. Add it to your Favorites.
Cal-PCA On-Line Resources

Cal-PCA On-line Resources Webpage

http://www.pd.dgs.ca.gov/Cal-PCA/links.htm
Home Webpages, forms, General Provisions, Important references, codes and regulations can be found here.
 


	Acronym and Abbreviation Lists
	Acronyms are often used in State service. The table below defines some of the acronyms and abbreviations you should know or be able to reference. 

Source

URL

Procurement Website
http://www.pd.dgs.ca.gov/deleg/acronyms.htm
Three pages of acronyms and abbreviations.
Procurement Website PDF 
http://documents.dgs.ca.gov/pd/poliproce/AcronymList.pdf 

Slightly different list of acronyms and abbreviations. 




	Glossaries
	The table below lists six glossaries of terms used by PPO, PD employees or customers.

	Name
	URL/Description of the glossary

	PDQuick
	http://documents.dgs.ca.gov/pd/internalres/quickrefguide.doc
This guide is a dictionary of PD terms that serves as an internal PD resource, helping PD employees answer questions from suppliers. It contains contact information.

	California Acquisitions Glossary
	http://www.documents.dgs.ca.gov/pd/policy/calpcaglossary.pdf 
This online glossary was created by PD and resides on its webpage under the link “Policies & Procedures.”  It defines acquisitions terms as they are used by PD.  


	State Contracting Manual Vol. 1
	http://www.ols.dgs.ca.gov/Contract+Manual/GlossaryofTermsandIndex.htm
This glossary is part of the SCMv1.

	Small Business Administration
	http://www.sba.gov/aboutsba/sbaprograms/gc/glossary/index.html
This glossary is from the US Small Business Administration

	Minnesota Procurement
	http://www.mmd.admin.state.mn.us/mn06008.htm#S
This glossary of common procurement terms is published by the

Minnesota Materials Management Division. 



	U.S. Government Printing Office
	http://govprint.access.gpo.gov/PROCGLOS.PDF
This glossary is designed to provide Federal Agency personnel with information specific to GPO’s printing procurement program.



	OSP Records Glossary
	http://www.documents.dgs.ca.gov/osp/recs/erm-s5.pdf
Glossary of records and archives terminology. It contains some useful IT terms.




This table contains websites used to research Legislative bills.

	Name
	URL/Description of Website

	PD Legislation Services
	This website provides brief descriptions of legislation affecting procurement and contracting, access to Excerpts to the California Code relating to State Acquisitions, a reference summary of code sections and regulations that are relevant to buyers in the DGS-Procurement division, and contact information for legislative questions. http://www.pd.dgs.ca.gov/legis/default.htm


	California Legislative Information website


	This website contains a searchable database of proposed and chaptered bills, including the full text of proposed language, analyses and bill status information.  http://www.leginfo.ca.gov/


	California Law
	California Law consists of 29 codes, covering various subject areas, the State Constitution and Statutes. This website reflects laws currently in effect. http://www.leginfo.ca.gov/calaw.html


	California Code of Regulations


	The California Code of Regulations (CCR), is the official compilation and publication of the regulations adopted, amended or repealed by state agencies pursuant to the Administrative Procedure Act (APA). Properly adopted regulations which have been filed with the Secretary of State have the force of law. This website provides online access to the CCR. http://ccr.oal.ca.gov/linkedslice/default.asp?SP=CCR-1000&Action=Welcome


	
	


Computer Use

	Basic Computer Skills
	The new employee should be at least an intermediate user of Microsoft:

· Office suite, including calendaring and e-mail

· Word

· Excel
· PowerPoint

· Project


	Outlook
	Using Outlook, the employee must know or quickly learn how to:

· Organize meetings

· Set time and importance

· Invite participants

· Reserve meeting room

· Change your calendar permissions

· View another person’s calendar

· View DGS phone numbers
See your manager for instruction if necessary. Limited Outlook training is included in this manual, see How to Use Outlook.


	PAL
	The hours you work must be entered into the Project Accounting & Leave system (PAL). See Chapter on PAL Fast Track Training. The PPO managers request PAL to be submitted by close of business every Friday, and on the last day of each pay period.


	Additional Team Skills
	To function efficiently, the PPO team needs additional computer skills. The Team requires that one or more employees learn the following:

· Content Management System (CMS) Web Authoring 
· Information Mapping

You may be asked to complete training to enable you to become the lead or backup person in either of these areas.


	Use of the Computer Drives
	The different computer drives enable you to save your own data or access PPO team information. Your personal business files should be maintained on your personal drive. No files should be kept on the computer “C:” drive. Your personal drive will have your name on it. The drive descriptions shown in bold are examples, yours will be similar but not identical. 
· Bquinn on file server for PD..(H:)     Your name will indicate this is your personal drive for your own business files.                                                                                                                                                                                       
· Common on ‘smf001file017’ (Z:)  The shared drive contains files everyone in PPO can access or use.                               

· pdintra$ on ‘smf00miis002’ (Q:)   This is the Intranet drive and is for CMS webmaster use only.
· Pd on ‘smf01miis003’ (X:)             This is the Internet drive and is for CMS webmaster use only


	Selecting Favorites
	You should set your favorites immediately. This will enable you to access important webpages with one click. To start, click on the launch internet Explorer icon. 


	Step
	Action

	1
	Click on the “e” on your computer desktop.

	2
	Click on the “Favorites” next to the star in the address (tool) bar above the webpage.

	3
	With the Favorites open on the left side of the page, navigate to a page you wish to add. 

	4
	In the Favorites column there is an “add” button. Click on “add.”

	5
	Click on OK and that page will be added to your Favorites column.


	Accessing Favorites
	Having selected your favorites, accessing them is easy using the following table.


	Step
	Action

	1
	Click on the “e” on your computer desktop to start your web browser.

	2
	Click on the “Favorites” next to the star in the address (tool) bar above the webpage.

	3
	Use your mouse cursor to go down the left side Favorites list and click on the page you want. 


Policy and Procedure Resource Links and Descriptions
	Policy and Procedures Office 
	The Policies and Procedures Office (PPO) develops, maintains, and disseminates uniform statewide acquisition policies and procedures. This section describes many useful links related to policies and procedures.


	PD-ARM
	Procurement Division Acquisition Reference Manual (PD-ARM)
http://pd.dgs.ca.gov/poliproc/PD-ARM.htm 

PD-ARM serves as a central source of acquisition procedures, forms, etc. for purchasing officials within Procurement Division.  It can be used as a reference by experienced personnel and as a tool for those new to the process. Many of the following URLs are listed in PD-ARM. You will probably use the PD-ARM website more than any other. Add it to your Favorites.


	Policy and Procedures Home
	Policies and Procedures Home

http://www.pd.dgs.ca.gov/polproc/default.htm
This website is the home page for Policies and Procedures. It contains general information about state contracting manuals, new policies and procedures, programs and legislation. 


	Policies and Procedures Office Personnel Information
	Policies and Procedures Office Personnel Information

http://www.pd.dgs.ca.gov/polproc/announceppo.htm
This website contains includes information about the rotation of personnel in the PPO.  To submit an inquiry relating to acquisition policy/procedure, contact the appropriate staff member or send an email to PPO@dgs.ca.gov. 


	SAM
	SAM is the State Administrative Manual. 

http://sam.dgs.ca.gov/default.htm
The State Administrative Manual (SAM) is a reference source for statewide policies, procedures, regulations and information developed and issued by authoring agencies such as the Governor's Office, Department of General Services (DGS), Department of Finance (DOF), and Department of Personnel Administration. This website provides online access to SAM. PPO is responsible for the following sections of SAM: 3500-3696.3 and 5200-5291.


	Management
Memos
	SAM Management Memos provide interim information needed prior to the next update of SAM.
http://www.osp.dgs.ca.gov/On-Line+Publications/SAM+Management+Memos.htm
SAM Management memos address matters of policy and announcements related to the State Administrative Manual. Control agencies, such as the Department of Finance and Department of General Services Department of Finance, Department of General Services, and the Department of Personnel Administration issue SAM Management Memos to disseminate information about SAM that requires immediate attention.  This website contains an electronic archive of all SAM Management Memos. 


	State Contracting Manual (SCM) Volume 2
	State Contracting Manual Vol. 2 (previously known as: Purchasing Authority Manual or PAM)

http://www.pd.dgs.ca.gov/deleg/pamanual.htm
SCM Vol. 2 contains purchasing authority requirements, including statutes, regulations, policies, procedures and best practices related to the acquisition of non-information technology (non-IT) goods, delegated purchasing authority and the 'how's and why's" of competitive bidding, non-competitive contracting and leveraged procurement agreements. This website provides online access to SCM Vol. 2. 


	SCM Volume 2 Bulletins
	SCM Vol. 2 Broadcast Bulletins

http://www.pd.dgs.ca.gov/deleg/pacinfo.htm
Periodic updates to SCM Vol. 2 may be made available via e-mail broadcast bulletins that departments shall follow until the information can be incorporated into the manual.  The SCM Vol. 2 will be updated annually or on an as needed basis.  This website contains published SCM Vol. 2 broadcast bulletins. 


	SCM Volume 3
	SCM Vol.3 on Information Technology:

http://www.pd.dgs.ca.gov/polproc/SCMVol3.htm  
SCM Vol. 3 contains purchasing authority requirements, including statutes, regulations, policies, procedures and best practices related to the acquisition of IT goods and services.  This website provides online access to SCM Vol. 3.


	All PAC Broadcasts
	Purchasing Authority Contact (PAC) Correspondence and Information

http://www.pd.dgs.ca.gov/deleg/pacinfo.htm
All PAC Broadcasts are archived here. These publications go to Procurement and Contracting Officers (PCOs) and Purchasing Authority Contacts (PACs) Statewide.  

	
	

	Internal Acquisition Policies and Procedures
	Internal Acquisition Policies and Procedures

http://pd.dgs.ca.gov/poliproc/default.htm
This Intranet website serves as a central source of internal acquisition procedures for purchasing officials within Procurement Division.  The information contained on this site is for Procurement Division use only.  Information may not be applicable to external customer processes.  Customers are to be directed to members of the PD Purchasing Authority Management Section, the PPO, SCM Vol. 2 or SCM Vol. 3, as applicable.


	Policy Change Request (PCR)
	Procurement Division personnel can request changes to policies and procedures by submitting a Policy Change Request (PCR) form to the Policies and Procedures Office.  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 requestor'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. The PCR form can be found at: http://documents.dgs.ca.gov/pd/forms/newpolicyform.doc
For further information, see the sections related to PCRs.


	California State Constitution
	The State Constitution can be accessed at:

http://www.leginfo.ca.gov/const.html 




	California Law and Regulations
	To fulfill your job, sometimes you will sometimes need to research the law. California Law consists of 29 codes, covering various subject areas and can be accessed through:

http://www.leginfo.ca.gov/calaw.html
The California Code of Regulations can be accessed through:
http://ccr.oal.ca.gov/linkedslice/default.asp?SP=CCR-1000&Action=Welcome  


	Subscription to PAC Broadcasts, Management Memos and PPO Updates
	Knowledge of the latest information is critical if you are to provide excellent service to your customers. You need to read Management Memos and PAC Broadcast Bulletins as soon as they are published. By subscribing to the sites below you will immediately receive a notice when publication occurs. To subscribe, click on the link and go to the bottom of the webpage. Enter your email address and click on the submit button. It is not critical that you remember what is in the Broadcast, only that there is a Broadcast on that subject that you can examine and reference. Also subscribe to the PPO Update page.
·  PAC Broadcasts
· Management Memos
· PPO Updates


Customer Inquiries

	Types of Customer Inquiries
	There are several types of customer inquiries. These inquiries may come from the DGS Legislative Office, other internal customers or external customers. These customer inquiries must all be answered and are listed below.

· PPO Mailbox

· Direct Phone Call

· Direct Email 


	Acknowlege Receipt of the Inquiry
	Each customer must receive an acknowledgement within 8 business hours of receipt. The acknowledgement should be by email. 


	Content of Acknowledgement
	The acknowledgement must contain at least the following:

· Your name

· Name of the Person (typically you) who will respond to this inquiry

· Expected time when the fully completed response will be sent

· A restatement of the facts as you know them (vitally important if inquiry came over the phone) 

· Any questions you might need answered to clarify facts of the inquiry. Without clarification, some inquiries cannot adequately be answered.


	Timely Answer
	Each inquiry should be answered as quickly as possible. However, no response may be made without first researching the relevant publications (SAM, SCM, etc.), SMEs and statutes. 


	Memorialize
	The completed response to each inquiry must be kept in an electronic file. That file may be the PPO Mailbox File (preferred) or other electronic file on the shared drive. 
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