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Terms & Acronyms

As used by the Policies and Procedures Office

	237
	The Form “OSP 237.”  Required by OSP when submitting changes for publication in SAM.

	Branch Mgr.
	Within the Procurement Division, all Requesters must submit PCRs through a Branch Manager.

	Coord Sheet
	The DGS Coordination Sheet.  Sometimes referred to as the Blue Coord Sheet because it is always printed on blue paper.  Required by the DGS Executive Office to accompany any documents for the Director’s signature.

	OSP
	Office of State Printing.  The office in the Department of General Services responsible for maintaining and updating SAM.

	PCO
	Procurement and Contracting Officials.

	PCR
	Stands for “Policy Change Request.”  The official name of this form is “Proposal for New or Revised Acquisition Policies/Procedures” (GSPD-04-100).  It is the form created by the PPO and used to submit requests to the PPO.

	Policy
	A directive used to conduct acquisition activity.  Policies are created to clarify and carry out laws and regulations.

	PPO
	Policies and Procedures Office.  The office within the Procurement Division tasked to develop, maintain and disseminate statewide acquisition policies and procedures.

	PRB
	Policy Review Board.  Executive level PD managers who meet regularly to review and approve statewide policy issues and changes submitted to them by the PPO.

	Procedure
	A set of steps performed to implement policy.  Procedures give instruction.

	PRT
	Policy Review Team.  A flexible team convened by the PPO on a case-by-case basis, whose members advise and assist on the technical aspects of the policy or procedure being developed.

	Requester
	Anyone who submits a PCR.

	SAM
	State Administrative Manual.  The document in which the PPO plans to publish all statewide acquisition policy.

	SCM
	State Contracting Manual.  The document in which the PPO plans to publish all statewide acquisition procedure.  The SCM currently exists in two volumes:  Vol. 1 is the original State Contracting Manual; Vol 2. is the Purchasing Authority Manual (PAM)


INSERT: 

PPO Process Flowchart 

In order to complete this manual, you must 

print one additional page and 

and insert it here.  

That page contains the PPO Process Flowchart (created in Visio).

You can locate and print the flowchart at:

Z:/One DGS/Technology and Acquisitions/Policy and Procedure Unit/PPO/PPO Ops Manual/flowchart labeled

Receiving PCR Forms
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STATE OF CALIFORNIA

 

 

 

 

 

 

 

 

 

 

OFFICE OF STATE PUBLISHING

 

SAM AUTHOR REVISION CHECKLIST

 

 

 

 

 

 

 

           

 

SAM UNIT

 

OSP 

237 (

Rev. 06/2002)

 

 

General Instructions and Information

 

 

State Administrative Manual (SAM) revisions include additions, deletions, or a

ny changes to the SAM.  Please attach this completed checklist to the front of 

the requested SAM revisions.

 

 

Mark all revisions clearly 

on a copy of the 

current

 SAM page 

in colored ink or pencil.  For lengthy revisions to text or images, mark SAM page

 

wher

e the revision is to occur and attach the revised text or image to the SAM page.

 

 

After the revisions are approved by the authorized individuals, complete and forward this checklist (with the revisions attached) to the: 

 

Office of State Publishing, SAM Uni

t, 344 North 7

th

 Street, Sacramento, CA 95814.

 

 

For questions regarding the SAM revision process and for copies of this form, contact the SAM unit at (916) 327

-

8908, CALNET 8

-

467

-

8908.

 

 

ITEM

 

YES

 

(X)

 

NO

 

(X)

 

N/A

 

(X)

 

1. 

 

Are the requested revisions clearly marke

d in colored ink or pencil; or is it otherwise clearly indicated where

 

        revisions should occur?  (Note:  

DO NOT 

retype full pages for minor changes.)

 

 

 

 

2. 

 

Are deletions and additions clearly noted as such?  (Not necessary for chapter rewrites

--

see It

em 10 below.)

 

 

 

 

 

3.     Has all the text been reviewed to determine if other revisions are required (e.g., spelling, grammar, rewording for

 

        clarification, etc.)?

 

 

 

 

4.     Have all cross

-

references been checked (e.g., other SAM sections, codes, 

regulations, statutes)?

 

        (Check the references in the impacted sections.)

 

 

 

 

5. 

 

Have all impacted SAM authors and impacted state agencies approved the revisions?  Provide the name and

 

        phone numbers of impacted authors in the “COMMENTS” section

 below so they may be contacted by SAM staff.

 

        (SAM Section 0030 contains telephone numbers of contacts who can direct you to the appropriate author.)

 

 

 

 

6. 

 

Are any forms affected (i.e., substituted, revised, discontinued)?  If yes, attach copies of t

he new forms to the

 

        revision package.

 

 

 

 

7. 

 

If any Standard (STD.) or General Services (GS) forms are affected, has the Department of General Services

 

       (DGS) Forms Management Center processed the form revision?  (STD. and GS forms are not revis

ed via the SAM 

revision process.)

 

 

 

 

8. 

 

Are revisions necessary to the Subject Index?  If yes, submit the relevant Subject Index pages with the revisions

 

       clearly marked.

 

 

 

 

9. 

 

Does the Chapter Index reflect the revisions?  If not, please clearly indicat

e necessary revisions on a copy of the

 

        Chapter Index and submit it with the package.

 

 

 

 

10.  Have you indicated after the section title whether the section is new, revised, or renumbered?

 

       (If renumbered, include the former numbers.)

 

 

 

 

11. 

 

If 

the revision is a chapter rewrite, have you included a floppy disk containing the rewrite?  (Microsoft Word for

 

       Windows is the preferred software.)

 

 

 

 

12. 

 

Has your agency’s legal office reviewed and approved the revisions? (Non

-

DGS Departments)

 

 

 

 

 

13. 

 

Do

es this revision come from a particular Management Memo?  If yes, give the memo number in the

 

       “COMMENTS” section below.

 

 

 

 

14. 

 

Have you written and attached a 

brief

 summary of 

all

 your revisions?  (Not necessary for chapter rewrites.)

 

 

 

 

 

15. 

 

If you are a

 Department of General

 

Services division or office:

 

a. 

 

Has the revision been processed for approval through the DGS Office of 

Legal Services, your deputy director, and impacted DGS offices?

 

 

 

 

       

 

b. 

 

If this revision impacts the working conditions of employ

ees, has the

 

       DGS Labor Relations Section reviewed this revision?

 

 

 

 

16. 

 

LIST REVISED SAM SECTIONS/COMMENTS

 

 

 

17.  SIGNATURES 

 

Legal Counsel____________________________________________    DGS Chief Deputy Director______________________________________

________

 

 

Deputy Director___________________________________________    DGS Director_________________________________________________________

 

(If more signatures required 

–

 use back of form)

 

 

 

Please complete the following to indicate that your revisions 

are approved for publication in a SAM revision package.

 

AUTHOR’S (or CONTACT’S) AGENCY (Print)

 

 

 

AUTHOR’S (or CONTACT’S) NAME and TITLE (Print)

 

TELEPHONE NUMBER

 

(          )

 

FAX NUMBER

 

(          )

 

 

 

______________________________________________  _______

________

 

Author’s Approval Signature                                                          Date

 

 

 

 

___________________________________________  ___________________

 

Division or Office Chief’s Approval Signature                              Date

 

 


Purpose:  This form initiates PPO involvement in the development of new policy or procedure.  The form may be submitted by any employee through his/her Branch Manager.  It is intended that forms are submitted to the PPO by email, but they may be submitted in hardcopy.

Upon receipt of a new PCR, take the following steps:

1. Send requester an email, acknowledging receipt of the PCR.  (Suggested text:  “The Policies and Procedures Office (PPO) of the DGS Procurement Division has received your ‘Proposal for New or Revised Acquisition Policy/Procedure.’  A PPO staff person will contact you within the next two weeks to let you know the status of your proposal.” 

2. Number and log the form in the “PCR Log” (instructions on following page).

3. Copy the PCR and any attachments, and distribute to PPO staff members for review.  New PCRs will be discussed and assigned at the next weekly staff meeting.

Where to Find This Form:  Online at:  http://pd.dgs.ca.gov/FormsTemps/default.htm#purch  (Under “Purchasing Procedures Forms”)

PROPOSAL FOR NEW OR REVISED 

ACQUISITION POLICIES/PROCEDURES

GSPD-04-100  (NEW 01/04)

Requester’s Branch Manager submits completed form via email

to the Policies and Procedures Office at

PPO@dgs.ca.gov

	REQUESTER’S NAME

     
	JOB TITLE

     
	OFFICE

     

	EMAIL ADDRESS

     
	TELEPHONE NUMBER

     
	DATE

     

	SUPERVISOR’S  NAME 
     
	SUPERVISOR’S  EMAIL


	SUPERVISOR’S  TELEPHONE NUMBER





	DEFINITIONS

Policy:  A policy is a directive used to conduct acquisition activity. Policies are created to clarify and carry out laws and regulations.

Procedure:  A procedure is a set of steps performed to implement policy.  Procedures give instruction.

	1.  PROPOSAL (Check one and list existing policy/procedure sections that may be affected or replaced)

	 FORMCHECKBOX 
 New Policy
	     

	 FORMCHECKBOX 
 Revised Policy
	     

	 FORMCHECKBOX 
 New Procedure
	     


	 FORMCHECKBOX 
 Revised Procedure
	     

	2.  SUMMARY (Briefly summarize the proposed policy/procedure)

     

	3.  PROBLEM EXISTS THAT POLICY/PROCEDURE WILL SOLVE (Check appropriate box)
 FORMCHECKBOX 
 NO
 FORMCHECKBOX 
 YES   If yes, what is the problem?      

	4. HISTORY/BACKGROUND (Provide any history/background related to the proposed policy/procedure.  Include attempts to change previously.)

     

	5.  INTERNAL STAKEHOLDERS (List governmental offices, divisions, or departments that might be affected by the proposed policy/procedure.)
     
     
     

	     
     
     

	6.  EXTERNAL STAKEHOLDERS (List non-governmental entities that might be affected by the proposed policy/procedure, i.e., IT suppliers, small businesses, etc.)
     
     
     


	     
     
     

	7.  PROS (List positive changes that may occur if proposed policy procedure is implemented.)
     

	8.  CONS (List negative changes that may occur if proposed policy/procedure is implemented, i.e., staff time affected by adding significant new reporting requirements.)
     

	9.  DID YOU WRITE ANY OF THE PROPOSED LANGUAGE? (Check appropriate box)
 FORMCHECKBOX 
 NO
 FORMCHECKBOX 
 YES   If yes, provide the language you wrote:      


Logging PCR Forms


Purpose:  The PPO Project Manager completes the PCR Log whenever a new “Proposal for New or Revised Acquisition Policies/Procedures” form is rec’d via email or paper, or whenever a similar project is initiate by the PPO.

In the column entitled “PPO #,” the first two numbers are consecutive; the second two numbers refer to the year rec’d.  All other required information comes directly from the form.  As of May, 2004, the PPO is in the process of attempting to automate the receipt, logging, and tracking of these forms, so this manual process will not always be necessary.

Where to Find This Form:  Z:/One DGS/Procurement Division/Technology and Acquisitions/Policy and Procedure Unit/PPO/Admin Documents/Forms/PCR Log.xls

	PCR Log

	“Proposal for New or Revised Acquisition Policies/Procedures”

	PPO #
	Date

Logged
	Requester’s

Name
	Requester’s

Dept/Office
	Date Rec’d
	PPO

Staff

Assigned
	Status

	01-04
	
	
	
	
	
	

	02-04
	
	
	
	
	
	


Notifying Requester:  Reject Idea


Purpose:  Email to be sent by the PPO Project Manager to the original Requester if the request was NOT accepted and will NOT be pursued by the PPO.

Text in red indicates sections you must change or personalize.

Where to Find This Form:   Copy and paste this message from the Operations Manual (see file name and path below) directly into your email.  Change the red text to black.

To:  Original Requester
Cc:  Requester’s Branch Manager
Your request for “New or Revised Acquisition Policies/Procedures” has been reviewed by the PD Policies and Procedures Office (PPO).  We have decided not to pursue your suggestion at this time for the following reason:

Insert reason here.  Be specific.  Also, mention if the idea may be pursued in the future.

Thank you for taking the time and initiative to suggest changes to California’s acquisition policies and procedures.  We hope you will continue to submit ideas.

Sincerely,

PPO Project Manager Name

PPO Project Manager Phone Number

Notifying Requester:  Accept Idea


Purpose:  Email to be sent by the PPO Project Manager to the original Requester if the request was accepted and will be pursued by the PPO

Text in red indicates sections you must change or personalize.

Where to Find This Form:   Copy and paste this message from the Operations Manual (see file name and path below) directly into your email.  Change the red text to black.

To:  Original Requester
Cc:  Requester’s Branch Manager
Your request for “New or Revised Acquisition Policies/Procedures” has been reviewed by the PD Policies and Procedures Office (PPO).  I’m pleased to tell you that the PPO will be pursuing your idea and we have assigned it a tracking number of PCR #(use the next numerical # from log followed by a – and the last two digits of the year in which it was assigned).

I have been assigned to your request and will keep you informed as the project progresses.  Depending on the complexity of the issue, the development of new or revised policy or procedure can often take several months.  

Please feel free to contact me at any time if you have questions or are curious about the status of the project.  When making your request please make sure to reference the above tracking number.

Thank you for taking the time and initiative to improve California’s acquisition policies and procedures.

Sincerely,

PPO Project Manager Name

PPO Project Manager Phone Number

Asking PRB for Recommendations on Policy Review Team Members


Purpose:  Email to be sent by the PPO Project Manager to the PRB to request Policy Review Team members (subject matter experts).

Text in red indicates sections you must change or personalize.

Where to Find This Form:   Copy and paste this message from the Operations Manual (see file name and path below) directly into your email.  Change the red text to black.

To:  All PRB Members

Cc:  All PPO Staff

The PPO requests your help in assigning team members to form a  Policy Review Team (PRT) for the development of “list name of policy here.”  

Team members will have the following responsibilities:

· Adequately prepare for, attend, and actively participate in all scheduled meeting.

· Be willing to meet as often as needed to meet the project deadline date.

· Be willing to represent their program area and make decisions that will be supported by their program area

No later than (list deadline 5 days out), please provide the PPO with the names of team members you recommend.

Thank you,

Forming Policy Review Teams 


Purpose:  Email to be prepared by PPO Project Manager and sent to selected Policy Review Team members regarding their participation

Text in red indicates sections you must change or personalize.

Where to Find This Form:   Copy and paste this message from the Operations Manual (see file name and path below) directly into your email.  Change the red text to black.

To:  All PRT members
Cc:  All PRB and PPO
You have been assigned to participate as a member of a Policy Review Team (PRT) to guide the development of “list name of policy here.”  You were assigned to this team based on a recommendation from the PD Policy Review Board, consisting of Janice King and the PD Branch Managers.

Team Members Responsibilities
Each member of the PRT is responsible for the following:

· Adequately prepare for, attend, and actively participate in all scheduled meetings. 

· Be willing to meet as often as needed to meet the project deadline date 

· Be willing to make decisions that will be supported by your program area

· If you are unable to attend a scheduled meeting, you may send an alternate.  That alternate assumes all the responsibilities listed above. 

PPO Responsibilities

The Policies and Procedures Office (PPO) is responsible for the following:

· Coordinating and scheduling meetings

· Facilitating meetings

· Preparing Issue and Breifing papers (as needed) to present to the Policy Review Board for final decision.  

If you feel you are unable to participate as a member of this team, please contact your Branch Manager immediately so that they can assign someone else.

Otherwise, the PPO looks forward to working with you on the development of this important acquisition document.

Sincerely,

Your name, contact info

Creating A Policy Review Team List


Purpose:  It’s suggested that PPO Project Manager use this form to confirm PRT members for each project.  

Once complete, you may want to distribute to all team members. 

Text in red indicates sections you must change or personalize.

Where to Find This Form:   Copy and paste this form from the Operations Manual and save it in your project file.  

	Policy Review Team

	Insert team name/subject here  

	Primary
	Representing
	Alternate

	Name

Phone #
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Preparing the Agenda for a Policy Review Team Meeting 


Purpose:  To be prepared by PPO Project Manager in preparation for each PRT meeting.

Agendas for each PRT meeting should be kept with the project file to document meetings and attendance.


Text in red indicates sections you must change or personalize.

Where to Find This Form:  Copy and paste this form from the Operations Manual (see file name and path below) and save it in your project file.  

	PPO

Meeting

Agenda
	Policy Review Team (PRT)

“Team Name”

Date

Time
Place



	

	Meeting Owner:
	PPO Project Manager

	

	Scheduled to Attend:
	List Team Member Names



	

	Meeting Objectives:
	List Meeting Objectives

	
	

	Agenda Topics

	1
	Topic #1
	Who will lead topic?
	Time allocated to this topic

	2
	Topic #2
	Who will lead topic?
	Time allocated to this topic

	3
	Etc.
	
	


Preparing a PRB Briefing/Issues Paper


Purpose:  To be prepared by PPO Project Manager for submission to the PRB, as needed.  Read definition below to understand difference between Briefing and Issue paper.

Text in red indicates sections you must change or personalize.

Where to Find This Form:  Z:/One DGS/Procurement Division/Technology and Acquisitions/Policy and Procedure Unit/PPO/PRB/PRB Admin/PRB Briefing or Issues Template.dot


	PRB Briefing/Issue Paper

	 FORMCHECKBOX 

 FORMCHECKBOX 

	Briefing Paper:  A briefing paper is prepared when the PPO has completed the development of a policy or procedure and seeks Board approval of that item.  Briefing papers are only prepared for “high priority issues,” those the PPO has determined are controversial or may have a significant impact on statewide acquisition policy or procedure.  

Issue Paper:  An issue paper is prepared when significant issues arise during the development of a policy or procedure.  These issues cannot be resolved by the PPO and require Board input/decision before the PPO can proceed.

	This item is scheduled to appear before the PRB on:
	Enter PRB date
	Agenda

   Item   Number:
	Enter # that corresponds to PRB  Agenda “Item Number”

	Presented To:
	Procurement Division, Policy Review Board

	Presented By:
	Procurement Division, Policies and Procedures Office (PPO)

	PPO Contact:
	PPO Project Manager Name

	
	Phone:
	 375-xxxx
	e-mail:
	PPO Project Manager e-mail


	Item Name
	

	Summary 
	

	Team Members

· Team members and other Subject Matter Experts who participated in the development of this item.
	

	Background/
History
	Some of this info may come off the original request (“Proposal for new or revised acquisition policies/procedures”)

	Intent

· What problem exists that will be remedied by this change?
	Some of this info may come off the original request (“Proposal for new or revised acquisition policies/procedures”)


	Internal Stakeholders

· What governmental offices, divisions, or departments will be affected by this change?
	

	External Stakeholders

· What non-governmental entities will be affected by this change?  (i.e., small businesses, IT suppliers, etc)
	

	Pros

· List positive aspects of proceeding

· List specific staff members who support this issue 
	

	Cons

· List negative aspects of proceeding

· List specific staff members who oppose this issue
	

	Unresolved Issues


	This is a summary of issues of which PRT recommendations/ideas conflict with PPO’s recommendation.  

If lengthy, insert at end of this document or as attachment.

	Questions for
Discussion
	If any, list here questions that the PPO wants to discuss with the PRB.

	PPO Recommends
	Most likely, you’ll enter “Approval”

	Attachments
	


Preparing the PRB Meeting Agenda

Purpose:  To be prepared by PPO Project Manager when an item (or items) is ready to go before the PRB.  Preparation of this agenda should be coordinated with other PPO Staff to insure that only one agenda is submitted for each PRB meeting.

Agendas (and any accompanying briefing or issue papers) are due to the PRB at least one week prior to the PRB meeting.  See the “PRB Meeting Schedule” for exact dates.

To understand the difference between the three agenda categories (High Priority, Low Priority and Issues), read the description under each. You may not have items for each of the three categories.  If you don’t, just enter “None” in that category.

 Text in red indicates sections you must change or personalize.


Where to Find This Form:  Z:/One DGS/Procurement Division/Technology and Acquisitions/Policy and Procedure Unit/PPO/PRB/PRB Admin/PRB Agenda Template.dot

	DGS Procurement Division

Policy Review Board
	PRB Meeting Agenda
f

	Date
	

	Location
	

	Time
	

	Scheduled Attendees

	Board Members
	Janice King
	

	
	Mariel Dennis
	

	
	Michele Ogata
	

	
	Earl Santee
	( May be other, different Board Members

	PPO Representative(s)
	PPO Project Manager
	

	
	Other PPO Attendees
	

	Other Presenter(s)
	This may include members of the PRT who wish to present views that differ from the PPO’s recommendation, or subject matter experts needed to answer PRB questions.
	

	High Priority Items 

	High priority items are those that the PPO has determined are controversial or may have a significant impact on statewide acquisition policy or procedure.  Briefing Papers are attached for all High-Priority Items.

	Item Number
	Item Name
	Description
	Representative(s)

	1
	Short identifier
	A few sentences or short paragraph describing the item.
	Typically a PPO staff member who will be presenting this item and answering questions.  There may also be another subject matter expert.

	2
	
	
	

	Low Priority Items

	Low Priority Items are those the PPO has determined are non-controversial and will have no significant impact on statewide acquisition policy or procedure.   No supporting documentation is provided with low-priority items, unless requested by the PRB.  

	Item Number
	Item Name
	Description

	3
	
	

	4
	
	

	Issues Requiring Decision 

	Issues requiring discussion are those significant issues arising during the development of a new policy or procedure.  The PPO requires Board input/decision on these issues before proceeding.  In most cases, these issues will be accompanied by an Issues Paper.

	Item Number
	Item Name
	Description
	Representative(s)

	5
	
[image: image1]
	
	



 Preparing PRB Meeting Minutes


Purpose:  To be prepared by PPO Project Manager(s) following a PRB meeting.  

1. Preparation of minutes should be coordinated with other PPO Staff to insure that only one set of minutes is created for each PRB meeting.

2. The minutes should document the result of each item that appeared on the corresponding PRB Agenda.  They should also record any significant discussion that occurred.

3. As prepared by the PPO, these minutes are considered a draft.  Send a copy of the draft minutes to all PRB attendees, letting them know that if no comments are received within one week, the minutes will become final. (Suggested text:  “Attached are the minutes from the [date] PRB meeting.  If no comments or changes are received by [one week from today], these minutes will become final.”
4. File a copy of the draft/final minutes in the PRB binder. 

To add additional line items to the High or Low Priority section:  Copy and paste the information you wish to duplicate.  You cannot use the “Table” “Insert” “Row” command.

Text in red indicates gives further explanation of some of the sections you must change or personalize.


Where to Find This Form:  Z:/One DGS/Procurement Division/Technology and Acquisitions/Policy and Procedure Unit/PPO/PRB/PRB Admin/PRB Minutes Template.dot

	DGS Procurement Division

Policy Review Board

PRB Meeting Minutes

 

	Date of Meeting
	

	Time/Location
	

	Meeting was:

Check the appropriate box (
	
	Regularly scheduled
	
	Special, unscheduled
	
	By e-mail

	






	Attendees

	
	
	

	Board Members
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	PPO Representative(s)
	
	

	
	
	

	
	
	

	Other Presenter(s)
	
	

	
	
	

	
	
	

	





	High Priority Items 

	High priority items are those that the PPO has determined are controversial or may have a significant impact on statewide acquisition policy or procedure.  Briefing Papers are attached for all High-Priority Items.

	Item Number
	Item Name
	Board Decision

	1
	Check the appropriate box (
Refer to current Board Charter if you need an explanation of these decision outcomes.
	
	Approve
	
	Disapprove*
	
	Approve w/ Changes*
	
	Defer*

	
	
	*Discussion (required for all but “Approve”)



	





	Low Priority Items

	Low Priority Items are those the PPO has determined are non-controversial and will have no significant impact on statewide acquisition policy or procedure.  The PPO recommends that Low Priority Items be passed without discussion.

	Item Number
	Item Name
	Formal Decision

	2
	

	
	Approve
	
	Disapprove*
	
	Approve w/ Changes*
	
	Defer*

	
	
	*Discussion (required for all but “Approve”)




	

	Issues Requiring Discussion

	Issues requiring discussion are those significant issues arising during the development of a new policy or procedure.  The PPO requires Board input/decision on these issues before proceeding.  

	Item Number
	Item Name
	Decision/Discussion

	3
	
	


PRB Record Keeping

Purpose:  Complete PRB records are kept both electronically and in hardcopy.  A “complete record” means everything presented to the PRB for review, including briefing papers, language revisions, PRB agendas, minutes, etc.     

Electronic PRB Records

Where to Find Electronic Records:  Z:/One DGS/Procurement Division/Technology and Acquisitions/Policy and Procedure Unit/PPO/PRB/(folders filed by PRB date)

1. For each PRB meeting, create an electronic folder and name the folder the date of the PRB meeting (For example “5-13-04”)

2. Save the folder in the PRB folder, following the path given above.

3. Each PRB folder should contain the following:

a. For each agenda item, provide a copy of all information presented to PRB members for review.  If the PRB agenda contains multiple agenda items, place project information in sub-folders to avoid confusion.

b. Completed and approved project minutes.

c. The PRB Agenda (if the PRB meeting is an email meeting, there will probably not be an agenda).

The completed electronic file will look something like this:
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Hardcopy PRB Records

Hardcopy, or paper, PRB records are identical in content to the electronic records.

1. Gather the records listed above in item 3, a-c.

2. In the purple, PRB binder, create a new, written tab with the date of the PRB meeting and file the documents.

Getting SAM Changes Approved & Published


Purpose:  This section provides detailed instructions for getting Sam (State Administrative Manual) changes approved and published once those changes have been approved by the PRB.  The PPO Project Manager responsible for developing the draft SAM language is also responsible for ensuring that it is properly published in SAM.

NOTE:  SAM is published quarterly.  It is important to coordinate submission of SAM changes with the publication schedule.  Before beginning this process, call OSP (Joseph Guevara @327-5359) to identify any publication deadlines that must be met.

In summary the process for SAM approval and publication is this:

1. Prepare the documents needed by OSP (Office of State Printing maintains and publishes SAM).

2. Prepare the “Coordination Sheet,” which coordinates approvals and signatures.  The ultimate approver is the DGS Director, who is required to sign-off on all SAM changes.

3. Route for approval.

4. Submit the fully-approved documents to OSP for publication.

5. Approve final language provided by OSP.

Step 1:  Prepare the documents

1. Complete and sign Form OSP 237, “SAM Author Revision Checklist.”  See example 12A.

2. On a blank sheet of paper, write up a “SAM revision summary sheet,” listing the SAM section to be changed and a summary of what’s being changed.  There is no form for this.  See example 12B.

3. Your changes may be either minor (a few paragraphs being removed; new sentences or words being added) or major (entire re-writes or brand new sections).  See example 12C:

a. For minor changes:

i. Printout a copy of the section to be changed, including the Table of Contents page on which the section appear.

ii. Line-out any old text.  If whole paragraphs or sections are being removed, cross them out and write “delete” over the sections.

iii. If new language is being added, write it in using a red pen.

b. For major changes

i. Retype the entire section

ii. Print out a hardcopy

iii. Save an electronic copy to a floppy disk

4. If available, attach any substantiation, justifying the need for the SAM change.  The substantiation is to show to approvers, including the director, the reason for the change.  Substantiation may be existing management memos, letters, regulations, etc.  This substantiation is only used by approvers—OSP will not require it for publication.
Step 2:  Prepare Coordination Sheet

1. Prepare a “blue” Coordination Sheet.  The coordination sheet is a standard document used in DGS for items requiring approval by the Director.  See example 12D.

a. If you generated a floppy disk in Step 1, above, list the document’s entire file name and path under “Computer File Name” on the Coord Sheet.

b. Complete the Approvals section of the Coord Sheet as follows:

i. Under “Author/Phone,” list yourself, the PPO Project Manager.

ii. Under “Approved by,” list:

1. The program or Branch Manager

2. Janice King (Asst. Deputy Director, PD)

3. Kathleen Yates (OLS)

iii. Under the “Executive Office,” list Ron Joseph (DGS Director)

2. Printout the completed Coordination Sheet on blue paper

3. Compile all the documents created in Step 1 above, along with the Coord Sheet and route the package for approval following the directions in Step 3, below.

Step 3:  Route for Approval

	Step
	Who
	What
	Comments

	1
	Branch Manager
	· Initials and Dates Coord Sheet
	

	2
	PD Asst. Deputy Director
	· Initials and dates Coord Sheet

· Signs OSP 237 in “Division or Office Chief’s Approval Signature.”
	Deliver to Asst. Deputy Director’s assistant (Monica Johnson) who will obtain the Deputy Director’s signature.

	3
	OLS
	· Initials and dates Coord Sheet

· Signs OSP 237 in section #17, “Legal Counsel”

· Forwards package to DGS Director for signature
	Must be accompanied by memo, “Request for Review and Approval of SAM Change.”  Example 12E.

	4
	DGS Director
	· Initials and dates Coord Sheet

· Signs OSP 237 under “DGS Director”
	When signed, Director’s Asst. should call the PPO for pick-up.


Step 4:  Submit to OSP for Publication

When the package has been returned from the Director’s office, fully approved:

1. Remove the blue Coordination Sheet and file in the PPO project file.  This coordination sheet may be needed in the future to prove who reviewed and approved the SAM change.

2. Compile the package needed by OSP.  This includes:

a. Completed and signed Form 237

b. SAM Revision Summary Sheet

c. Copies of edited, marked-up SAM sections (including Table of Contents) or printout of brand new language and computer disk.

3. Transmit information to OSP (currently Joseph Guevara) by one of the following methods:

a. Interagency mail @ OSP, Mailcode: P6

b. Deliver to OSP at 344 North Seventh Street

c. Call Joseph at 327-5359 and ask best way to get it to him.

Step 5:  Proof and Approve Final Changes

After OSP has received the changes and put them into draft form for publication in SAM, OSP will fax the changes back to you, along with a letter, for approval.  When received:

1. Proof text

2. Make any additional edits or changes

3. Sign letter

4. Fax the changes and the signed letter back to OSP.

Example:  OSP 237 – SAM Revision Checklist


Where to Find This Form:  Z:/One DGS/Procurement Division/Technology and Acquisitions/Policy and Procedure Unit/PPO/Admin Docs/Forms/OSP 237 Sam Rev. doc


Example:  SAM Revision Summary Sheet


SAM Revision Summary

Section 3160 has been deleted due to the closing of the following programs:

STORES

PUBLICATIONS

Material Management Program Manager, Don McDonough, has requested the deletion of this section.

Example:  Coordination Sheet  


Remember to print it on BLUE paper

Where to Find This Form:  Z:/One DGS/Procurement Division/Technology and Acquisitions/Policy and Procedure Unit/PPO/Admin Docs/Forms/Blue Coord. doc

Coordination Sheet
Department of General Services
Document Identification:
	Computer File Name
	Description

	If a disk in included, enter file name and path here
	Letter
	
	Memo
	
	Other
	X

	Assistant/Phone
	Subject:   (Example) Revision of SAM 3852, Exemption from Approval

	Monica Johnson/375-4420
	

	Correspondence
Assignment Number
	


Approvals:
	Author/Phone
	Date
	
	Executive Office
	Date

	PPO Project Manager Name & Phone
	
	
	DGS Director
	

	
	
	
	
	

	Approved by
	Date
	
	
	

	PPO Lead
	
	
	
	

	Program or Branch Mgr
	
	
	
	

	PD Asst Deputy Director
	
	
	EXPEDITE DUE DATE
	

	OLS
	
	
	
	


Revision Dates:

	To Author for Revisions
	 By
	Returned for Review
	By

	
	 
	
	

	
	
	
	

	
	
	
	


Proofing:

	By
	Date
	

	
	
	


Original Mailed on:   ____________     By:  ___

Example:  Cover Letter to OLS


Text in red indicates areas you must change or personalize.

	[image: image3.png]




	 MEMORANDUM


	
	


Date:
May 17, 2004
To:
Kathleen Yates, Office of Legal Services

From:
Linda Garcia
Subject:
REQUEST FOR REVIEW AND APPROVAL OF STATE ADMINISTRATIVE MANUAL (SAM) CHANGES

	Background
	In a memo from Executive Office, Management Services Division, we were advised to revisit all SAM sections and update as necessary.  This is one of those sections needing update.    


	Review/approval required
	It is required to have the Office of Legal Services (OLS) review and approve the attached revision on SAM Section 3852.


	Purpose
	To ask for approval from OLS before moving forward to the Office of State Publishing (OSP).


	Questions
	Please refer questions on content to Earl Santee at 916 375-4423.  

Please refer any questions on formatting or timeline scheduling of updates to, Linda Garcia @ (916) 375-4341. 


	Deadline
	In order to insure that these updates make the quarterly revision/change schedule of the OSP, please have your approval/comments returned no later then June1, 2004.  This allows you a two-week timeframe to review/comment and approve.




	Return to
	Linda Garcia when signed by the Director by calling (916) 375-4341 for pick up.


	Attachment
	Section 3852 of SAM, the Distribution Management Bulletin 3-98 and the OSP 237 form requiring your approval by signature.


Notifying Requester:  Policy/Procedure Complete


Purpose:  Email to be sent by the PPO Project Manager to the original Requester when the final policy/procedure has been completed and the publication outcome is known.

Text in red indicates sections you must change or personalize.

Where to Find This Form:   Copy and paste this message from the Operations Manual (see file name and path below) directly into your email.  Change the red text to black.

To:  Original Requester
Cc:  Requester’s Branch Manager
The statewide acquisition policy or procedure that you recommended to the Procurement Division’s Policies and Procedures Office (PPO) has been finalized and approved, and is scheduled for publication in [list appropriate document—probably either SAM or SCM] by date.
The Procurement Division sincerely appreciates your recommendation for improving California’s acquisition process.

If you have any questions, please feel free to contact me.

Sincerely,

PPO Project Manager Name

PPO Project Manager Phone Number

Notifying PCO’s & PAC’s of Changes to Policy/Procedure


Purpose:  Notification to be sent to State PCOs (Procurement and Contracting Officers) and/or PAC’s (Purchasing Authority Contacts) whenever changes occur in SAM, or any other change occurs that will affect statewide acquisition policy or procedure.

Procedure:

1. Only after you receive notice from OSP (Joseph Guevara) that the Director has signed the SAM packet for the next quarterly update should you compose an email to Judy Heringer in the PAMS unit.  Judy will prepare a broadcast message that will be sent to PCO’s/PAC’s via Rose Schembri (internal) and Ron Rabun (external).  Be sure your email gives only a brief summary of the change(s). 
· What SAM Section(s) is changing/being added or deleted

· A summary of the change, including why it’s being made

· Effective Date

· When SAM will be updated with this change

2. Obtain review/approval of PPO Lead.

Where to Find the Template:   Z:/One DGS/Procurement Division/Technology and Acquisitions/Policy and Procedure Unit/PPO/PCO Template.dot

The template is brief and looks like this:

Department of General Services, Procurement Division
707 Third Street, Second Floor, West Sacramento, CA   95605
(916) 375-4400   (800) 559-5529
 
PCO/PAC Broadcast Needed For SAM Update

Date:  March  , 2004

****************************************************************************

TO:   Judy Heringer for Procurement and Contracting Officers (PCO’s)  
         and/or Purchasing Authority Contacts (PAC’s)
 

RE:


Sample of Usage:

RE:  Changes to SAM 3571.1

Section 3571.1 of the State Administrative Manual (SAM) has changed.

Changes to Section 3571.1 include information about the name change from the “Office of Procurement” to the “Procurement Division,” and the name change for the Std. 65.  These changes are designed to make the information easier to read, and to clarify how departments secure items using their delegated purchasing authority using a Std. 65.

Please refer to the electronic version of SAM to view the changes.

If you have any questions, please contact the Procurement Division’s Policies and Procedures Office (PPO) via email at ppo@dgs.ca.gov.

Thank You.

Rev’d 6/2005

PPO Research


Purpose:  This document gives initial direction for performing research on PPO-related tasks.  It is intended to be ever-growing, so please add your research sources, suggestions and corrections to this document.

Introduction

Two of the primary tasks identified for the PPO in Janice King’s April 12, 2004 memo, which established PPO procedures, are:

· Researching and writing acquisition policies/procedures; and

· Crafting and framing policies/procedure issues for review by the PRB

This “PPO Research” document was created to assist PPO staff in fulfilling its research tasks.  

Definition: Policy vs. Procedure

For its purposes, the PPO defines policy and procedure as follows:

Policy:  A policy is a directive used to conduct acquisition activity. Policies are created to clarify and carry out laws and regulations.

Procedure:  A procedure is a set of steps performed to implement policy.  Procedures give instruction.

Where to Publish Policy/Procedure

The PPO was created, in part, to coordinate the creation and publication of acquisitions policy and procedure.  In the past, policy has been published in many different forms and many different locations, particularly in management memos, which then fail to be incorporated into any centralized policy document. 

To address this problem, the PPO has decided:

·    All policy will be published in SAM (the State Administrative Manual).  

· All procedures will be published in the State Contracting Manual (which includes Volume 1: the  State Contracting Manual [SCM]; and Volume 2: the Purchasing Authority Manual [PAM])

Therefore, when a new project is assigned, begin by identifying where in SAM or SCM the new or revised policy or procedure should appear.  This may be either an amendment to a current section or a newly added section.  Avoid having your team develop a “memo” containing policy—it is a waste of time and simply creates another document which must then be translated into SAM language.

PPO Task Categories

Most PPO tasks will fall into one of the following categories:

1. New Law.  When a new law (Senate or Assembly bill) is passed that deals with statewide acquisition, it will typically require the creation of new policy and new procedure. 

2. New Policy.  Ideas for new policy will, no doubt, come to the PPO from many sources.  Since policy is only created to clarify or carry out laws and regulations, the PPO must identify what law or reg is being clarified by the new policy.  Typically, any new policy is going to require new procedures as well.

3. Revised Policy.  Typically, this includes minor changes to existing SAM language, but may include other, more significant revisions.  A revised policy may or may not require revised procedure.

4. New Procedure.  As the PPO becomes more sophisticated and begins editing existing policy and procedure documents, it will, no doubt, find many instances where policies exist with no procedures to support them.  

5. Revised Procedure.  Typically, this includes minor changes to existing SCM language, but may include other, more significant revisions. 

6. Additions/changes to terms in the California Acquisitions Glossary.  The online glossary is under the jurisdiction of the PPO.  Any edits to the glossary must be approved by the PPO.   

Research:  Where to Look for What.  And Why

	If it’s a…
	Take a look at…
	In order to…

	New Law
	www.leginfo.ca.gov
	Get copies of the new law as well as preceding bill analyses.

	
	Westlaw
	Read discussions on the new law; see how/if other government agencies implement a similar law; look for articles written on the subject.

	
	CA Laws & Codes
	Search for existing code that might impact the development of new policy. 

	
	Management Memos
	Review existing acquisitions MM’s to see if any might have an impact on the implementation of the new policy.

	
	SAM
	Determine where the final policy should be placed

	
	SCM
	Determine where the final procedures will be placed

	New Policy
	
	

	
	www.leginfo.ca.gov
	Get a copy of the law that serves as the basis for the new policy, OR

	
	California Code of Regulations (CCR)
	Get a copy of the regulation that serves as the basis for the new policy.

	
	SAM
	Determine where the new policy should be placed

	
	SCM
	Determine where the new procedures will be placed

	Revised Policy
	Not all current policy resides in SAM.  If a policy is to be revised, you may first have to identify where it resides:  a good place to start is by reviewing old mgt. memos or corresponding SCM language—policy may be present in either of those.

	
	SAM
	If the policy to be revised resides in SAM, identify it and confirm that the revised policy will reside in the same location.

	
	SCM
	Determine if the revised policy will require revised procedure.  if any SCM language currently exists that relates to the new policy and/or to determine where the new procedure should be placed

	New Procedure
	SAM
	Procedure is used to implement policy:  identify the specific SAM policy that this new procedure is being written for. 

	
	SCM
	Determine where the new procedures will be placed

	Revised Procedure
	Not all current procedures reside in SCM.  If a procedure is to be revised, you may first have to identify where it resides:  procedures are often tied up with policy language in SAM or corresponding mgt. memos.

	
	SCM
	If the policy to be revised resides in SCM, identify it and confirm that the revised procedure will reside in the same location.

	Changes to Glossary
	California Acquisitions Glossary
	Review existing terms

	
	Other acquisitions glossaries
	Review acquisitions terms being used in the industry


Research Sources

· SAM  - http://sam.dgs.ca.gov/ - The State Administrative Manual (SAM) was created to provide uniform guidance to State agencies in their fiscal and business management affairs.  According to SAM it is intended to provide state employees with “existing procedures and policies” that will help them carry out their assignments.  It is the PPO’s intent that all policy be published in SAM.  

· SCM - http://www.documents.dgs.ca.gov/ols/scm/scm%20rev%209%204-04.pdf   The State Contracting Manual (SCM) is now divided into two volumes:  Vol. 1 is the original SCM, and Vol. 2 is the Purchasing Authority Manual (see below).  The stated purpose of the SCM is to provide “a resource to those persons in California state government who are involved in the state’s contracting process.” It contains “policies, procedures and guidelines whose purpose is to promote sound business decisions and practices in securing necessary services.” The manual does not eliminate or override statutory requirements, or requirements implemented by way of Executive Orders and Management Memos.

· PAM -  http://www.pd.dgs.ca.gov/deleg/pamanual.htm  The Purchasing Authority Manual (State Contracting Manual, Volume II) contains purchasing authority requirements, including statutes, regulations, policies, procedures and best practices applicable to the acquisition of non-information technology (non-IT) goods and information technology (IT) goods and services. Also included is how departments may apply for purchasing authority, maintain compliance with the purchasing authority program and the ‘how’s and why’s” of competitive bidding, noncompetitive contracting and leveraged procurement agreements (LPA).
· NASPO Listserve -  NASPO Listserve is a service of the National Association of State Purchasing Officials.  It’s a listing of procurement officials in every state who can respond to inquiries regarding procurement issues.  An example of a question recently sent from PD to Listserve is “If your state has a central purchasing office, does that office delegate to other departments within the state the authority to make some purchases on their own?”  As a member of NASPO, PD has access to Listserve and can send questions out through the PD Listserve coordinator (currently Linda Lange).  

· www.leginfo.ca.gov – The official site for California legislative information.  

· Search current and past Senate and Assembly bills.  When searching for a bill, search under the correct “Session,” because bills numbers are reused each year.; 

· access California Government Code (see below); 

· subscribe to current bills to receive automatic notification when they are updated.  

· Westlaw – www.westlaw.com Westlaw is an online legal research service. It provides Internet access to an extensive collection of legal resources, news, business, and public records information.  

The PPO has two subscriptions to Westlaw that allow users to log-on and perform research.  Those subscriptions belong to Linda Garcia and Bill Fackenthall:

Linda’s -
Password:  4831274BFZW
Username:  Linda Garcia

Bill’s -
Password:  4831275 JSWG  
Username:  ?

· Lexis - http://www.lexis.com/ “LexisNexis” is an online legal research service.  It provides online news, public records and business information; including tax and regulatory publications.  

OLS has Lexis access, but the PPO does not.
· CA Government Code  http://www.leginfo.ca.gov/calaw.html - California Law--including the 29 subject area Codes, the Constitution and the Statutes--is updated as new laws are enacted. These laws can be displayed or searched.


· When researching acquisition codes, the most commonly used codes are Government Code and Public Contract Code
· Regulations -  http://ccr.oal.ca.gov/   - This California Code of Regulations (CCR) Website contains the text of the regulations that have been formally adopted by state agencies, reviewed and approved by the Office of Administrative Law, and filed with the Secretary of State.

· Management Memos http://www.osp.dgs.ca.gov/OnLine+Publications/SAM+Management+Memos.htm

All SAM Management Memos (MM) published since 1996 are online.  It is not uncommon that a MM impact procurement.  In the past, new procurement policy has been issued in the form of MM’s and never incorporated officially into SAM.
· Governor’s Executive Orders - http://www.governor.ca.gov/state/govsite/gov_pressroom_main.jsp

Though rare, some Executive Orders have an impact on contracting, such as S-04-03
· State Constitution - http://www.leginfo.ca.gov/const.html - 

· 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.  


· Other acquisitions glossaries –
Small Business Administration:  http://www.sba.gov/GC/indexglossary.html
U.S. Govt Printing Office:  http://govprint.access.gpo.gov/PROCGLOS.PDF
MN Procurement:  http://www.mmd.admin.state.mn.us/mn06008.htm#S
Definitions for Commonly Used Leg Terms

Below are some definitions for words commonly used by the PPO.

Source: Office of Legislative Counsel http://www.legislativecounsel.ca.gov 

Bill
A proposed law, introduced during a session for consideration by the Legislature, and identified numerically in order of presentation; also, a reference that may include joint and concurrent resolutions and constitutional amendments.

Bill Analysis
A document prepared by committee and/or floor analysis staff prior to hearing the bill in that committee or on the floor of the Assembly or Senate. It explains how a bill would change current law and sometimes identifies major interest groups in support or opposition.

Chapter
When a bill has been passed by the Legislature and enacted into law, the Secretary of State assigns the bill a "chapter number" such as "Chapter 123, Statutes of 1992," which is subsequently used to refer to the measure in place of the bill number.

Codes 
Bound volumes of law organized by subject matter. The code sections to be added, amended, or repealed by a bill are identified in the title of the bill.

Laws
The rules adopted by formal governmental action that govern our lives in various respects.

Statutes 
Enacted bills, which are chaptered by the Secretary of State in the order in which they become law.

Third Reading 
Each bill introduced must be read three times before final passage. Third reading occurs when the measure is about to be taken up on the floor of either house for final passage.

Third Reading Analysis 
A summary of a measure that is ready for floor consideration. Describes most recent amendments and contains information regarding how Members voted on the measure when it was heard in committee. Senate floor analyses also list support or opposition by interest groups and government agencies. 
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To select either the “Briefing Paper” or the “Issue Paper” box, just double click on the gray, checkbox area.  A message will open up that says “not checked” or “checked.”  Select “checked.”
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Item numbers should be consecutive, regardless of the category they’re in.
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Create a file for each project


(if needed to avoid confusion)





Name the folder for the PRB mtg date





One agenda


(if needed—see 3c) 





One set of Minutes


(always) 
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