PPO Planning Checklist

The checklist assists with identification of impacted acquisition principles, processes, procedures, concepts, documents, forms, language, etc. 

Project Name/Description: ________________________________________________________

PPO Representative: ___________________________________
Date: ___________________

	
	Program Impact

	_____
	Statewide policy

	_____
	Statewide policy but only those under DGS purview

	_____
	Delegation holder requirement

	_____
	Policy/procedure internal to DGS only

	_____
	Policy/procedure internal to PD only

	_____
	Legislative change required

	_____
	Regulation change required

	_____
	Other: _____________________________________________________________

	
	

	
	Transaction Applicability

	_____
	Goods 

	_____
	Information Technology

	_____
	Non-IT Services

	_____
	Public Works              Pertains to Construction? ____ Yes   ____ No

	_____
	Architectural & Engineering

	_____
	Other: _____________________________________________________________

	
	

	
	Notification Approach/Audience

	_____
	Management Memo

	_____
	PAC Bulletin

	_____
	PCO Bulletin

	_____
	Administrative Order

	_____
	PPO Procedure Update

	_____
	SCAN notification

	_____
	RESD notification

	_____
	CAL-Card holders

	_____
	Other: _____________________________________________________________

	
	

	
	Transaction Approach(es) Affected

	_____
	All approaches

	_____
	Non-Competitive 

	
	_____ NCB

	
	_____ Emergency acquisitions

	_____
	Pre-existing sources

	
	_____ CMAS

	
	_____ Masters

	
	_____ Statewide Contracts

	
	_____ State Price Schedules

	
	_____ Cooperative Agreements (WSCA)

	
	_____ Property Reutilization

	
	_____ Prison Industry Authority

	
	_____ Community Rehabilitation Programs

	
	_____ Interagency Agreements

	
	_____ Strategic Sourcing Contracts 

	_____
	Competitive

	
	_____ All approaches/levels

	
	_____ Informal    Is there a difference under $5000? ____ Yes  ____ No

	
	_____ Formal

	
	_____ SB/DVBE Option (GC 14848.5 (a) & (b))

	
	

	
	Process Impact

	
	Miscellaneous (Systems, Software, Manuals, etc.)

	_____
	PIN text language

	_____
	PIN solicitation template

	_____
	Participation database

	_____
	SCPRS

	_____
	Internet    Site: _____________________________________________________

	_____
	Intranet    Site: _____________________________________________________

	_____
	California Acquisition Glossary

	_____
	State Administrative Manual

	_____
	State Contracting Manual

	_____
	Purchasing Authority Manual

	
	

	
	Implementation Considerations

	
	Approvals

	_____
	Legal review

	_____
	PRB

	_____
	PPO Team

	_____
	Other: __________________________________________________________

	
	

	
	Timing of release

	_____
	Announcement does not require revision of forms/procedures

	_____
	Announcement can precede revision of forms/procedures

	_____
	Announcement should coincide with release of revised forms/procedures

	_____
	There will be multiple announcements

	
	

	
	Effective date

	_____
	Specified in legislation

	_____
	Requires retroactive date 

	_____
	Effective the date of announcement release

	_____
	Impacts released solicitations

	_____
	Impacts existing contracts

	_____
	Other: __________________________________________________________

	
	

	
	Dissemination/notification within PD

	_____
	Acquisitions

	
	_____ CMAS/Masters

	
	_____ Acquisitions and Contracts Section

	
	_____ TAS

	_____
	PAMS

	_____
	Protest/Disputes

	_____
	Training

	_____
	OSDS

	_____
	Engineering

	_____
	CAL-Card

	_____
	CSCR

	_____
	Transportation Management

	_____
	CSSI

	_____
	Warehouse: __________________________________________________________

	_____
	Other: _______________________________________________________________


Attachment

Document/Form Considerations

	
	Acquisition Planning

	_____
	Purchase Estimate (Std. 66)

	_____
	Information Technology Procurement Plan (ITPP) 

	_____
	Certification of Compliance with Policies (Information Technology)

	_____
	Non-Competitively Bid (NCB) Contract Justification

	_____
	Special Category NCB Request

	
	

	
	Acquisition Phase

	_____
	Contract Advertising Exemption Request (Std. 821)

	_____
	Bidder Instructions (GSPD-451)

	_____
	Section II Rules Governing Competition

	_____
	Request for Interest letter

	_____
	DVBE Program Requirement packet

	_____
	Participation Worksheet

	_____
	General Provisions (GSPD-401Non IT Commodities)

	_____
	General Provisions – Information Technology (GSPD-401IT)

	_____
	Information Technology Maintenance Special Provisions 

	_____
	Information Technology Personal Services Special Provisions

	_____
	Information Technology Purchase Special Provisions

	_____
	Information Technology Software License Special Provisions

	_____
	Notification of Intent to Award letter

	_____
	Notice of Contract Award

	_____
	Proposed Award to Other Than Low Bidder (GSOP 53)

	_____
	Agreement Summary (Std. 215)

	_____
	Authorization to Exceed Monetary Limits (form 42) 

	_____
	Standard Agreement (Std. 213 or 213www)

	_____
	Purchase Order/Estimate Change Request (Std. 96)

	_____
	Purchasing Authority Purchase Order (Std. 65)

	_____
	Sub-Purchase Order (Std. 40)

	_____
	TAS PIN Worksheet

	_____
	Procurement Buyer/Engineering Worksheet

	_____
	Evaluation and Selection Procedure Manual

	_____
	File Checklist

	_____
	Procurement Summary

	_____
	Evaluation and Selection Report

	_____
	Notification letters to subcontractors

	
	

	
	Post Award Administration

	_____
	Contracting Activity Report (Std. 810)

	
	


Note: There might be additional documents/forms used in the process that are not listed above. 
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