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Considerations for PD

Internal Procedure Creation

	Transaction Applicability
	Identify whether the proposed procedure will apply to:

· All transaction types (goods and/or information technology goods and services)

· All acquisition approaches (competitive, non-competitive, pre-existing sources)

· All competitive approaches (formal, informal, SB/DVBE Option)

· All informal levels

-Goods $100 or less

-Goods less than $5,000

-Goods $5,000-$25,000

-IT goods/services less than $5,000

-IT goods $5,000-$25,000

-IT goods $25,000.01-$100,000

-IT services $5,000-$100,000

-IT goods/services $100,000-$500,000

	
	

	Program Impact
	Determine which program areas require revision of an existing procedure(s) or inclusion of a new procedure(s).  

· Units buying goods or information technology for customers

· Unit that buys non-IT services for Procurement Division (PD)
· Unit that buys goods for PD when not using delegated authority (formals)

· Units that establish leveraged agreements
Note: See “PD Purchasing Authority for Goods and Information Technology” below for clarification of impact of procedures on acquisitions requested within PD. 

	
	

	Process Impact
	Consider the phases of the acquisition process (Acquisition Planning, Acquisition Phase, Post Award Administration), the related activities within each phase, and what will be impacted by the procedure.  This includes consideration of:
· Revision of existing forms (such as contract forms, worksheets, checklists, Procurement Summary, supplemental forms) 

· Creation of new forms
· Creation of sample letters, documentation, language
· Modification of software and automated tools (such as PIN or PIN language, spreadsheets, OSDC database)

· Modification of documents/publications (such as General Provisions, Bidder Instructions, Model Language, DVBE attachment)
· Impact on manuals (such as SAM, PAM, SCM)

	
	

	Acquisition Planning
	Determine whether aspects of Acquisition Planning require revision including:
· Need identification

· Market research

· Request for Information (RFI)

· Approval process

· Transaction classification

· Acquisition approach selection (includes emergency process)

	
	

	Acquisition Phase
	Determine whether the change impacts any of the activities or documentation requirements within this phase:
· Supplier outreach

-California State Contracts Register (CSCR) advertising
-Mailing list (finding suppliers)
-Request for Interest (RFI)

· Solicitation creation

-Approval verification

-Requisition review

-Solicitation type and contents (does it vary based on award format or evaluation strategy – low cost, points, two envelope or line item award)
-Contract form and content
-Supplemental forms

· Solicitation process administration

-Evaluation teams

-Management of key actions

-Bidders list creation/maintenance

-Addendum creation

-Bid receipt

-Documentation 

· Evaluation 
-Net bid price

-Evaluated bid price (preference application, freight)
-Reference checks

-Demonstrations

-Responsiveness 
-Responsibility

· Supplier selection

-Would noncompliance be deemed a material deviation

-Bidder ranking

-Effective competition (fair and reasonable)

-Selection documentation

-Bidder notification

-Protest process

· Award 

-Contract processing (signatures, SCPRS, distribution)

-File documentation and retention

-Bidder communications (file review, public records requests, debriefing)

	
	

	Post Award Administration
	Determine whether aspects of post award administration require revision including:
· Dispute resolution
· Inspection and acceptance

· Rejection

· Contract amendments

· Reporting requirements

· Payment

· Subcontractor use

	
	

	Effective Date
	The effective date of the change must be determined.  Consideration should be given to:

· Effective date of related legislation

· Effective date of related policy or statewide procedures

· Whether any aspects should be retroactive

· Whether the change should commence with the release of future solicitations or if an addendum must be issued to revise existing solicitations 
· Impact to existing contracts  

	
	

	Notification
	Notification should include not only those units that will implement the procedure but also other units within PD that are impacted by its issuance or are interested parties (such as Protests and Disputes).

	
	

	Timing
	Timing of procedure notification must be considered in conjunction with implementation of:

· Statewide procedures 

· Impacted forms, software, etc.

· Revision of leveraged program user guidelines

	
	

	PD Purchasing Authority for Goods and Information Technology
	When acquiring goods and information technology for Procurement Division (PD) use, purchasing authority requirements applicable to other departments also pertain to PD, when applicable.  

PD does not have delegated purchasing authority.  DGS currently has delegated authority to acquire goods $25,000 or less but does not have delegated purchasing authority for Information Technology*.   

PD acquisitions of goods for internal use subscribe to procedures established in PAM and by the DGS Business Services Office (BSO) for acquisitions $25,000 or less.  Since PAM allows entities that have delegated authority to still submit requisitions to PD, it is feasible that some informal acquisitions could subscribe to internal procedures and thus not be conducted under the delegation.  In this instance, a delegation number would not be identified on the purchase order.  This concept also applies to all formal goods acquisitions conducted by PD for PD – internal procedures would be followed.    

Information Technology acquisitions for PD use are also outside the jurisdiction of PD procedures and subject to BSO direction.

Use of CAL-Card to pay for an acquisition falls under procedures established by the DGS BSO. 

*Note:  A few divisions within DGS (such as Fleet and Telecommunications) have acquired a separate purchasing authority.   
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