


	STATE OF CALIFORNIA

DEPARTMENT OF GENERAL SERVICES
	DATE ISSUED: August XX, 2010


	Administrative Order 10-xx

	EXPIRES: Until Rescinded

	TO:                
Deputy Directors

Branch Chiefs

Office Chiefs

All DGS Supervisors and Managers 
SUBJECT:    
	REFERENCES:

10301, 10302, 12102 

	Internal Non-Competitive Bids (NCB) and Special Category Non-Competitive Bid Contract Request (SCR) Processing 
	SUPERSEDES:



	Purpose
	This Administrative Order provides instructions for the processing of requests for Non-Competitive Bids (NCB) and Special Category Non-Competitive Bid Contract Requests (SCR).  This process is applicable to these requests when originating in DGS.


	Policy
	It is DGS policy to not do NCBs because DGS promotes and provides for open and fair competition when competition is known to exist. Competition may only be limited when requirements make it absolutely necessary. To ensure each NCB or SCR request is necessary, a complete review must be made by all required levels of management.    


	Procedures
	The steps in the following table describe the process of review by all required levels of management for NCBs and SCRs.


	Step
	 

	1
	The Program Author performs the required research and determines that an NCB or SCR is required. The Program Author completes the requisite NCB or SCR form, see the State Contracting Manual, Vol. 2, Chapter 5. Procurement Division (PD) will lend assistance, if requested, but the Program Author writes the justification to complete the form.  In all cases an NCB Coordination Sheet is attached for routing.

	2
	Program Author supervisors and other reviewers check the form for appropriateness, accuracy and completeness.  The documents are forwarded to the Procurement and Contracting Liaison.

	3
	The Procurement and Contracting Officer (PCO) reviews the documents to determine if the use of the form is appropriate, the research is sufficient and the written support justifies this mode of purchase. 

	4
	The Office of Legal Services (OLS) makes a legal review of the package. 

	5
	The Division Deputy Director reviews the package.

	7
	The Assistant to the Deputy Director: 
· Assigns an Executive Office Number to the NCB Coordination Sheet 

· Reviews the package for completeness, punctuation and grammar. 

	8
	The Chief Deputy Director reviews and signs the package on behalf of the Director.

	9
	The Agency Secretary reviews and signs the package.

	10
	The Program Author routes the package to PD/Intake and Analysis Unit after determining that all levels have approved and all signatures are in place.

	11
	PD will process the package similarly to any other department’s request. After final approval is obtained, PD will deliver the approved documents to the program author.


	Review
	At any point a reviewer may return the package to the program authors for additional justification. The package may also be rejected as inappropriate and be returned to the Program Author for revision or to be pursued in a different manner.  


	Helpful Resources
	For more information regarding NCB or SCR requests see the State Contracting Manual:
· Volume 1, Chapter 5, for non-IT services

· Volume 2, Chapter 5 for non-IT goods

· Volume 3, Chapter 5 for IT goods and services.


	Questions
	Questions should be directed to your immediate supervisor/manager or to the Office of Policies, Procedures and Legislation (916) 375-4360. 


	Approval
	

	___________________________

     Ronald L. Diedrich
     Acting Director

Date: ________________________


	



