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GENERAL  (Revised  9/85)
3500

The Office of Procurement, Department of General Services, is responsible for every purchase of supplies or equipment in excess of $100 and for contracts for purchases for every State agency with such exception as stated in Public Contract Code Sections 10295, 10298, 10430, and 12100.5.  See SAM Section 3571.

The Office of Procurement also has responsibility for materials management on a statewide level.  The office is responsible for providing leadership and guidance in all phases of material utilization, including acquisition, storage, distribution, reutilization and disposal.  The Office of Procurement will assist agencies in setting appropriate inventory levels for all items warehoused and will also provide guidance in establishing economical freight patterns, in order to minimize costs associated with storage and distribution of goods.

The Office of Procurement will also assist agencies in making determinations relative to the appropriate method of acquisition of their equipment needs.  The office will also provide effective means of acquiring equipment whether the acquisition is to be made by purchase or through nonpurchasing techniques (i.e., lease-conditional sales contract).

PURPOSE OF CENTRALIZED PURCHASING  (Revised  9/85)
3501

By concentrating all purchase responsibility in one organization, it is possible to achieve standardization to eliminate duplication of effort, and to lower prices as a result of volume buying.  Such organization permits the hiring of people professionally trained in the business of purchasing.  The vendors and the general public may thus look to one professional staff for information and for assurance that the State's purchases are being handled properly and economically.

AIMS AND OBJECTIVES  (Revised  9/85)
3502

The aims and objectives of the Office of Procurement, Department of General Services, are:

o
To purchase the correct material of the right quality in the proper quantity at the right time from the proper source.

o
To conserve public funds through reduction in cost and improvement in the quality of materials purchased.

o
To reduce the overhead cost of buying.

o
To reduce the volume and streamline the flow of paper work.

o
To promote a system of material simplification and standardization throughout the State in order that better materials at minimum cost may be secured for all agencies.

o
To improve the speed of delivery to agencies by predetermining through contracts or other appropriate means the sources of supply before an actual need for the particular material in question becomes known.

(Continued)
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AIMS AND OBJECTIVES  (Revised  9/85)
3502

o
To bring the sources of supply as geographically close to the point of use of materials as is consistent with economical purchasing through contracts or other means.  In short, to decentralize the sources of supply if decentralization does not command a price premium.

COMPETITIVE PURCHASING  (Revised 3/89)
3503

The State is committed to a program of active competition in the purchase of personal property. Public Contract Code Section 10318 makes it illegal for any agency or employee to draft or cause to be drafted any specifications in such a manner as to limit the bidding directly or indirectly to any one specific concern, or any specific brand, product, thing, or service.  It is the aim and desire of the Office of Procurement, Department of General Services, to require that such competition be at all times by responsible vendors, and the materials bought through such competition be properly suited to the job intended both as to price and quality.

Except for contracts and purchases for EDP acquisitions, goods and services which are processed according to the procedures set forth in SAM Chapter 1200 and SAM Chapter 5200, contracts and purchases in amounts of $10,000 or more are normally made by sealed bid procedure.  In emergency situations or other special circumstances, statutes may exempt purchases from the bid procedure.  Sealed bids are opened and read at a specified time and are maintained on file (Public Contract Code Section 10301).

Where the dollar volume involved is less than $10,000, or where the competitive field is very limited, the Office of Procurement will request informal quotations in lieu of using the more expensive formal method.  Informal quotations will also be used to determine if previous prices are still in effect when dollar amounts are relatively small.

When the range of bids received is such that purchase is not in the best interests of the State, all bids will be rejected.  When all bids are rejected, all bidders will be advised.

Also, all bids may be rejected when with the consideration of the surrounding circumstances it is determined that it would be in the State's best interest to do so.

PROHIBITED PRACTICES  (New  8/83)
3504

No State officer or employee will personally derive any benefit from use of facilities available to the State for the purchase of equipment, supplies, or commodities.  Use of sub-purchase orders or other State purchasing procedures to obtain property for personal use, or misrepresentations to vendors that personal purchases are for the State, for the purpose of obtaining price discounts not allowed on personal purchases, will expose officers or employees to prosecution under Penal Code provisions relating to embezzlement and theft.

PURCHASES FROM SHELTERED WORKSHOPS  (New  6/80)
3504.2

The State Office of Procurement, Department of General Services, is authorized to make purchases from rehabilitative or sheltered workshops without seeking competition.  The prices paid must, however, be competitive with comparable products offered in the marketplace.  State agencies may also make such purchases under $100 or under their delegated purchase authority levels granted by the Office of Procurement.

PURCHASES FROM PRISON INDUSTRY AUTHORITY (Revised 5/94)
3505

In preparing purchase estimates, an agency will first consider if its needs can be met by Prison Industry Authority (PIA) commodities and services.  Agencies are mandated by California Penal Code 2807 to purchase from and consult with PIA to develop new products and adapt existing products to meet their needs.  They shall consult with PIA for commodities and services, or like commodities and services, even though not specified in the PIA catalog.

The Procurement Division, Department of General Services, will examine all submitted purchase estimates to determine whether PIA products would meet all reasonable requirements.  If this appears to be the case, the Procurement Division will notify the ordering agency that the items should be purchased from PIA.

The Procurement Division will not purchase these items from commercial vendors without written authorization to do so from PIA.  A waiver must be obtained from PIA prior to purchasing items from commercial vendors.

DELEGATED PURCHASING (Revised 9/91)
3506

The authority to make purchases in excess of $100 is vested in the Office of Procurement, Department of General Services.  The Office of Procurement may delegate purchase authority to those agencies that formally request it.

Purchase authority will be delegated to those agencies which:

1.
Submit a written request to the Office of Procurement.

2.
Demonstrate the ability to manage and control their current procurement and materials management programs.

3.
Agree to implement the delegation without an increase in staff.

A standard delegation of approximately $1,150 may be granted, or agencies may request and expanded delegation of up to $9,999.99.  The standard delegation limit is adjusted each July 1 and is based on the percentage change in the California Consumer Price Index-All Urban Consumers.  Agencies seeking expanded delegations must identify specific commodity groups and classes as well as dollar amounts required.  Justification must also be provided and a materials management plan, if applicable, must be submitted.

Interested departments should direct all inquiries to:

Office of Procurement

Attn:  Research & Analysis Manager

1823-14th Street, Room 100

Sacramento, California  95814

A special delegation program is available for contracts and purchases of EDP goods and services.  That program is described in SAM Section 5210.1.

When a Delegation of Purchase Authority is granted to an agency, all purchase orders are to be written on a STD. 65 or other approved form.  A copy of each order written is required to be submitted to the Office of Procurement.

PROCUREMENT SERVICES  (Revised 9/91)
3510

The Office of Procurement, Department of General Services, can be of assistance to State agencies in all matters relating to prerequisition investigation of possible supply sources and alternative product examinations, specification preparation, inspection and receiving practices, quality control, order follow-up and materials, expediting and the enforcement of the terms and conditions of purchase orders issued by the Office of Procurement.

SPECIFICATIONS SECTION  (Revised  10/74)
3510.1

The Specifications Section staff of the Office of Procurement, Department of General Services, can assist agency personnel in the preparation of the description and specifications of their purchase requirements before they are submitted on purchase estimates.  Copies of standard specifications are available upon request; aid is available for developing descriptions of nonstandard commodities.

AGENCY RESPONSIBILITIES  (Revised  9/91)
3510.2

Issuance of a purchase order by the Office of Procurement, Department of General Services is only one part of the buying process.  The agency for whom the merchandise is purchased also has important functions to perform in this process.  Following are some of the responsibilities of receiving personnel:

1.
Receiving clerk must have a copy of order document to answer these questions:

a.
Is delivery significantly late, unsatisfactory, or incomplete?

b.
Does the item comply with the specifications and packaging requirements?

c.
Are any inspection stamps or special labeling required and are they in 
evidence?

d.
Has the shipment been inspected by the most qualified person available?

e.
Have all the terms listed on the Purchase Order been met?

2.
Maintain copies of Purchase Orders on file when contractors have responsibilities into future fiscal years.

3.
Quality problems and questions should be directed to the Quality Control Section.  See SAM Section  3510.3.

4.
Purchasing problems and questions should be directed to the Buyer whose name and phone number appear on every Contract and Purchase Order issued by the Office of Procurement.

QUALITY CONTROL SECTION  (New  2/71)
3510.3

Quality Control assistance is available from the Office of Procurement, Department of General Services, for agencies throughout the State.  The Quality Control Section should be contacted in the event:

o
An agency has questions as to whether an item delivered against a purchase order meets specifications.  (If necessary, Quality Control will arrange to inspect the item in question.)

o
Equipment or supplies received and placed in service do not appear to be performing as expected or represented by the seller.

o
You are receiving poor service, or experiencing other problems after items have been received.

REJECTION OF SUBSTANDARD COMMODITIES  (Revised  10/74)
3510.4

Failure to meet any of the requirements stated on the purchase order is grounds for rejection. Acceptance of substandard material defeats our standards program.  In each case, however, common sense must also be used in deciding upon accepting or rejecting.  The Quality Control Section of the Office of Procurement, Department of General Services, should be contacted if the agency is not certain as to the action it should take.

The actual data of delivery and the condition of the merchandise at the time of delivery is seldom, if ever, known by the Office of Procurement Buyer.  Copies of all correspondence concerning purchase orders should be sent to the Office of Procurement area office and to the Quality Control Section, Office of Procurement, in Sacramento.  If there is any doubt about the quality of a shipment, report the problem to the Office of Procurement and get the advice of the Buyer before scheduling the invoice for payment.

EMERGENCY PURCHASES  (Revised 3/89)
3511

When an emergency involving public health, welfare, or safety requires the immediate purchase of supplies or equipment without the taking of bids, the requisitioning agency will attach to its requisition a statement regarding the emergency.  The statement will be signed by an officer of the agency.   Acceptable statements will show that the emergency condition is one which would not have been avoided by reasonable care and diligence or that there is an immediate threat of substantial damage or injury to persons committed to the agency's care, to employees of the agency, to members of the general public, or to property for which the agency is responsible.

CONFIRMING ESTIMATES  (Revised  9/85)
3511.1

Confirming Estimates will not be processed unless submitted in accordance with SAM Section 3511 and Public Contract Code Section 10302.  Emergency purchases should ordinarily be made under the provisions of SAM Section 3571.2.

MATERIALS EXPEDITING  (Revised 3/89)
3511.2

If initial contacts with a vendor who is late meeting specified delivery dates are unsuccessful, agencies should contact the Buyer responsible for the purchase order or contract.  The Buyer or a materials expediter will contact the vendor on your behalf and will continue to monitor the vendor's progress until the order is complete.  Your agency will be kept fully advised as to the current status of the transaction and of the Office of Procurement's efforts to enforce the terms and conditions of the purchase order or contract.

STANDARDS SAMPLING  (Revised  10/74)
3513

From time to time, special forms will be sent to agencies to facilitate standards sampling. These forms will request information regarding date of delivery, condition of material on arrival, and pertinent comments.  These forms must be filled out and returned immediately.  If samples are requested, identify them with complete information, purchase order and estimate number, vendor, date, commodity, and comments.

FINANCIAL PROFILE  REPORTS  (Revised  9/91)
3514

Agencies that require information on firms within the United States may obtain this data from the Office of Procurement, Department of General Services, which has contracted for credit rating services.  Use of the service for purposes other than as a check on firms to whom credit may be extended is not authorized.  The service consists of two parts: (1) a reference book listing the general credit rating of virtually every firm in the United States; and (2) a special detailed, confidential business information report on specific firms.  Reports on individual consumers may not be ordered.

Detailed reports contain a comprehensive statement of the background and financial status of the firms.  Use of Procurement's reference book is free of charge.  Upon written request, single reports may be purchased for a fee.  The fee is updated annually; call the Office of Procurement for the most current fee.  Requests which require immediate information will be charged extra.  All reports will be processed on the basis of single reports.  All reports may be ordered from:

Office of Procurement

1823–14th Street

Sacramento, California 95814

MANUFACTURERS' WARRANTIES  (Revised 9/91)
3515

Many items of equipment purchased by State agencies carry a manufacturer's warranty of acceptable materials and workmanship.  All agencies will register and maintain proper records of such warranties to ensure that defects covered by the warranty are repaired by the manufacturer.

The Office of Procurement does not maintain any files or records of individual agencies' equipment warranties.

SURPLUS PROPERTY

DISPOSAL OF PERSONAL PROPERTY AND SURPLUS PERSONAL PROPERTY 
3520
(New 9/91)
Prior to disposal of any State-owned personal property other than vehicles and mobile equipment (See SAM Sections 4171 through 4175 for Disposition of Vehicles and Mobile Equipment) departments must receive approval from the Surplus Property Section, Office of Procurement, Department of General Services.  

A Property Survey Report, STD. 152, must be submitted for approval prior to disposition of any State-owned personal property including general office furniture regardless of the acquisition value or if the property was recorded or capitalized for accounting purposes.  The five hundred dollar ($500.00) unit acquisition cost requirement for capitalization does not apply to disposal actions.  Disposition, which includes sale, trade-in, discarding or turning the property over to Property Reutilization may not occur until approval is received from the 
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DISPOSAL OF PERSONAL PROPERTY AND SURPLUS PERSONAL PROPERTY 
3520
(New 9/91)
Surplus Property Office.  To receive approval, all property survey reports must be mailed to Surplus Property Section at 1421 No. Market  Blvd., Sacramento, CA 95834 or 2325 Moore Avenue, Fullerton, CA 92633 in Southern California.  This reporting requirement applies to all office furniture items including, but not limited to, bookcases, cabinets, chairs, credenzas, desks, shelving, tables, and similar items common to State offices.

Office furniture that is used but still sound will be recycled by the Department of General Services, reducing expenditures for new furniture and conserving the materials used in the manufacture of office furniture.  To refinish furniture, the Office of Procurement has a master service agreement for the electrostatic painting of metal office furniture.

PROPERTY SURVEY BOARD (New 9/91)
3520.2

Each agency will have a duly appointed Property Survey Board.  It will be the responsibility of the Board to determine that the best interest of the State is served in disposing of State property.  To the extent possible, there will be a sufficient number of members on the Board that both business management and program responsibilities will be represented.  At least two members of the Property Survey Board will approve all Property Survey Reports and also any Transfers of Location of Equipment (STD. 158).

PROPERTY SURVEY REPORTS (New 9/91)
3520.3

A Property Survey Report (PSR), STD. 152, will be prepared whenever an agency proposes to dispose of State-owned nonexpendable property by sale (including sale to another State agency), trade-in, discarding or to be turned over to Property Reutilization.

A Transfer of Location of Equipment (STD. 158) will be prepared whenever it is proposed to transfer equipment between agencies or units within an agency.  Intra-agency transfers between organizational units accounted for in the same General Ledger may use an agency form in lieu of the STD. 158.

Original copies of approved STD. 152 and 158 will be retained in a suspense file pending disposition of the property.  If property is sold, the amount received and the receipt number will be entered on STD. 152 and the property listed will be disposed of without delay.

All STD. 152's and 158's will be retained in accordance with the general disposition schedule.  See SAM Section 1671.

TRANSFER TO THE SURPLUS PROPERTY OFFICE (New 9/91)
3520.4

When surplus State property is not transferred within the agency, the agency will submit a STD. 152, Property Survey Report, directly to the Surplus Property Office.

Adequate information shall be supplied in the "explanation" section of the PSR to describe the reason for disposal of the material.

Only similar items or items being surveyed for the same reason shall be included on a single PSR.  Separate PSRs shall be used when items are to be surveyed for different reasons.

DONATIONS OF STATE PROPERTY (New 9/91)
3520.5

A Property Survey Report (PSR), STD. 152, will be prepared whenever it is proposed to dispose of State-owned property to a non-state entity.  State agencies must have the approval of the Department of General  Services, Surplus Property Office before the disposition.  The recipient of the State Property must be an eligible donee with the Surplus Property Office and eligible to receive such property, or a certified nonprofit agency.

SALE TO ANOTHER STATE AGENCY (New 9/91)
3520.6

The same procedure is used as a transfer within Agency/Department except the Property Survey Report, STD. 152, must be completed and forwarded for review to the Surplus Property Office before a transfer takes place.

PUBLIC SALE  (New 9/91)
3520.7

After offering surplus property within your own Agency/Department, completing the Property Survey Report, STD. 152, and receiving approval, the property can be offered for sale to the public.

When disposing of material through a public sale, there are three methods:

1.
Sealed bid

2.
Auction

3.
Fixed price (not recommended)

SEALED BIDS OR AUCTION SALES (New 9/91)
3520.8

A fixed price sale requires the authorization of the Director of the Department of General Services.

Typically the sealed bid method of public sale brings the highest cash return to the State.  A diligent effort should be made to secure at least three competitive bids.  If three competitive bids cannot be obtained, a list of the firms or individuals contacted must be prepared and signed by the employee soliciting the bids.  The bid solicitation list and the bids received shall be attached to the PSR.

When material is to be disposed of at a public sale, publicity to all sectors of the community shall be given.  Public notices include:

1.
Newspaper ads

2.
Posting of notice of sale in public places

3.
Mailings to interested business and individuals

Public sales should be announced a minimum of one week prior to the sale with newspaper ads running no less than three days.  The bid opening date should allow ample time for advertising and inspection of the items by prospective bidders.
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SEALED BIDS OR AUCTION SALES (New 9/91)
3520.8

"Notice of Sale" flyers shall be made available on-site and should contain the following information:

1.
When and where the items offered for sale may be inspected.

2.
Bid opening date and time.

3.
Method of notification to successful bidders.

4.
Required method of payment and applicability of sales tax.

5.
Required time frame for successful bidders to pick up items.

6.
A "General Provisions" section should include an applicable statement similar to the following:

"Items are being sold as is and where is.  Verification of the description and condition is the responsibility of the bidder.  All sales are final.  The State of California reserves the right to reject any or all bids, or to value any defects or irregularities therein.  Minimum bid amounts, when indicated, shall be applicable.

The State of California makes no warranty, either expressed or implied, as to the condition or completeness of the equipment being sold, nor does the equipment necessarily meet California Occupational Safety and Health Act Standard, Orders, or Regulations.

After the successful bidder has paid for his/her items and presented his/her receipt,  he/she shall be requested to sign an appropriate delivery receipt to signify that he/she has received the material.  When scrap and junk is being sold, the person taking delivery shall either sign a delivery receipt or give the agency a receipt indicating the type and approximate quantity of material removed from the premises.

After the sale of material is completed, the amount of cash received shall be recorded on the approved copy of the Property Survey Report, which is retained by the organizational unit.

Whenever public sales are conducted, a system of checks and balances shall be used.  This shall, at a minimum, consist of having separate persons handle the sale and the collection of funds.

State employees may participate in public sales providing they do so in the same manner as the general public.  Employees may not use their position, office or prestige to their advantage when participating in sales of materials, nor may they participate on 'State Time'."

DISCARDED, SCRAPPED, OR DISMANTLED FOR SALVAGE (New 9/91) 
3520.9

When material is disposed of by means other than sale (i.e., discarded, hauled to landfill, scrapped or salvaged)  the unit supervisor shall certify in writing that the disposition has been accomplished.  The certification may be made on the Property Survey Report or attached and filed with the PSR.  When material is disposed of at a public landfill, a signature shall be obtained from the disposal site operator or attendant indicating that the material listed was disposed of at the site.  If the landfill is unattended, the responsible employee and the unit supervisor shall sign and certify that the disposition described was accomplished.

DONATED FEDERAL SURPLUS PROPERTY  (Revised 3/89)
3521

State agencies are eligible to receive donated Federal surplus property distributed by the Department of General Services, Office of Procurement.  Substantial quantities of high-quality new and used surplus materials and equipment very frequently become available to State agencies from this source.

All agencies eligible to receive donated Federal surplus property will make a maximum effort to acquire necessary materials and equipment through the Federal surplus property program.  The Office of Procurement will assist agencies in securing Federal surplus property, will obtain and circulate information as to materials and equipment available, and will assist agencies in placing requests for such items.  Since desirable items are generally available for a very a limited time, agencies should respond to notices of available property promptly.  Eligible agency personnel should visit the Department of General Services surplus property warehouses in Sacramento and Fullerton at periodic intervals to see items that are currently available.

INSPECTION OF USED SURPLUS EQUIPMENT  (Revised  9/85)
3521.1

Used surplus equipment will be inspected by the requesting agency before it is shipped to the agency.  Used vehicles will be inspected by the Office of Fleet Administration, Department of General Services.

BUDGETING AT COMMERCIAL COST  (Revised 9/91)
3521.2

Operating expense and equipment annual budgets will be prepared to provide funds for necessary items and will not be reduced in anticipation of Federal surplus property availability.  Items are often available through the Property Reutilization Section of the Office of Procurement; however, they should not be expected to be a source of ready availability and the requirements should be included in departmental budgets.

LIMIT ACQUISITIONS TO ANNUAL NEEDS  (Revised 9/91)
3521.3

Agencies, in general, will limit the acquisition of donated surplus operating expense items to the quantities necessary for their annual needs.  Agencies desiring to obtain quantities in excess of that needed for one year will consider storage facilities available, custody, obsolescence, deterioration, and the intent of the Federal surplus property program.  Such acquisitions for institutions and field locations should be reviewed prior to acquisition by the departmental headquarters.  Acquisition of quantities in excess of annual needs will be called to the attention of the Department of Finance budget staff in each instance where the estimated approximate commercial cost of the quantity in excess of the annual need exceeds $500.  Surplus food products acquired from the Federal Government by the State are subject to audit by the USDA.  If waste is identified in the audit, financial penalties equivalent to the value of the waste may be imposed on the offending agency.

ACQUISITION OF UNBUDGETED EQUIPMENT  (Revised 3/89)
3521.4

Agencies may obtain equipment items as authorized in the current fiscal year budget.  Necessary equipment may be acquired from Federal surplus equipment without Department of Finance budget staff approval to purchase.  Such acquisitions must be made under the budgetary limitations prescribed in SAM Section 3558.1, and certified in accordance with the instructions in that section.
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ACQUISITION OF UNBUDGETED EQUIPMENT  (Revised 3/89)
3521.4

Agencies will establish an operating expense and equipment category allotment for "Federal Surplus Property Savings." This savings allotment will be credited and the equipment allotment charged with the difference, for the item obtained, between (a) the budgeted amount, and (b) the total of the amount paid to the Department of General Services and the Office of Emergency Services, together with any subsequent expense of reconditioning the item obtained.  Purchases from equipment savings will be funded by Transfer of Budget Allotment from the savings allotment to the appropriate operating expense and equipment allotment.

RENTAL AND LOAN OF EQUIPMENT  (Revised 9/91)
3522

Property Reutilization, Office of Procurement, Department of General Services, maintains an inventory of office equipment such as typewriters, desks, chairs, tables, and some office machines which are available to agencies on a rental or short term, no charge, loan basis.

Equipment may be obtained or reserved by contacting the Department of General Services Property Warehouses located at 1421 N. Market Blvd., Sacramento, CA 95834,  and 2325 Moore Avenue, Fullerton, CA 92633, or the Office Machine Service Shops in Los Angeles and San Francisco. Loans or rentals must be requested in writing by an agency officer authorized to commit agency funds.

All types of equipment will be loaned, at no charge, for periods up to 30 days.  Equipment may also be rented for 12 months at nominal rates.  Accrued rental payment up to 75% of fair market value may be applied to purchase of rented equipment.  Equipment loaned for periods less than 30 days, which is not returned within the agreed upon loan period, will be placed on a rental basis retroactive to the first day of the loan period.

In emergency situations, agencies requiring long-term use of equipment for which they are unable to fund rental charges, may request exceptions to the 30-day loan limit by submitting supporting information to the Deputy Director, Procurement Division, who, after obtaining concurrence of the budget staff, Department of Finance, may extend the no-charge loan period up to 12 months.  Also, if an approved purchase estimate has been delivered to the Office of Procurement, Department of General Services, surplus equipment may be loaned to the agency originating the estimate pending receipt of the purchased equipment without regard to the 30-day limitation.

Agencies will be expected to provide transportation for loaned or rented equipment.  Equipment can be shipped freight collect, by common carrier, at the request of renting or borrowing agencies.

INTERDEPARTMENTAL EQUIPMENT RENTALS  (Revised 9/91)
3522.1

It is intended that agencies exchange available equipment and related services on a rental basis.  In order to provide a simplified and uniform procedure for these transactions, departments will use an Interagency Service Agreement and Invoice, STD.  13A, to request the rental of available equipment, order supportive services, and provide the necessary documentation for billing purposes.  Rental rates must include charges to recover all direct and indirect costs.  See SAM Sections 1212, 1212.2 and 8760, 8760.2.
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INTERDEPARTMENTAL EQUIPMENT RENTALS  (Revised 9/91)
3522.1

Complete information on interagency rental of mobile equipment, repair facilities, and mobile equipment repair services is included in the following publications:

1.
Statewide Mobile Equipment Inventory

2.
Repair Facilities Inventory and Location Catalog

These publications are available from the Chairman of the State Equipment Council, care of the Office of Fleet Administration, Department of General Services, 802 Q Street, Sacramento, California 95814.  The telephone number for the Office of Fleet Administration is (916) 327-2086 or ATSS 467-2086.

The Interagency Service Agreement and Invoice, STD. 13A, may also be used in the interchange of equipment and related supportive services with city, county, or other local government units within the State.

SALE OR EXCHANGE OF PRODUCTS (See Government Code Section 11330–35.)

CONTRACTS  (Revised 3/89)
3530

Contract buying reduces the volume of repetitive work, permitting more care and consideration of the award of major purchases, thereby allowing each buyer to become more conversant with the material requirements of the operating departments.  It permits a better scheduling of supplies, allowing the operating departments, particularly institutions, to better adjust their inventories.  It also encourages better service on the part of vendors, because of the value of such statewide contracts.

As a result of an expanded and comprehensive standards program, it is possible to expand the term contract program since it can be predetermined what quality or specification of material will be accepted statewide.

Officers and employees purchasing contract items at retail prices will be personally liable for the difference between the retail and contract price except in verified emergencies which must be fully explained on the invoice covering the emergency.

To verify contract dollar volumes and to ensure accurate bid information is provided to all interested bidders, each agency using State Contractors must submit one copy of each contract order (STD.  65) to:

State Office of Procurement 

P.O. Box 942804

Sacramento, CA 94204–0001

STATE PRICE SCHEDULES  (Revised 3/89)
3531

State Price Schedules are established to permit agencies to obtain volume pricing on noncompetitive items and to order directly from vendors.  Unlike contracts, use of State Price Schedules is not mandatory.  If an agency determines that another brand or type of item would meet their needs at a lower price, it may either make a delegated purchase or submit a purchase estimate to the Office of Procurement, depending on the dollar amount involved.  Before making a delegated purchase, the agency must notify the Office of Procurement's Research and Analysis Section, in writing, of their intention to do so.  The request will be considered approved unless the Office of Procurement notifies the requesting agency to the contrary within 48 hours (two working days) of receiving the request.  If the agency submits a purchase estimate to the Office of Procurement, an explanation of the circumstances should be included.

MASTER SERVICE MAINTENANCE AND RENTAL AGREEMENTS  (Revised  9/91)
3532

Agreements negotiated by the Office of Procurement, Department of General Services, for the maintenance and rental of office machines are not mandatory for State agencies if they are able to secure better prices that may be due to their remote location or similar factor.  Master Service Agreements issued by the Office of Procurement for photocopiers ensure that the guaranteed useful life of the equipment is adhered to, as contracted for in the original purchase order.  Use of Master Rental Agreements for the rental of EDP equipment is subject to the provisions in SAM Section 5291.  Terms and conditions of the agreement are included in the notice.

NOTICES OF CONTRACTS, STATE PRICE SCHEDULES AND MASTER SERVICE 
3533
AGREEMENTS  (Renumbered and Revised  2/71)
Notices of all statewide contracts, State Price Schedules, and Master Service Agreements will be mailed directly to the departments concerned at the time the document is approved.  Such notices will outline in detail the method for placing orders, the price, the terms and the conditions, and identifying the merchandise in such fashion that it will be possible for operating departments to write an auditable subpurchase order or standard agreements for rentals.  At the beginning of each fiscal quarter, the Office of Procurement, Department of General Services, will issue a consolidated list of all current notices, schematically arranged by commodity groups (Quarterly Check List of Effective Contracts).  This checklist is sent to all agencies by the Office of Procurement.

MATERIALS MANAGEMENT AND SUPPLIES WAREHOUSING  (Revised  9/91)
3535

The Director of the Department of General Services has initiated a statewide program to establish effective standards and policies for all materials management functions including reduction of expendable goods inventories which are maintained in uneconomically large quantities.

This program is being administered by the Department of General Services, Office of Procurement, within the framework of the Statewide Materials Management System or the Purchasing Information Network (PIN).  The program started in November 1977 and will continue until all major agencies and warehousing facilities are participating.
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MATERIALS MANAGEMENT AND SUPPLIES WAREHOUSING  (Revised 9/91)
3535

The Office of Procurement is responsible for establishing effective purchase methods for expendable items which provide a means to reduce the quantity and type of expendable items in State inventories.  The Office of Procurement shall also recommend policies and procedures to reduce the State's expendable inventories investment, review agency materials management practices, recommend to agencies actions to achieve more effective materials management, and monitor and report on the progress of agency programs.

Agency owned expendable goods inventories will continue to be managed by the owning agency and not by the Department of General Services.  Inventory control systems used throughout the State will be standardized whenever possible.

Basic statewide inventory management policy under which all agencies will operate is as follows:

Funds used for the purchase of expendable goods inventories must be clearly identified in the support documents which are prepared to justify agency's respective portion of the Governor's Budget.  See SAM Section 6120. The information may be contained in the Schedule 2 (Line Item Budget) or  Schedule 11 (Preparation of Supplementary Schedule of Operating Expenses).  Other documentation may suffice, but funds used for the purchase of expendable goods must be clearly identified.  This information will be made available to the Department of General Services, Office of Procurement, upon request by that entity.

The Department of General Services, Office of Procurement, is responsible for establishing purchasing, warehousing, inventory control, and distribution methods which will minimize the State's need for the maintenance of supplies, warehouses, and inventories.

The Department of General Services contracts with suppliers to deliver some materials directly to the point of use for State agencies.  Other materials which require quality assurance testing or which, through volume purchasing, can be landed at one point and redistributed at a savings to the State, are purchased and redistributed by the Office of Procurement, Material Services.

The Office of Procurement, Material Services, is the central redistribution warehousing organization.  Departments or agencies may maintain continuing inventories of supply items available from Material Services only at or near the point of use.  Departments may not maintain redistribution warehouses to resupply point of use facilities unless authorized by the Department of General Services, Deputy Director, Office of Procurement.

State agencies must maintain unit stock records and conduct annual physical inventories if they operate warehouses which aggregately meet any one of the following criteria:

-
Gross floor space exceeding 4,000 sq. ft.

-
Average annual inventory investment in expendable goods exceeding $50,000

-
Annual issues of expendable goods exceeding $100,000

-
Expendable goods inventory consisting of 400 or more stock items
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MATERIALS MANAGEMENT AND SUPPLIES WAREHOUSING  (Revised 9/91)
3535

Expendable items will be maintained in continuing inventory only if they are:

-
Required for emergency needs involving public health, safety, or welfare

-
Not readily available from supplier inventories

-
Stable items with high demand and represent the low net cost purchase option

Agency inventories and operating costs generated by the continuing maintenance of such inventories shall be no greater than is actually required or economically justified.  Inventories will be subject to periodic audit by Department of General Services or other authorized audit units to assure that individual agency managers have regularly and effectively maintained such inventories at the lowest practical level.

Agencies shall, within the general framework of this policy, develop and publish internal policies and procedures which must contain at least the following:

-
Specific assignment of management responsibility for effective materials management at both agency-wide level and within each organizational unit that maintains continuing inventories of expendable goods.

-
Policies and procedures governing the size and scope of continuing inventory investment, standards for utilization of storage space and review of materials management program effectiveness. 

STORAGE OF OFFICE EQUIPMENT (Revised 9/91)
3536

New office equipment should be shipped directly to the point-of-use by the vendor whenever possible.  New equipment may not be warehoused for more than 30 days under any circumstances.

A department may store a maximum of five complements of office equipment at any facility they lease or own.  A complement of office equipment consists of one desk, one chair, one work table, one credenza, one bookcase, one typewriter, and one calculator.

Departments may store a maximum of 100 complements of used office equipment at the Department of General Services, Material Services Warehouses.  These complements may be stored at Material Services only if they are required for emergency needs involving public health, safety, or welfare and are not readily available from supplier inventories.

Departments must state in writing why they need to store used office equipment, how many complements will be stored, and how long it will be stored.  This statement must be filed with the Materials Management Unit, Office of Procurement, Department of General Services.  Exceptions to these guidelines must be approved by the Department of General Services, Deputy Director, Office of Procurement.

OFFICE OF PROCUREMENT—MATERIAL SERVICES SECTION (Revised 9/91)
3540

Material Services Section is under the administrative direction of the Office of Procurement.  Warehouses are located in Sacramento and Fullerton.  Each warehouse maintains a complete stock of basic stationery, office supply items, paints, janitorial supplies, textiles, maintenance supplies, and other general use commodities.

Characteristics of a good item for Material Services Section handling include Statewide use by many departments and monetary savings through volume buying.  Unless an item may be purchased in bulk for redistribution at a meaningful savings to the average State department, it is generally not deemed to be a proper Material Services Section item.  Need for quality control through testing may also qualify items for Material Services Section.

FINANCING OF STORES OPERATION (Revised 6/78)
3541

Material Services Section (Stores) operates out of the Service Revolving Fund.  A markup is added to all purchases to defray costs of handling.

MATERIAL SERVICES SECTION CATALOG (Revised 6/78)
3542

Material Services Section issues a catalog, special supplements, and interim revisions listing and describing all available stock items and providing information necessary for requisitioning commodities from Material Services Section stock.  Periodically, Material Services Section issues a supplemental price list for agency information and, on a more frequent schedule, a bulletin containing information about new products, product uses, changes in procedure, etc.

ORDERING SUPPLIES FROM MATERIAL SERVICES SECTION (Revised 6/78)
3543

Requisitions for Material Services Section stock items are submitted on Supply Order, STD. 116.  Supply orders may be forwarded to the nearest Material Services Section warehouse or to P. 0. Box 1015, North Highlands, California 95660.  Preparation of supply orders must conform to instructions in the supply catalog.

DELIVERIES FROM MATERIAL SERVICES SECTION (Revised 9/91)
3543.2

Material Services Section ships suppy orders for nearly all materials within 10 days of receipt of order.  In addition, Material Services Section prices are FOB destination (freight included).  As a result, no cost advantage accrues to the departments for ordering in unnecessarily large quantities for subsequent internal redistribution.  Orders should be for delivery to the point-of-use in quantities normally not exceeding a 30-day supply.
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DELIVERIES FROM MATERIAL SERVICES SECTION
3543.2

(Revised 9/91)

Except for deliveries within the Sacramento and Los Angeles urban areas, Material Services Section's shipments are made by common carriers.  Regardless of carrier, delivery service is limited to readily accessible street level receiving facilities except by special prior arrangement with Material Services Section.  Material Services Section may assess an additional freight charge for deliveries to upper floors, individual rooms within a building or to other locations resulting in extra delivery cost when such service is requested by the ordering department.

Emergency supply needs may be picked up at all Material Services Section warehouses on presentation of a Supply Order, STD. 116.

PRICING AND INVOICING
3543.3

(Revised 9/91)

Prices shown in the price list supplement include markup and prepaid freight and, while substantially accurate, will fluctuate with changes in product costs to Material Services Section.

Consolidated monthly invoices (by agency billing code) are submitted to departments by the Department of General Services for supplies ordered from Material Services Section.  See SAM Section 8471.  Requests for invoice adjustments must be forwarded, along with a copy of the invoice in question, to Material Services Section, Customer Service, P. O. Box 1015, North Highlands, California 95660.

RETURN OF STOCK
3543.4

(Revised 9/91)

Return of stock for credit requires prior arrangement with Material Services Section.  If stock is defective, ordered in error, or surplus to the needs of the department, write to Material Services Section, Customer Service, P.O. Box 1015, North Highlands, California 95660, describing the problem and, where possible, indicating the order number and date under which the supplies were originally delivered.  Credit will not be issued for stock returned without prior arrangement.

OVER, SHORT, AND DAMAGED DELIVERIES
3543.5

(Revised 6/78)

If an over, short, or damaged delivery is received from Material Services Section, refer to instructions in the supply catalog for filing of OSD claims.  Customer accounts cannot be adjusted unless such OSD claims conform to these catalog instructions.

REQUISITIONING PROCEDURE
3550

(Revised 6/78)

Purchase estimates are initiated by the State agency to effect purchases, to provide management and the central budgetary authority with budgetary control over purchases, to serve as a formal requisition upon the Office of Procurement, Department of General Services, for agency purchases, and to provide an accounting record of purchases in process.
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REQUISITIONING PROCEDURE
3550

(Revised 6/78)

Agencies will contact the Office of Procurement, Department of General Services, early in the purchase process in order to benefit from advice and assistance on specifications, sources of supplies, price advantages, substitutions, and a determination of the agency's precise needs. Agencies that write to vendors for information to price purchase estimates will inform the vendors that the information requested is for accounting purposes and is not a request by the Office of Procurement for quotations. Agency titles which may be interpreted as relating to the Office of Procurement will not be used with signatures on agency request for prices. Agencies will write for price information to enter on estimates only when the balance in the allotment is such that this procedure is necessary to ensure that the allotment will not be truly over-encumbered by the purchase estimate.  The agency should anticipate its needs and accumulate those needs to warrant quantity purchases.  Special requests to the Office of Procurement and over-stocked inventories maintained by the individual agency increase the costs of State operation and will not be permitted unless properly justified.

FORMS USED
3551

(Revised 11/98)

The Office of Procurement, Department of General Services, will accept only those purchase requests submitted on standard forms.  The standard forms are:

o
STD.
66
—
Purchase Estimate

o
STD.
66A
—
Purchase Estimate Continuation

o
STD.
12
—
Weekly Order Sheet Fresh Produce

QUARTERLY REQUESTS
3552

(Revised 7/64)

Large use items, such as food and clothing used in the State institutions, are normally submitted in the form of quarterly estimates.  Such estimates form the basis for quarterly contracts entered into by the Office of Procurement, Department of General Services, to supply the institution's requirements of such items during the following three months.

CONSOLIDATION OF INTRA-AGENCY REQUESTS
3553

(Revised 9/82)

Agencies should make every effort to consolidate their requirements of similar items into a single purchase estimate.  Items should be ordered in quantities sufficient for a reasonable period and consistent with future needs and available storage space.  Agency procedures which result in the submission of several purchase estimates for the procurement of the same item or for like items for delivery to the same location often require the issuance of otherwise unnecessary purchase orders, incur additional shipping and packaging expense, cause an unfavorable impression of State business practices, and eliminate or reduce the volume purchase advantage of centralized purchasing.  This practice often is an attempt to segregate purchases for accounting purposes.
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CONSOLIDATION OF INTRA-AGENCY REQUESTS  (Revised  9/82)
3553

Similar or like items to be purchased from more than one budget allotment or shipped to more than one location may be consolidated in a single purchase estimate.  See SAM Section 3553.1.  The appropriate budget allotment or shipping information may be written in the description portion of the estimate form or it may be shown on an attached detail sheet.

Estimates for similar or like items should be combined even though the items are to be paid for from separate appropriations from the same fund, or from appropriations from separate funds.  In such instances the encumbrance and the subsequent expenditure will be allocated to the appropriation and fund.  A single invoice received in such instances may be claimed by including the invoice in a claim schedule filed against one of the appropriations involved and putting an adequate cross-reference in the claim schedule filed against the other appropriation concerned.  Frequent recurrence of such consolidated estimates may make it advisable to charge the encumbrances and expenditures for such items to a single appropriation in the first instance and subsequently recover the appropriate amount due from other appropriations by State Controller's transfer under a plan of financial adjustment as authorized by Government Code Section 11251. However, this method presents the disadvantage of overstating the encumbered balance of the allotments to be charged under the plan until such time as the State Controller's transfer is formally requested.  Agencies desiring to use the plan of financial adjustment method where substantial amounts are involved should consult the Department of Finance budget staff before doing so.  See SAM Section 8456.

DESCRIPTION OF ARTICLES (Revised 4/67)
3554

Each department and institution should have one current catalog for each kind of commodity which is usually ordered.  An institution should have catalogs from large hardware, plumbing, hotel supply, and office furniture dealers.  Departments should be equipped with catalogs suitable to their needs.  Upon request to the Office of Procurement, Department of General Services, appropriate catalogs will be supplied.  Reference should not be made to eastern catalogs unless the article desired is not obtainable on the West Coast.  All items to be purchased should be briefly and completely described and, whenever possible, reference should be made to catalog numbers when completing the purchase estimate form.  The typing should be double-spaced between items, with detailed description of items being single-spaced.

Department or institutions purchasing lumber should keep on hand a full set of grading rules for lumber, and estimates for lumber should be in conformity with such grading rules.  Copies of grading rules will be supplied on request.

Descriptions, whenever possible, should be copied from the last purchase order (not the previous requisition) since the buyers of the Office of Procurement endeavor to make the purchase orders correct in every detail of nomenclature, catalog number, and style.

LIMITING OF COMPETITIVE BIDDING (Revised 9/85)
3555

Purchase estimates containing references to brand or trade name or other specifications which have the effect of limiting bidding to one bidder and/or one brand or trade name must be accompanied by a statement fully explaining why the product specified is necessary for the successful carrying out of the ordering agencies' services and functions.  This statement should include at least the following:

o
The unique performance factors of the product specified.

o
Why are these specific factors required?

o
What other products have been examined and rejected and why?

Purchase estimates submitted without adequate information in support of limiting competitive bidding will be returned to the originating agency.  Acceptance of a purchase estimate and the purchase of the specified product will indicate Office of Procurement, Department of General Services, agreement with the ordering agency in conformance with Public Contract Code Section 10301.

ITEMS OF SPECIFIED BRAND OR TRADE NAME (Revised 9/85)
3555.1

When an agency decides that an article of a specified brand or trade name is the only article which will properly meet its needs, the agency will state such fact on the requisition and set forth all reasons requiring purchase of the specified item.

Acceptance of the requisition and purchase of the item will indicate Office of Procurement, Department of General Services, agreement with the agency.  If the Office of Procurement disagrees with the requisitioning agency as to the brand or trade name to be purchased, the agency will be notified.

When a specified brand or trade name item is to be purchased as a result of a Board of Control decision, a copy of the decision will be filed with the related purchase order or contract in the Office of Procurement.  

NONCOMPETITIVE PURCHASE OF EQUIPMENT REPAIR PARTS (New 5/79) 
3555.2

Purchase estimates requesting purchase of a specific brand or trade name of parts needed to repair equipment must contain the following information in lieu of that specified in SAM Section 3555:

o
Why only one brand of part can be utilized to repair the equipment.

o
Whether the specified brand of repair parts is available from only one source (i.e., manufacturer) or multiple sources (i.e., distributor).

NONCOMPETITIVE PURCHASE OF EQUIPMENT TO INTERMEMBER WITH 
3555.3
EXISTING EQUIPMENT (New 5/79)
Purchase estimates requesting purchase of a specific brand or trade name of equipment to match and/or intermember with existing equipment shall contain the following information:

o
What is the quantity of existing equipment to be interfaced that is currently owned by the agency?

o
Why it is necessary that the requested equipment be the same manufacture as currently owned equipment?

SALES AND USE TAX (Revised 6/58)
3556

Purchase estimates prepared for items subject to the retail sales or use tax will show such taxes as a separate item.  (See Fiscal Affairs portion of this Manual for other information regarding taxes.)

SUBMISSION PROCEDURE FOR PURCHASE ESTIMATES AND REQUISITIONS
3558
(Revised 9/91)
Purchase estimates which require budget staff approval under the terms of SAM Section 3558.1 should be submitted directly to the budget staff, Department of Finance.  Purchase estimates not requiring review by the Department of Finance should be submitted directly to the Office of Procurement, Department of General Services.

The deadlines for receipt of purchase estimates by the Office of Procurement are as follows:

February 1 — All purchase estimates or purchase documents chargeable to current year expiring appropriations for EDP and telecommunications goods and/or services estimated to exceed $100,000 must be submitted to the Office of Procurement for processing by this date.  This deadline includes EDP Computer Assisted Retrieval (CAR) microfilm systems estimated to exceed $100,000.

April 1  — All purchase estimates chargeable to current year expiring appropriations for equipment items, as defined in SAM Section 8602 and 8614, with an estimated cost exceeding $10,000, must be received by the Office of Procurement by April 1.

May 1 — All purchase estimates or purchase documents for EDP goods and/or services submitted to the Office of Procurement for processing, and estimated to cost less than $100,000, must be received by this date.

All other purchase estimates chargeable to current year expiring appropriations must also be received by May 1.  Purchase estimates lacking required approvals by other State agencies or divisions of the Department of General Services will be returned to the ordering agency.  Such purchase estimates must be received by the reviewing agencies as follows:
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SUBMISSION PROCEDURE FOR PURCHASE ESTIMATES AND REQUISITIONS 
3558
(Revised 9/91)



Due Date in Approving Division

Department of General Services 
(Prior workday if the date falls on a weekend)
NON-EDP AND TELECOMMUNICATIONS ITEMS


$10,000 or More 
Less than $10,000


Telecommunications Division
Jan.
2
Feb.
1


Office of Fleet Administration
March
1
April
1


Office of State Printing:


  Equipment
March
15
April
15


  Printing
March
15
April
15


Office of Records Management:


  Equipment
March
1
April
15


  Files
March
1
April
15


Office of Real Estate and Design


  Services
March
1
April
15


Office of Support Services
March
15
April
15

EDP AND TELECOMMUNICATIONS ITEMS

$100,000 or more
Less than $100,000


Telecommunications Division
Dec. 
15
April 
1


Office of Records Management
Dec.
 15
April 
1


  (CAR microfilm and optical


   disk equipment)

NOTE: All EDP acquisitions, including CAR microfilm, must have necessary approvals from the Department of Finance, Office of Information Technology (OIT).  Projects requiring OIT approval must be submitted to that office at least 45 days prior to the Office of Procurement's due dates.

A purchase estimate received after May 1 may be processed if there is a full and adequate explanation for the late submission approved by the department's chief administrative officer, or chief fiscal officer authorized by him/her, and it is either:

o
Required by an emergency involving public health, welfare, or safety, or

o
Funded by appropriations expiring June 30 or earlier which were not available before April 15.
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SUBMISSION PROCEDURE FOR PURCHASE ESTIMATES AND REQUISITIONS 
3558
(Revised 9/91)
Each purchase estimate should indicate that the funding is either from a "continuing appropriation" or an "expiring appropriation."

Refer to Board of Control Rule 610 concerning purchases in one fiscal year for use in the subsequent fiscal year and definition of legal charges against the old and the new fiscal years.

EXEMPTION OF PURCHASE DOCUMENTS FROM PROGRAM AND BUDGETARY 
3558.1
REVIEW BY DEPARTMENT OF FINANCE  (Revised 9/91)
The Department of Finance exempts from review for program and budgetary determination all purchase documents for items of equipment which can be funded from the amount budgeted for the purchase of equipment in the approved fiscal year budget.

Purchases of equipment will remain a departmental responsibility subject to statutory and administrative rules and restrictions.  Equipment lists for capital outlay projects will still be required for capital outlay projects in accordance with pertinent sections of the State Administrative Manual.  Departments are specifically charged with the responsibility for the analysis of equipment requirements to supplement the approved legislative program and approval of the models and types of equipment which can most sufficiently support the project or program.  Subsidiary effects such as changes in staffing requirements, operating expense, supplies, and space should be evaluated with respect to each choice.

The amount budgeted for equipment in the approved fiscal year program may not be augmented except with the approval of the Budget Revision, STD. 26, by the Department of Finance.

Purchase estimates for automotive equipment will be submitted directly to the Office of Fleet Administration, Department of General Services, for approval.  Estimates approved by the Office of Fleet Administration will be routed to the Office of Procurement, Department of General Services.  Estimates requiring changes or deletions and disapproved estimates will be routed to the originating department.

A certification will be required of the agency for any equipment purchase estimate exempted under the above instructions as follows:

"This purchase estimate does not require approval by the budget staff, Department of Finance, under the provisions of SAM Section 3558.1.





Signed _________________ , Accounting Officer





(or other authorized representative)."

OTHER PURCHASE ESTIMATES (Revised 4/76)
3558.2

Purchase estimates and requisitions for items other than equipment (See SAM Section 3558.1) will be submitted to the Sacramento or Los Angeles office of the Office of Procurement, Department of General Services (see SAM Section 3558.3 for offices serving various areas), unless it is:

o
Dependent upon approval of a budget revision or a transfer of budget allotment, or

o
For an item or class of item specifically restricted.

In either of the above circumstances, the estimate or requisition will be submitted to the budget staff, Department of Finance, through agency channels.

AREAS SERVED BY OFFICE OF PROCUREMENT  (Revised 3/89)
3558.3

Areas served by the two procurement offices are shown on the map, 3558.3 Illustration.  All purchase estimates should be submitted to the Sacramento office, except estimates for fresh produce for Southern California delivery should be submitted to the Los Angeles office.

INCREASE OR DECREASE OF ESTIMATES (Revised 6/80)
3559

The Request for Purchase Order or Estimate Change, STD.  96, is used under the circumstances described below, to change estimates that have already been forwarded to the Office of Procurement, Department of General Services.  A separate STD.  96 should be used for each estimate to be changed.

Refer to SAM Section 3558.1 concerning approval required by the budget staff, Department of Finance, for overdraft of budget allotments.

INCREASE  (Revised  9/85)
3559.1

The Request for Purchase Order or Estimate Change, STD. 96, is required:

o
If the original estimated cost is less than $1,000 and the increase amounts to $100 or more and exceeds the estimated cost by 25%.

o
If the original estimated cost is from $1,000 to $4,999 and the increase amounts to $250 or more and exceeds the estimated cost by 10%.

o
If the original estimated cost is at least $5,000 and the increase amounts to $500 or more, regardless of percentage.

o
When requested by the Office of Procurement, Department of General Services, for specific estimates.

The percentages noted above pertain to the total dollar amount encumbered on the purchase estimate for one or more items, not to the individual line items listed.

If agencies wish to be advised of an anticipated expenditure that would exceed a specific amount, it should be noted on their estimate; i.e., "If expenditure exceeds $________, notify agency before Purchase Order is issued."
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DECREASE  (Revised  11/71)
3559.2

Request for Purchase Order or Estimate Change, STD. 96, may be used to decrease estimates in process if it is determined that the actual expenditure will be less than anticipated, and it is desired to reduce encumbrances to facilitate other use of funds.

PURCHASE ORDERS (Revised 9/85)
3565

Purchases are authorized on the form Purchase Order, which is completed and sent to the vendor by the Office of Procurement, Department of General Services.

One purchase order will be issued for each vendor supplying items listed on a single purchase estimate.  See SAM Section 3553.

PURCHASE ORDER CHANGES (Revised 9/91)
3566

The form Purchase Order Change, GSOP–7, and Purchase Order Revisions are  made out by the Office of Procurement, Department of General Services, when necessary and distributed to the parties concerned.

WHEN REQUIRED  (Renumbered  9/55)
3566.1

Purchase order changes are required in the following instances:

o
Change in F.O.B. point

o
Change in terms if unfavorable to the State

o
Change in estimate number

o
Change in vendor's name (except simple spelling corrections)

o
Increase in Unit Price

o
Mathematical error over $10

o
Addition or cancellation of any item

o
Change in description specifications, or substitution of any material

o
Extension of time on "As Needed" or "As Required" order (such orders are written for units of material; "As Required" or "As Needed" for a period ending DATE).  The extension of this time is what would require a purchase order change.

o
Adding or changing a priority rating or certification

o
Any overdraft of a purchase order except as permitted under subparagraph 3 in SAM Section 3566.2.

WHEN NOT REQUIRED (Revised 9/91)
3566.2

Purchase order changes are not required when:

o
Price billed is less than purchase order.

o
Weight or quantity is less than purchase order and unit price as stated on the purchase order.

o
At the time of taking a final delivery, there is a balance in a purchase order, and the final delivery does not overrun the order by more than 10%.  This would apply to such items as yardage, steel, lumber, rock, asphalt, products produced from roll paper stock; e.g., forms, cartons, etc., and other items when exact quantity is not known at the time the order is placed, including items that come in standard containers.

o
Delivery of items such as fresh vegetables varies from the weight, quantity or count specified, on the order (not to exceed plus or minus 10% of the value of the total order up to $1 million).

o
Order specifies certain sized containers and other containers which are acceptable are delivered, but total quantity and price are within the limits of the order.

o
Items are purchased by Procurement for resale and final delivery does not exceed the order value by more than 10%.

BLANKET PURCHASE ORDERS  (Revised  3/89)
3568

Blanket purchase orders issued without the taking of competitive bids and in which the products ordered and unit prices are not specified are strongly discouraged.  Requests for blanket purchase orders must be accompanied by a statement explaining the nature of the probable emergency requiring the blanket purchase order, the probable effect on public health, welfare or safety caused by this emergency, and the reasons why other purchase methods will not meet the agency need.

Present policy all but excludes the use of blanket purchase orders.  All such purchases will be made under a delegated purchase authority program which may be granted on an individual basis to agencies with approved Material Management Plans.  Agencies must provide a justification of their need in order to receive the special purchase authority.  All requests must be submitted to the Office of Procurement, Department of General Services.  Details of information which must be included in such requests may be obtained from the Office of Procurement's Research and Analysis Section.

SUB-PURCHASE ORDERS  (Revised  9/91)
3570

The Sub-Purchase Order procedure is intended to facilitate the economical and orderly procurement of personal property by State agencies.  The privileges and shortcuts extended to operating departments under this procedure are not intended as a substitute for centralized purchasing nor are they to be used as an excuse to engage in widespread purchasing without approval by the Office of Procurement, Department of General Services.  Sub-purchase orders cannot be used to contract for services.

Page 3571

USE OF SUB-PURCHASE ORDER, STD. FORM 40 AND 40A, AND 
3571
CONTRACT/DELEGATION PURCHASE ORDER STD. FORM 65  

(Revised  6/80)

Departments may, at their discretion, subject to categories and monetary limits listed in SAM Section 3571.1–3571.2, issue Sub-Purchase Order, STD.  40 or 40A, or Contract/Delegation Purchase Order, STD.  65, to secure delivery of any necessary and required items of personal property.  Splitting of purchases to avoid the monetary limitation specified is not permitted. Budgetary limitations are established in SAM Section 3558, et seq.

The California Legislature, through enactment of the Small Business Procurement and Contract Act (Government Code Section 14835), has directed that a fair share of the State's purchases be placed with small businesses.  All purchases made under this section are subject to reporting requirements as outlined in SAM Section 1204 (Contracts, Part 8, Small Business Procurement and Contract Act).

CONTRACT/DELEGATION PURCHASE ORDER
3571.1

(Revised 6/03)

Departments using the Contract/Delegation Purchase Order STD. 65 are advised that a name change for this form is anticipated in July 2003.  The new name will be Purchasing Authority Purchase Order STD. 65.

Departments will use the Contract/Delegation Purchase Order, STD. 65 to secure items covered by their delegated purchasing authority for non-information technology goods and information technology goods and services as directed by the requirements of a department’s approved delegated purchasing authority.  Delegated purchasing authority covers competitive transactions as well as leveraged procurement agreements such as California Multiple Award Schedules (CMAS), Master Agreements, Statewide Contracts, State Price Schedules (SPS).  Transaction amounts are specified in the approval document granting purchasing authority to departments.

Page 3571.2

SUB-PURCHASE ORDER  (Revised 3/89)
3571.2

Items listed below may be purchased by using a Sub-Purchase Order, STD 40 or 40A, or at the agency's option, a Contract/Delegation Purchase Order, STD.  65.  Total dollar value, per order, may not exceed limits shown below.  The monetary limits are the aggregate cost of items shown on a single order exclusive of taxes and transportation charges.

Items listed below may be purchased without monetary limitations
o
Purchases from Prison Industry Authority

o
Acquisitions from the State Department of Education, Office of Food Distribution

o
Acquisitions from the Department of General Services, Surplus Property

o
Purchases of excess personal property from the Federal Government by qualified State agencies

o
Interagency purchases
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      Page 3571.2 (Cont. 1)
SUB-PURCHASE ORDER
3571.2 (Cont. 1)

(Revised 3/89)

Special Monetary Limit — less than $10,000

o
Non-Contract Intravenous solutions

o
Cadavers and live laboratory animals

o
Prosthetic devices

Special Monetary Limit — $1,000

o
Bottled drinking water or distilled water (subject to SAM Section 3612) and ice

 Special Monetary Limits — $100
o
All supplies and materials except those obtainable from Material Services and/or State Contracts (agencies are encouraged to review State Price Schedules)

o
All classes of material not otherwise stated (except under emergency provisions noted below)

Emergency Use
In the event of emergencies where it is necessary to buy material in excess of the dollar limits shown above, the following procedures may be used:

o
The agency desiring to make the purchase will contact the nearest Department of General Services, Office of Procurement, explaining the circumstances surrounding the emergency and giving as complete a description of the material, price, and source of supply as is possible.  The Office of Procurement Buyer receiving the request will review the circumstances.  If the circumstances warrant the purchase, the Authorization to Exceed Monetary Limits of SAM Section 3571.1 by Sub-Purchase Order, GSOP–42, will be issued.  The routing of the copies of form GSOP–42 is indicated on the form.

o
In the event that it is impossible or impractical to contact the Department of General Services, Office of Procurement, agencies may proceed with the purchase on their own initiative without prior approval by the Office of Procurement.  They must, however, immediately (within five days) notify the Office of Procurement of the action taken and the circumstances necessitating such action.  On review by the Office of Procurement if, in the opinion of the proper person, such action was warranted, a form GSOP–42 will be made out as indicated above and sent to the agency.

(Continued)
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SUB-PURCHASE ORDER  (Revised 3/89)
3571.2

o
During any period of a natural disaster (earthquake, fire, and/or flood) an agency, charged with the emergency services support, may process emergency orders, but must, within thirty (30) days after the official termination of said disaster, but in no case more than sixty (60) days from the date of the purchase, submit the proper purchasing document and justification.  If, on review by the Office of Procurement such action was warranted, a form GSOP–42 will be made out as indicated above and sent to the agency.

o
Copies of the form GSOP–42 noted above will be attached to the copies of the Sub-Purchase Order or Contract/Delegation Purchase Order which the agency shall originate to complete the transaction.  All such purchase orders must be clearly identified and marked "EMERGENCY."

IMPROPER USE OF SUB-PURCHASE AND DELEGATED PURCHASE ORDERS (Revised  9/91)
3572

Operating agencies should continue to try to plan their supply requirements and consolidate orders, in order to enjoy the lower prices which normally will be secured through wholesale purchasing.  Do not circumvent normal procurement methods by splitting purchases into a series of sub-purchase orders or delegated purchase orders.

Sub-Purchase Orders may not be used to purchase the following:

o
Articles obtainable from Office of Procurement, Material Services Section.  (This does not prevent agencies from purchasing similar items of a lower cost and quality than those specifically listed in the Office of Procurement catalog if such items adequately meet their needs.) If comparable products are required, agency must submit a Purchase Estimate, STD. 66, to the Office of Procurement with justification for the purchase.

o
Printing, unless in conformance with SAM Section 2804, Emergency Printing.

o
Alcoholic beverages.  For tax-free alcohol, see SAM Section 3661.3.

o
Carbon tetrachloride fire extinguishers or refills.

DISCOUNTS (New  8/53)
 3573

It is normal practice to extend both trade and cash discounts to the State on many items.  Where Sub-Purchase Orders are placed by operating agencies, vendors should be questioned as to the applicability of discount, and all discounts granted will be shown on the face of the order.

TAXES

FEDERAL EXCISE TAX (Revised  1/59)
3574.1

State purchases are normally exempt from Federal Excise Tax, but an Exemption Certificate, STD. 802, must be attached to the Sub-Purchase Order.  See SAM Section 3585 for further detail.

SALES AND USE TAX (Revised  2/94)
3574.2

In addition to the State sales tax, the State is subject to the Bradley-Burns Uniform Local Sales and Use Tax.  A space is provided, on the Sub-Purchase Order form, for sales tax.  If applicable, the following should be indicated on the Sub-Purchase Order.

"Sales tax included in price," or "Sales tax not applicable."

TRANSACTIONS (SALES) AND USE TAX (Revised  12/90) 
3574.3

In addition to the local sales and use tax described in SAM Section 3574.2, numerous counties have enacted ordinances establishing special taxing districts that impose one or two-and-one-half percent transactions and use taxes. The tax is imposed on the retailers and applies to sales to State agencies. State agencies taking deliveries of tangible personal property for use within the counties that have imposed these district taxes will pay this tax when such tax is added to the sales price by the retailers.

Effective January 1, 1988, sellers or lessors of vehicles, aircraft or undocumented vessels are required to collect the district tax imposed in the county of registration. If the tangible personal property is purchased in a county that does not have a district tax and is brought into a county that does impose a district tax the agency should report and pay the district use tax unless the property is a vehicle, vessel or aircraft and the tax has been collected by the seller.

This tax does not apply to contracts of sale for a fixed price agreed to and executed prior to the effective date of the district tax if neither party has the unconditional right to terminate the contract.

SALES AND USE TAX ON TRANSPORTATION CHARGES (Renumbered  8/70)
3574.5

California sales and use tax does not apply to separately-stated charges for transportation of property from the retailer's place of business or other point from which shipment is made directly to a place specified by the purchaser, except: (1) where the property is sold for a delivered price, or (2) where the property is delivered by facilities of the retailer.

The tax applies in the latter two circumstances unless the transportation occurs after title to property has passed to the purchaser and the charges for transportation are separately stated.  In order to show that title passes prior to the transportation of goods, the intention of the parties in this regard must be expressed in some writing which constitutes a part of the contract of sale; otherwise, it will be assumed that title passes after the transportation is completed.

PERSONAL PROPERTY TAX EXEMPTION  (New  8/76)
3574.6

The State is exempt from property taxation under California Constitution, Article XIII, Section 3(a). Any obligation for property tax on State leased equipment would exist, if at all, only as a result of an express provision of the lease agreement.  If the lease obligation existed, payment would not be made directly to taxing authorities, but would be limited to reimbursing the lessor for actual tax payments which the lessor could prove had been made.

Provisions in a lease adding "applicable State and local taxes" to the monthly rental relate to sales and use taxes and do not encompass personal property tax.  Any lease clause which requires the State to reimburse the lessor for personal property tax must be contained within the approved contract before the State would make any payments to reimburse the vendor for this tax.  However, clauses requiring the State to reimburse for personal property tax should be avoided whenever possible.

If a copy of a personal property tax bill is received, the bill should be forwarded for payment to the lessor named in the bill by a letter per 3574.6 Illustration.  No payment should be made by the State.  If, after payment of the taxes, the lessor submits a properly documented claim for reimbursement and the lease so provides, the lessor can be reimbursed for the taxes applicable to the lease term.

In some instances, personal property tax bills will be received on equipment which was on lease but which was purchased by the State prior to the tax lien date of March 1st.  In such a case, the property would be tax exempt and the bill should be returned to the taxing authority with a letter notifying it of the change in ownership.  Such notice should include the date on which the State's purchase was made.

Questions regarding contracts or exemptions should be directed to the Department of General Services' Legal Office at (916) 445–4084 or ATSS 485–4084.

PROCEDURAL STEPS, SUB-PURCHASE ORDERS (Revised  9/91)
3575

Copies of Sub-Purchase Order, STD. 40 or STD.  40A, or Contract/Delegation Purchase Order, STD. 65, used as a sub-purchase order (purchases under $100) are not required to be submitted to the Office of Procurement, Department of General Services, unless it is used for a purchase which requires an Authorization to Exceed Monetary Limits of SAM Section 3571.1 by Sub-Purchase Order, GSOP–42.

Orders issued under the various special monetary limits listed in SAM Section 3571.1 and 3571.2 must refer to the individual special monetary limit under which the purchase is made on the front of the order.  Example — SAM Section 3571.2, $1,000.  These purchases are not required to be submitted to the Office of Procurement.

DEPARTMENTAL PROCEDURES  (Revised  9/91)
3575.1

It is recognized that the various departments will probably need to issue more detailed instructions regarding sub-purchase orders and contract/delegation purchase orders.  While such instructions will be for information and guidance of departmental employees, it is recommended that they be issued after consultation with the Office of Procurement, Department of General Services, in order that interpretations of these instructions may be made uniformly for various agencies.  Copies of the instructions for delegated purchases must be on file with the Office of Procurement.


To Lessor:

This office received the attached copy of your personal property tax 
bill for the equipment leased by the State and installed at the location 
indicated.  If you have not already received the original of this bill, 
the enclosed will serve as notice of the amount due.  Since the State is 
not subject to local property taxation, you are responsible and must 
pay directly any amounts assessed against equipment owned by your 
company in order to avoid the delinquencies and penalties recited in 
the bill.  The State's equipment leases do not usually provide for 
separate reimbursement of personal property taxes.  However, if you 
believe your lease on the subject equipment contains provisions for 
reimbursement, a claim for the amount of the taxes paid by you 
should be submitted in accordance with the applicable billing 
procedure.  The claim should include a copy of the evidence of 
payment and identification of the lease provisions or other basis 
obligating the State to make reimbursement.  Provisions in a lease 
adding "applicable state and local taxes" to monthly lease payments or 
unapproved provisions on lessor order forms relating to tax payments 
do not afford a basis for reimbursement of property tax payments.


Sincerely,





















CASH PURCHASES (Revised 1/81)
3580

Board of Control Rule 678 (effective January 6, 1981) permits agencies to make immediate payment from revolving funds (when funds are available) for invoices payable by cash of $50 or less not including sales tax, and for invoices payable by authorized bank drafts of $500 or less inclusive of sales tax if approved in accordance with SAM Section 8123.  Sub-purchase orders are not required to affect or make record of purchases under $100.  All purchases of $100 or more must be made on a Contract Delegation Purchase Order, STD. 65, or other comparable document approved by the Office of Procurement, Department of General Services.  This is not an implied approval for the purchase of items requiring clearance of the Office of Procurement, Department of General Services.

EXCISE TAX EXEMPTION ON PURCHASES (Revised  9/85)
3585

The State is exempt from the payment of Federal Excise Taxes, except for the purchase of retreaded tires and transportation of persons or property by air.  This tax is normally billed as a "concealed tax" in the price of the merchandise; hence, it is the exclusive responsibility of any person authorized to sign an order on the part of the State to see that this is not paid.  This is done by filing an exemption certificate with the order.  (The Exemption Certificate, STD. 802, is available from Department of General Services, Office of Procurement, Material Services Section.) At the same time, write across the face of the order, "Exemption Certificate Attached" and write on the Exemption Certificate the number of the order or sub-purchase order.

To find out what is normally subject to tax and the percentage of tax, refer to the "Scope of Tax" list.  Then ask your supplier if his price includes excise tax.  If so, determine the amount and deduct this from the price to establish the cost of the material less tax.

On purchases where the excise tax amounts to less than  $0.50 (total) made from small dealers or merchants who are unfamiliar with the means by which they can obtain reimbursement, do not claim exemption.  This also applies where automotive repairs are made in conjunction with the purchase of automotive parts and a State discount is allowed by the selling garage.  However, a small merchant who does business with the State on a "repeat" basis on items subject to excise tax should be familiar with how he is able to get a refund by turning in the Exemption Certificate.  If in doubt, contact the nearest office of the Office of Procurement for advice.
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EXCISE TAX EXEMPTION ON PURCHASES (Revised 9/85)
3585

SCOPE OF TAX

Excise taxes are imposed by the Internal Revenue Code.  The rates of tax now in effect are shown by the following list:


Taxable 



Tax Rate
Retailers' Excise Taxes

Diesel fuel & special motor fuels



.15 per gal.


Noncommercial aviation — special fuel


.14 per gal.



     — gasoline


.12 per gal.


Heavy trucks & trailers




.12%


Truck & trailer parts & accessories


.12%

Manufacturers' Excise Taxes

Trucks, buses and trailers


Truck parts and accessories


  If the tire weighs:





The rate of tax is :

Tires
—Not more than 40 lbs.

No tax


—More than  40 lbs. but not

$ .15 in excess of 40 lbs.


   more than 70 lbs.



—More than 70
 lbs. but not

$4.50 plus 30 cents a lb in excess of 70 lbs.


   
more than  90 lbs.



—More than 90 lbs.


$10.50 plus 50 cents a lb in excess of 90 lbs.


Gasoline

$.09 per gal.


Fishing equipment
10%


Pistols and revolvers
10%


Other firearms, shells & cartridges
11%


Facilities and Services Taxes

Local & toll telephone service,


 teletypewriter services
3% of amount billed


Transportation of persons by air
8% of amount paid


Transportation of property by air
5%  of amount paid


Alcohol Taxes

Distilled spirits





Various rates


Wines (for experimental or research use only)

Various rates

CREDIT CARDS

GENERAL  (Revised  6/80)
3590.1

Purchases are to be made from the service stations and dealers of participating oil companies except as provided in SAM Section 3590.2.  See SAM Section 4151 for employee responsibility for charges.

EXCEPTIONS  (Revised  10/74)
3590.2

State agencies which operate vehicles primarily in areas not served by participating oil companies may request the Department of General Services, Office of Procurement, to issue credit cards of other oil companies.  The request must be accompanied by an explanation of the need, a description of the operational territory, and the license number of the vehicles affected.

RESTRICTIONS ON USE OF CREDIT CARDS  (Revised  6/80)
3590.3

Credit cards will not be used for the purchase of items covered by price contracts except as noted by item in SAM Sections 3612 through 3696.3.  Agencies may further limit employee credit card purchases within classes of items listed on the reverse side of the credit card.

CREDIT CARD INVOICE, COMPLETION OF  (Revised  7/64)
3590.4

Employees using credit cards will insure that, where practicable, oil company sales tickets are completed in ink, and that in every instance the amount of the sale is totaled at the bottom of the sales ticket.

REMOVAL OF CREDIT CARDS FROM VEHICLES  (New  1/66)
3590.5

Agencies are to remove credit cards from their vehicles which are to be sold or otherwise disposed of, and the cards are to be delivered to the agency's accounting officer.

ITEM INSTRUCTIONS

MISCELLANEOUS ITEMS
WATER, BOTTLED DRINKING  (Revised  6/80)
3612

Building codes or health ordinances in most localities require that a building owner provide occupants a convenient source of good drinking water.  It is the policy of the State to provide adequate facilities for cold drinking water from fountains connected to the building water supply.  When an agency enters into or renews a lease, the lessor should, if possible, be required to provide adequate cold drinking water facilities at no cost to the State.  Before entering into or renewing a lease, agencies will determine the fitness or palatability of available drinking water facilities.

(Continued)

(Continued)

WATER, BOTTLED DRINKING  (Revised  6/80)
3612

Bottled drinking water may be purchased by the agency where it has been determined that the building water supply is not fit for human consumption or where the cost of connecting a drinking fountain to the building water supply renders it impractical.  No other purchases of bottled drinking water will be made.  See SAM Section 3571.2.

Where the building drinking water supply in existing State occupancies is so tepid as to render it unpalatable, consideration will be given to agency requests for the purchase of water coolers.  Rental expense for water coolers is not authorized except in certain field conditions where potable water is not available.

TRADING STAMPS  (Revised  7/65)
3613

State employees must not accept trading stamps issued in connection with State purchases; for example, when buying gasoline for State cars.  The State has a statewide contract under which credit cards are used, which affords favorable prices to the State.  Service station operators have no obligation to issue trading stamps or any other considerations for services to State vehicles under this contract.

If, however, contrary to regulation a State employee does receive trading stamps in connection with any State purchase, such stamps are the property of the State and under no circumstances may an employee use them for his/her personal benefit.  It is the responsibility of the employee to immediately transmit them to the accounting office of his/her agency.

When the agency accounting officer has accumulated a sufficient quantity of trading stamps, he/she should contact an institutional agency to arrange for transmittal of the stamps to an institution where they can be used to secure items for inmate or patient recreation such as athletic equipment, stationery, etc.

HEAVY EQUIPMENT  (Revised 9/91)
3615

Agencies submitting purchase estimates for heavy equipment items of the type included in the Statewide Mobile Equipment Inventory will include a statement, on the purchase estimate, that the availability of surplus equipment for interagency purchase or rental has been investigated and no suitable equipment is available.  Copies of the inventory can be obtained from the Office of Fleet Administration, Department of General Services, Sacramento.  See SAM Section 3522.1.

ACQUISITION OF VEHICLES  (Revised 3/89)
3620

Purchase of State vehicles will be made by consolidation of agency annual requirements in order to effect savings by volume buying.  See Government Code Section 14615 and Public Contract Code Section 10308.  In addition, Government Code Section 13332.9 provides that:

"No purchase order or other form of documentation for acquisition or replacement of motor vehicles shall be issued against any appropriation until the Department of General Services has investigated and established the necessity therefor.  No surplus mobile equipment may be acquired from any source by any State agency for program support until the Department of General Services has investigated and established the need therefor."

Purchase estimates for all motor vehicle purchase requests shall be sent directly to the Office of Fleet Administration, Department of General Services, to determine whether available surplus vehicles can be utilized in lieu of a new vehicle purchase and to investigate and establish the necessity therefor.  See SAM Sections 4111, 4113.

For an additional vehicle or for replacement of a vehicle not meeting replacement criteria specified in SAM, recommendation of the Office of Fleet Administration Automotive Inspector in the area where the vehicle will be or has been used will be required.  To expedite processing of such purchase estimates, departments are requested to secure a Report of Findings in advance from the area inspector.  A copy of the report should be attached to the estimate.  See SAM Section 4111.

The Office of Fleet Administration will review the estimate and related documents, approve the estimate on behalf of the Director of General Services, and forward the estimate to the Office of Procurement, Department of General Services.

Agencies shall accept delivery of any make automobile regardless of the make specified on the purchase estimate.  All passenger type motor vehicles purchased will be the typical Fleet vehicle, except for those purchased for elected officials and other special uses deemed appropriate by Office of Fleet Administration.

All vehicles shall be inspected for acceptance at the delivering dealer's place of business prior to delivery to the purchasing State agency.  See SAM Section 4112. This inspection determines that all specifications are met and that the dealer has performed properly the predelivery inspection and servicing.  The Department of General Services will provide the services of Inspectors of Automotive Equipment to perform the acceptance inspection prior to delivery for all departments in the Inspection Services Program.  The owning agency, on receipt of vehicle, should check for any damage incurred in transit from dealer to point of delivery. It is the owning agency's responsibility to license the vehicles and put them in service.

Rental of vehicles from non-State sources for over seven (7) days must have prior approval from Office of Fleet Administration.  See SAM Section 4187.1.

TYPICAL FLEET VEHICLE  (Revised  9/83)
3620.1

Typical fleet vehicles are two-door and four-door sedans with interior volume, passenger and luggage area combined, less than 110 cubic feet.  Each agency's annual purchases for basic fleet needs must average at least 23 miles per gallon, Environmental Protection Agency combined city/highway mileage.  The Director of General Services may adjust the average miles per gallon figure upward each year if examination of the mileage performance of vehicles that will meet the State's needs shows there will be at least two competing manufacturers that can meet higher mileage requirements.  Colors will be mixed factory colors.  The Director of General Services may approve requests for special colors as required for law enforcement and other specific use.

SPECIAL PASSENGER VEHICLES  (Revised  9/85)
3620.2

Elective constitutional officers and members of the Governor's Cabinet may be provided with the make and model of vehicle the officer deems necessary, equipped as they desire.

Vehicles other than types listed in SAM Section 3620.1, such as trucks, buses, station wagons, and small equipment, will be authorized as the needs of the operating agency justify.  Such vehicles will be equipped as required at the time of purchase.  No modifications will be made to any vehicle without approval of Office of Fleet Administration, Department of General Services.

SAFETY STANDARDS FOR ALL STATE VEHICLES (Renumbered from 4106   5/72)
 3622

The safety standards appearing in the following subsection are to be included in the specifications for all applicable State-owned vehicles.

BACK-UP ALARMS  (Revised  6/80)
3622.2

Back-up alarms are required for every truck that has a body capacity of 2–1/2 cubic yards or more that is used to haul dirt, rock, concrete, or any construction material.  The standard alarm to be used is a mechanical or approved electronic alarm that automatically emits a warning sound when the vehicle is moving in a reverse direction.  Alarms used shall be listed as acceptable by the Department of Industrial Relations.

Such back-up alarms are recommended for use on other vehicles at installations where pedestrians are or may be exposed to the hazard of backing vehicles.

TRAILER HITCHES AND COUPLINGS  (Revised 1/88)
3622.3

All trailer hitches and couplings that are installed on towing vehicles and trailers shall comply with Society of Automotive Engineering (SAE) Specification J 684f.  Standard hitches will be Class 2, 3, or Class 4.  The following rules also apply:

o
Minimum equipment for vehicles used to tow trailers with a Gross Trailer Weight (GTW) up to 3,500 lbs. shall be an SAE Class 2 hitch (2" ball on a 1" shank).
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TRAILER HITCHES AND COUPLINGS  (Revised 1/88)
3622.3

o
Minimum equipment for vehicles used to tow trailers with a GTW 3,500 lbs. to 5,000 lbs. shall be an SAE Class 3 hitch (2" ball on a 1" shank).

o
Minimum equipment for vehicles used to tow trailers with a GTW over 5,000 lbs. shall be either (a) a SAE Class 4 hitch (2–5/16" ball on a 1–1/4" shank), or (b) a pintle and eye hook type hitch provided and attached in accordance with SAE J 847 standards.

o
All hitches shall be frame attached (no bumper hitches permitted).  "Barden" or similar type bumpers shall be attached to the frame and installed or be attached to and/or reinforced to constitute a suitable Class 3 hitch.

o
All installations shall be in compliance with the specifications and recommendations of the Society of Automotive Engineers, the manufacturer of the towing vehicle and the manufacturer of the towed vehicle.

TRAILER WIRING CONNECTIONS  (Renumbered from 4106.3  5/72)
3622.4

Trailer lights and connections shall be in accordance with Society of Automotive Engineering (SAE) Specification J 560 A.  Connecting cable and conductors shall meet the standard of SAE J 559.

STANDARD EQUIPMENT  (Revised  9/91)
3624

The typical vehicle is equipped with automatic transmission.  The following items of equipment, optional or standard for the model under contract, are provided:

o
Installed safety seat belts and shoulder harness

o
Directional signal with emergency flasher, and backup lights

o
Rearview mirrors, inside and remote left-hand outside, right-hand manual

o
Electric intermittent windshield wipers and manual windshield washer

o
Manually controlled air conditioner, factory installed

o
Tinted glass all around

o
Fresh air heater and defroster, with multi-speed control

o
Rear window defroster
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STANDARD EQUIPMENT  (Revised  9/91)
3624

o
Oil filter, air cleaner, and high temperature thermostat

o
Required emission control device(s)

o
Dual padded sun visors, padded dash, and front seat padded with foam

o
Glove compartment with lock

o
Coat hook on each side of rear compartment

o
Floor covering in front, rear, and luggage compartments

o
Arm rests on left and right sides

o
Cigarette lighter, ash receivers in front and rear compartments

o
Power steering

o
Tilt steering wheel

o
Power brakes, disc front

o
Cruise control

o
Manufacturer's standard radio with push button tuning and antenna

o
Radial tires

o
Maintenance free batteries

o
Coolant recovery system

o
Inside hood release

AUTOMOTIVE EQUIPMENT, SPARE PARTS AND REPLACEMENT ITEMS  (Revised 9/91)
3626

Whenever feasible, agencies should avoid maintaining a stock of repair parts, tires, tubes, batteries, and spark plugs.  These items and other common automotive supplies should generally be obtained at the time of need from the State garages in Fresno, Los Angeles, Oakland, Sacramento, San Diego, San Francisco, or from contract vendors.  Tires and batteries are available at San Bernardino State Garage (pool office).  Stocking of parts by agencies may result in increased costs due to the parts becoming obsolete, being of the wrong size or design, loss, or having unnecessary surplus supplies accumulate in agency stockrooms.

ANTIFREEZE  (Revised  9/91)
3626.1

All agencies will make the necessary arrangements early in the Fall to protect State equipment which will be operated in freezing weather.  Antifreeze may be purchased from the State garages in Fresno, Los Angeles, Oakland, Sacramento, and San Francisco where it will be installed for a fee.  This is billed to the agency by the garage.  State departments with automotive fleets may purchase and install supplies of antifreeze in assigned vehicles.  The purchases may be made either through the Office of Procurement or via a department's delegated purchase authority.   In an emergency, officers and employees may purchase antifreeze for their vehicles.  See SAM Section 3629.

AUTOMOBILE BATTERIES (Revised  9/91)
3626.2

Automobile batteries are to be secured through the State contract or, in an emergency, may be secured by a credit card purchase.  See SAM Section 3629.  Officers and employees who purchase batteries other than as authorized will be required to personally pay the difference between the State contract price and the price billed to the State by the vendor from whom the battery was obtained.  No trade-in allowance is made for batteries.

Where feasible, agencies should accumulate junk batteries and sell them to recognized junk dealers by the bid process.  Agencies with offices in the vicinity of Fresno, Los Angeles, Oakland, Sacramento, and San Francisco may turn old batteries in at State garages for sale by the Department of General Services.

OIL FILTER ELEMENTS (Revised 9/91)
3626.3

Oil filter elements (not the complete filter) may be purchased on the credit card of the contracting company; however, when convenient, the State garages in Fresno, Los Angeles, Oakland, and Sacramento should be called upon for this service.

SEAT COVERS (See SAM Section  4167)
SPARK PLUGS (Renumbered from 3623– 5/72)
3626.6

Spark plugs will be ordered by model number if known, or the make, year, and model number of the equipment requiring the spark plugs. Emergency purchases of complete sets will be authorized only if request for payment is on an automotive repair shop (not a service station) invoice for engine repair or tuneup. Emergency replacement of single spark plugs is authorized and may be charged on a credit card.

TIRES AND TUBES (Revised  9/91)
3626.7

A new tube should be installed in a new tire only when the condition of the old tube is such that it is no longer usable. If the old tube is blown out, has been patched a number of times, has grown in size (a good indication of this is chafing where the tube meets the rim), or has some other fault, it should not be used in a new tire. No trade-in allowance is made for old tires. In an emergency, tires or tubes may be purchased on a credit card providing SAM Section 3629 is followed.

Where feasible, agencies should accumulate old tires and tubes and sell them to recognized junk dealers by the bid process.  Agencies with offices in the vicinity of Sacramento, San Francisco, and Los Angeles may turn old tires or tubes in at state garages for sale by the Department of General Services.
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TIRES AND TUBES (Revised  9/91)
3626.7

Purchase of any special noncontract tires and tubes (such as puncture-proof tubes) must be approved by the Office of Fleet Administration, Department of General Services, and will be requested on regular purchase estimates. Bias-ply belted tires, nylon or polyglass are recommended as replacement except when replacing radial tires.  Radial tires should be replaced with comparable grade radial tires.  White sidewall tires may be accepted on the State Tire Contract in the event black wall tires are not available from the contractor.  However, any white wall tires furnished must be mounted with the white wall turned in so it is not visible.  White wall tires may be installed on vehicles with undercover plates.

Vehicles delivered with white sidewall tires by the vendor should not have the tires changed.  When radial tires must be replaced and the worn tires being replaced were mounted with white walls outside, they may be replaced with white walls mounted outside provided there is no added cost to the State.

EMERGENCY PURCHASE OF AUTOMOTIVE EQUIPMENT (Revised 6/78)
3629

It is permissible to charge against credit cards items which are needed for real emergencies, such as damaged individual spark plugs (not sets), automatic transmission oil, light bulbs, fan belts, windshield wiper blades, cable for battery terminals, gasoline tank caps, tire or tube valve core, etc.

Purchases of antifreeze may be made on credit cards only in an emergency when the vehicle has lost its coolant due to a water hose or pump failure or is subjected to unseasonable freezing temperatures.  This provision does not relieve agency officials of the responsibility for anticipating antifreeze requirements and ordering sufficient supplies in accordance with SAM Section 3626.1.

Purchase of tires, tubes or batteries may be made on credit cards under the following conditions:

1.
Locations where the State's regular contractors have no outlets or stock or where the distance is too great to purchase from contractors' regular stock locations because of the time or expense involved; or

2.
Special situations in an emergency where travel is required and purchase is necessary during hours when the regular contractor is closed (between 6 p.m. and 8 a.m. or on Sundays and holidays).

When a bona fide emergency requires the user of a General Services pool car to pay cash for repairs or for items included in the pool car rental charges, he/she may be reimbursed.  See SAM Section 0758.

The usual product guarantees apply to these items. Trade-in allowance is applicable under certain conditions; if service station allows credit for old battery or tire, apply it toward purchase of new battery or tire.

It is the responsibility of the employee to justify the appropriateness of all emergency purchases as soon as possible.  The Department of General Services will review the purchases when billed, and those not justified will be sent to the employee's agency for remittance from the employee.  See SAM Section 4144 for auditing of charges.

CONSTRUCTION AND MAINTENANCE

LIGHT GLOBES
3631

(Revised 7/64)

Light globes will be ordered on sub-purchase orders prepared to include exact nomenclature which may be obtained from past purchase orders, by consultation with the Office of Procurement, Department of General Services, or from the purchase contract distributor.

MEDICAL AND PERSONAL

DRUGS, GENERAL
3661

(Revised 7/64)

Agencies ordering drugs should specify the largest size package feasible.  Where available, information as to the relative costs should be reviewed and the possible savings compared with such factors as shelf life, repackaging facilities, and whatever safeguards are necessary.  When packaging is not an important factor to the agency, only the quantity required should be given and packaging will be specified by the Office of Procurement, Department of General Services.  When a package size is specified that is essential to the agency, the estimate should so indicate.  The Office of Procurement will change packaging specifications (not the total quantity required) whenever it is in the State's best interest.  Agencies will be contacted if the Office of Procurement is uncertain as to the feasibility of the change.

HYPNOTIC AND NARCOTIC DRUGS
3661.1

(Revised  9/91)

State agencies may purchase certain hypnotic and narcotic drugs for less than $1,000 by sub-purchase order.  All orders for drugs as defined in the Controlled Substance Act of 1970, et seq., must be in accordance with State and Federal laws and regulations pertaining to the purchase of such drugs.  State agencies responsible for the purchasing and administration of drugs will apply for registration to the Drug Enforcement Administration (DEA Form 225) and will maintain their own DEA order forms.

All sub-purchase orders containing a drug as defined in the DEA Schedule II (narcotic) shall be submitted to the vendor with Narcotic Order Form DEA222C.

All sub-purchase orders containing a drug, as defined in the DEA Schedule III, IV or V, must have the agency's DEA Registration Number noted on the face.

SURPLUS DRUGS AND MEDICAL SUPPLIES
3661.2

(Revised 7/64)

When appreciable quantities of surplus drugs and medical supplies accumulate at institutions, they will be reported in detail to the Office of Procurement, Department of General Services, which will attempt to return these items to the vendor for credit or to sell them to another State agency.  Any refund, credit, or income from sale or another State agency will be returned to the agency surrendering the surplus items.

Substantial quantities of drugs that are out of date may be reported to the Office of Procurement which will see if any credit or replacement is available from the vendor.  The Office of Procurement is not equipped and will not be expected to determine or advise agencies whether drugs or medical supplies are still usable or should be discarded.

TAX-FREE ALCOHOL
3661.3

(Revised  9/82)

State agencies may purchase tax-free alcohol under their delegated purchase authority.  Agencies responsible for the purchase and administration of alcohol will apply for the following permits from the Assistant Regional Commissioner (Alcohol, Tobacco, and Firearms), Department of the Treasury, Internal Revenue Service:

o
Form 2600 — Application for Permit to Use Alcohol Free of Tax.

o
Form 1450 — Application and Withdrawal Permit to Procure Spirits Free of Tax.

Form 1450 must accompany all delegated orders issued to vendors.

OFFICE EQUIPMENT

UTILIZATION OF SURPLUS PROPERTY
3671

(Revised  3/89)

A review procedure will be established within each agency or institution to determine that the expenditure is necessary and that all possible sources of surplus office equipment, including the Office of Procurement, Surplus Property Section, Department of General Services, have been considered.  See SAM Section 3520, 3521.4.

The Office of Procurement will not process any purchase estimate for office equipment which does not include signed statements by the officer responsible for equipment requests that: (a) the expenditure is necessary, and (b) there is no current surplus property available to meet the agency or institution's need.

DESKS AND RELATED ITEMS OF WOOD FURNITURE
3672

(Revised 9/85)

Insofar as is practicable and consistent with matching of existent equipment, furniture manufactured by the Prison Industry Authority will be used by all State agencies.

RUGS AND CARPETS
3673

(Revised 7/97)

The purchase of rugs or carpeting for any State office, employees' living quarters, or any other facility shall be in accordance with Section 24 and 25 of the Budget Act and standards issued by the Director of the Department of General Services.

TYPEWRITERS
3674

(Revised 3/89)

All typewriter purchases by the Office of Procurement, Department of General Services, will be made by competitive bid, using State of California Specifications and Qualified Products List, obtainable from the Office of Procurement, Department of General Services.  The lowest responsible bidder offering a product listed in the Qualified Products List will receive the contract.

Purchase estimates for manual typewriters will not be approved by the Department of General Services unless the Office of Procurement, Surplus Property Section, certifies on the estimate that substantially comparable used manual typewriters  are  not  available from State Surplus Property stock.

Elite type face permits typing of 20 percent more copy than pica type in the same space, without significant loss of legibility.  Therefore, elite type should, in general, be specified in requesting purchase of typewriters.  Type larger or smaller than elite should be requested only when the intended use makes such an exception necessary.  See SAM Section 6124.

TYPEWRITER CLEANER  (Revised  6/80)
3675

The Department of General Services, Office of Procurement, Material Services Section, supplies only 1-1-1 Trichloroethane inhibited, for cleaning typewriters.  No other liquid cleaner may be purchased from other sources for cleaning typewriters.  The fumes of carbon tetrachloride, found in many commercial typewriter cleaning solvents, can be dangerous to some persons, even in small concentrations.

PENCILS, PENS, AND INK  (Revised 3/89)
3676

It is generally State policy to provide employees with only such personal writing equipment as ordinary wooden lead pencils, inexpensive mechanical lead pencils, and standard desk pens where needed.  Ink and lead may be furnished for refill purposes.

Although unit prices of such items as pencils, pens, desk sets, and bottles of ink are relatively small, the large orders for these items have resulted in surprisingly large dollar amounts.  In the past, the total number of such items purchased has not appeared to present a reasonable relationship to the expected normal usage.  All agencies are expected to exercise reasonable management care to avoid excessive usage and losses.

BOOKKEEPING MACHINES (Revised 1/77)
3678

This section applies to the acquisition of types of bookkeeping machines which are not classified as electronic data processing equipment by SAM Section 4803.  If after a review of SAM Section 4803 you have any doubts about the EDP vs. non-EDP classification of your particular application, please contact the Office of Information Technology.

Agencies will analyze their need for such bookkeeping machines on a cost/benefit basis before ordering them and will retain such analyses in their files for three years.  Departments with institutions or branch offices will provide appropriate central direction to assure uniformity in the power of bookkeeping machines acquired except where differences in capabilities are warranted by differences in the volume or nature of the work that must be done.

REVIEW/APPROVAL OF REPRODUCTION EQUIPMENT (Revised 3/89)
3679

All requests for the acquisition of reproduction, office copying, or related equipment require review and approval by Business Equipment Management Services of the Office of Support Services. The purpose of the review by Business Equipment Management Services is to assure that the performance capability of the requested equipment is appropriate for the main body of work to be performed.

Agencies requesting such equipment must submit an Equipment Request (Photocopying and Duplicating), Form OSS–BEM 75, and a Purchase Estimate to the Office of Support Services, Department of General Services, 3301 S Street, Sacramento, California, 95816.  They will review the request and if it is approved will then forward it to the Office of Procurement, Department of General Services, to initiate the purchase.
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REVIEW/APPROVAL OF REPRODUCTION EQUIPMENT (Revised 3/89)
3679

In order to properly evaluate agencies' duplicating or copying requirements, the Equipment Request (Photocopying and Duplicating) form should be fully completed.  All special feature requests must be accompanied with detailed explanation and justification of need for that feature.  Samples of work to be performed by such special features should be attached to the justification.  In the event that one brand and/or product is specifically requested, it must be supported as outlined in SAM Section 3555 which governs "Limiting of Competitive Bidding".

Business Equipment Management Services (BEMS) has established basic copier and duplicator workload categories based on copy volume.  (A copy can be obtained from BEMS upon request.) Data such as copier speed, weight, size and bond paper capability has been standardized for each category and does not have to be repeated on the Purchase Estimate.  If Business Equipment Management Services does not find an appropriate relationship between the equipment requested and the reported workload, the request will be returned to the agency with reasons for disapproval.  The agency may resubmit the request for the same equipment with additional information or may request different equipment.

Strong emphasis will be placed on purchasing printing, reproduction, and copying equipment rather than leasing.  Equipment Request forms will be treated as requests to purchase equipment rather than lease unless there are substantiated reasons to continue leasing.  Such requests must contain a justification and a completed Lease/Purchase Analysis form.  For budgeting see SAM Section 6124.  After acquisition, copiers and duplicating equipment should be used in accordance with guidelines described in SAM Section 2803.

PROCEDURE FOR LEASE OF OFFICE COPIERS (Revised 3/89)
3679.1

Section 13332.6 of the Government Code requires the Department of General Services to obtain the approval of the Chairman of the Joint Legislative Budget Committee before authorizing the lease of any office copying equipment.  In order to allow for sufficient lead time, the procedure for establishing a new installation or retaining leased equipment for the next fiscal year is as follows:

o
Requests for renewal of leases that expire at the end of the current fiscal year must be submitted


no later than April 1 of the current fiscal year. 

o
Requests for new installations must be submitted 60 days prior to the required installation date.

o
If the Department of General Services concurs, the request for lease will be forwarded to the Chairman of the Joint Legislative Budget Committee for approval.

Agencies proposing to lease office copiers must complete a Lease/Purchase Analysis (see SAM Section 3700) and an Equipment Request form and forward them to Business Equipment Management Services. BEMs will review the equipment need and requirements and forward the Lease/Purchase Analysis to the Office of Procurement.  If these documents are approved, the request will be forwarded to the Joint Legislative Budget Committee.

In the event the request is approved, the requesting agency may proceed with the lease.  All leases entered into without required approvals and not in accordance with SAM Section 1200 et seq. will be void.

PROCEDURE FOR LEASE OF OFFICE COPIERS (Revised 3/89)
3679.1

Business Equipment Management Services Fee Schedule
The Office of Support Services, Business Equipment Management Services, and the Office of Procurement will charge and bill each agency for administrative costs in accordance with the Department of General Services Price Book.

Availability of Forms
Two copies of the fully completed Form OSS–BEM 75 must accompany all proposals for the lease or purchasing of printing, reproduction, and office copying equipment—both new and renewal.  Agencies may obtain copies of the Equipment Request Form by writing or calling the Department of General Services, Office of Support Services, 3301 S Street, Sacramento, California 95816.  The telephone number is (916) 739–2384 or ATSS 497–2384.

PROCEDURE FOR COPIER ACQUISITION WORKLOAD—CATEGORIES 1-6 (Revised 5/94) 
3679.3

The Department of General Services delegates the authority to agencies to acquire Workload Categories 1–6 copiers according to the following procedures.  Only those copiers listed on the State Acceptable Brands List (ABL) for office copiers can be considered.  The ABL is maintained by Business Equipment Management Services (BEMS), and a copy can be obtained by calling (916) 739–2385 or ATSS 497–2385.

This delegation to acquire copiers pertains only to specific makes and models which have been judged to contain the features and accessories most State agencies would use for general photocopying.  Agencies requiring other features for any specific workload category must go through the regular copier acquisition procedure as outlined in SAM Section 3679.

DELEGATIONS AND PROCEDURES

WORKLOAD CATEGORY 1

OFFICE OF SUPPORT SERVICES (055) DELEGATION—ALL State offices are delegated the authority to acquire copiers in this workload category which are on the State Acceptable Brands List (ABL) without prior approval from Business Equipment Management Services, a unit of the Office of Support Services.

OFFICE OF PROCUREMENT (OP) DELEGATION—ALL State agencies may acquire these copiers under their regular purchasing authority.  Agencies may not exceed their delegated purchase authority limit.  Due to geographic restrictions on service and supply of this category of copier, agencies may choose to hold purchases for consolidation.
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PROCEDURE FOR COPIER ACQUISITION—CATEGORIES 1–6 (New 5/89) 
3679.3

PROCEDURE
A.  Call BEMS to obtain a current copy of the ABL.


B.
Contact three vendors for price quotes.


C.
Issue Contract/Delegated Purchase Order, STD. 65.  (Contact OP if the dollar limit is insufficient to take this step.)


D.
Send one copy of the Contract/Delegation Purchase Order to BEMS.


E.
Send one copy of the Contract/Delegation Purchase Order to Office of Procurement.

REMARKS—It is not recommended that agencies buy maintenance agreements for Workload Category 1 copiers.  Charges for time and materials would be more cost-effective.

WORKLOAD CATEGORY 2

OFFICE OF SUPPORT SERVICES DELEGATION—ALL State agencies are delegated the authority to acquire copiers in this category which are on the Copier ABL without prior approval from BEMS.

OFFICE OF PROCUREMENT DELEGATION—ALL State agencies may acquire these copiers under their regular purchasing authority.  Agencies may not exceed their delegated purchase authority limit.  Due to geographic restrictions on service and supply of this category of copier, agencies may choose to hold purchases for consolidation.

PROCEDURE
A.
Call BEMS to obtain current copy of the ABL.

B.
Contact three vendors for price quotes.

C.
Issue Contract/Delegation Purchase Order (Contact OP if the dollar limit is insufficient take this step.)

D.
Send one copy of the Contract/Delegation Purchase Order to BEMS.

E.
Send one copy of the Contract/Delegation Purchase Order to the Office of Procurement.

REMARKS—Agencies will be responsible to establish their own maintenance agreements for copiers in this workload category.  State Master Service Agreements do not cover photocopiers purchased under the delegated purchase program.

WORKLOAD CATEGORY 3

OFFICE OF SUPPORT SERVICES DELEGATION—ALL State agencies are delegated the authority to acquire copiers in this work category that are on the Acceptable Brands List and meet the Office of Procurement criteria for purchase.  Send BEMS a copy of the delegated purchase order.
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PROCEDURE FOR COPIER ACQUISITION—CATEGORIES 1–6 (New 5/89)
3679.3

OFFICE OF PROCUREMENT CRITERIA—The Office of Procurement may establish annual contracts for Category 3 copiers in specific geographic areas.  Copiers in these areas are to be purchased on the Contract/Delegation Purchase Order.  The contract copiers include the features and accessories generally required for State use.  Agencies are encouraged to purchase copiers equipped with standard features.  Purchase requests for copiers with features that deviate from those generally needed will require substantial justification to support the purchase of an off-contract copier.  A copy of the current annual contract can be obtained by calling the Office of Procurement at (916) 445–2500 or ATSS 485–2500.  Send OP a copy of the Contract/Delegation Purchase Order.

For installations in locations other than the geographic areas covered by the annual contract, State agencies will submit a Purchase Estimate, STD. 66, directly to the Office of Procurement.  Procurement will process the Purchase Estimate in the normal manner.

WORKLOAD CATEGORY 4–6

OFFICE OF SUPPORT SERVICES PROCEDURE—Copiers in categories 4–6 must be approved by BEMS in accordance with current procedure.  Submit a Purchase Estimate and an Equipment Request (Photocopying and Duplicating) BEMS Form 75 to BEMS for approval.  Attach one copy of the Property Survey Report if the new copier will replace an existing copier.  Upon approval, BEMS will forward the documents to Procurement.

OFFICE OF PROCUREMENT CRITERIA—The Office of Procurement may establish annual contracts for categories 4–6 copiers in specific geographical areas.  The annual contracts promote the rapid acquisition of low cost equipment.  A copy of any current annual contract can be obtained by calling the Office of Procurement at (916) 445–2500 or ATSS 485–2500.  Send OP a copy of the Contract/Delegation Purchase Order.  The contract copiers include features and accessories generally required for State use.  Agencies are encouraged to purchase copiers equipped with standard features.  Purchase requests for copiers with features that deviate from those generally needed will require substantial justification to support the purchase of an off-contract copier.

REVIEW/APPROVAL OF MAILROOM EQUIPMENT (New  1/86)
3680

All requests for the acquisition of addressing, mailing, or related equipment require the review and approval by Business Equipment Management Services of the Office of Support Services.  If the request involves leasing equipment, a lease/purchase approval is needed from the Office of Procurement.

The purpose of the review by Business Equipment Management Services is to ensure the State will obtain the maximum utilization of the proposed equipment.

Agencies requiring addressing, mailing or related equipment must attach an Equipment Request (Mailroom Equipment), Form OSS–BEMS 76, to their purchase requisition and send them to the Office of Support Services, Department of General Services, 3301 "S" Street, Sacramento, CA 95816.  A copy of the Property Survey Report, STD. 152, should also be attached if the requested equipment is replacing existing equipment.  The Office of Support Services will forward the request to the Office of Procurement for further action.
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REVIEW/APPROVAL OF MAILROOM EQUIPMENT (New  1/86)
3680

In order to properly evaluate agencies' addressing or mailing requirements, the Equipment Request (Mailroom Equipment) form should be fully completed.  All requests for special features must be supported and justified by detailed explanations of the need for that feature.  Samples of work to be performed by such special features are helpful and should be attached to the justification.  All requests for a specific make and model (sole source) must be supported as outlined in SAM Section 3555 which governs "Limiting of Competitive Bidding".

FUELS AND PETROLEUM PRODUCTS

FUEL OIL
3681

A single sub-purchase order may be issued to provide blanket authority for delivery under a single contract for a desired period.

DIESEL OIL (Revised 1/70)
3682

State cars or trucks requiring diesel fuel oil may purchase this fuel on regular credit cards. (For bulk purchases see SAM Sections 3681 and 3684.)

STOVE OIL
3683

(Same as SAM Section 3681.)

KEROSENE (Bulk Only)
3684

(Same as SAM Section 3681.) Small amounts of kerosene or diesel oil (too small to purchase in bulk) to be used in road flares, etc., may be charged on credit cards.  Such purchases must not be more than five gallons for any one purchase.

CLEANING SOLVENT  (Bulk Only)
3685

(Same as SAM Section 3681)

NAPHTHA (Bulk Only)
3686

(Same as SAM Section 3681)

GASOLINE

AUTOMOTIVE  (Revised 3/90)
3687.1

Purchases are to be made only from vendor outlets of the company awarded the State contract, except as allowed by SAM Section 3590.2.

Only unleaded gasoline may be purchased for gasoline powered State-owned automobiles recommended to use this fuel.  Leaded gasoline is authorized for only those vehicles recommended by the manufacturer for this type of fuel.  The purchase of premium grade unleaded gasoline is prohibited.
Drivers are to make fuel purchases for State vehicles at lower priced self-service pumps unless under-hood and tire service is necessary.  Only then is the use of full-service pumps authorized.  Drivers should insist that all underhood and tire services be provided when full-service pumps are used since the extra costs for the fuel pays for these services.

Exceptions to this policy are permissible for employees with physical limitations or handicaps, and in the case of emergencies and/or the unavailability of self-service.

BULK
3687.2

Bulk gasoline will be purchased only from contract vendors and State facilities.  A single Sub-Purchase Order, STD.  40–A, may be issued to provide blanket authority for delivery under a single contract for a desired period.

GREASES (Same as SAM Section 3681)
LUBRICATING OIL
AUTOMOTIVE  (Revised 8/71)
3689.1

Lubrication oil to be used in State-owned automotive equipment (other than law enforcement or heavy-duty equipment) will be a heavy-duty type of detergent multiviscosity oil.  The oil will be purchased from contract sources, including the following:

1. The current service station contract.

2. Department of General Services State Garages.

3. Any other State source securing oil on the bulk contract.

Lubrication oil purchases will be in compliance with the annual contract terms with the following exceptions:

1. In connection with a repair requiring the draining of oil or with a 12,000 mile preventive maintenance service at a dealership of the make of car being serviced.
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AUTOMOTIVE (Revised 8/71)
3689.1

2. With credit cards that have been authorized by the Department of General Services because the contracting company facilities are not available in certain areas.

3. If the available facilities of the contract company will not accommodate outside vehicles.

4. Purchases from State facilities.

If purchases not in conformity with the contract terms or these exceptions are made, the officers and employees who purchase the oil will be required to personally pay the difference between the contract price and the price billed to the State.

BULK (Lubricating Oil)
3689.2

A single Sub-Purchase Order, STD.  40–A, may be issued to provide blanket authority for delivery under a single contract for a desired period.

PAPER AND PRINTED MATTER

PRINTED MATTER  (Revised 5/79)
3690

When ordering printed materials, the agencies are not to solicit bids themselves, but they may contact vendors to determine the purchase costs.  When the purchase cost exceeds $100, a Purchase Estimate, STD. 66, should be submitted to the Department of General Services, Office of Procurement.

BOOKS AND PUBLICATIONS  (Revised 8/57)
3691

Books will be purchased where the greatest discounts can be obtained.  Books and periodicals will be circulated rather than purchasing duplicate copies.

Publication subscriptions will be obtained by competitive bidding whenever possible.  Subscription lists will be checked to determine the continued need, and unnecessary subscriptions will be eliminated or terminated.

FORMS

INTER-DEPARTMENTAL COMMUNICATION FORMS  (Revised 10/74)
3692.1

Order annually.  See SAM Section 2838.2.

EQUIPMENT IDENTIFICATION  (Revised 2/69)
3693

Agencies will estimate annually their fiscal year requirements for equipment Identification tags.  See SAM Section 8637.  A purchase estimate will be submitted to the Office of Procurement, Department of General Services, to be received by the last work day in March, and will show the quantity of tags needed, together with the agency name or abbreviation and the inclusive serial numbers, when needed.

MAPS, U.S. GEOMAPS, U.S. GEOLOGICAL SURVEY  (Revised 9/85)
3695

Quadrangle maps prepared by the U.S. Geological Survey and covering areas within the boundaries of the State of California may be purchased by other State agencies from the Department of Water Resources, Central Records.  Maps may also be obtained by submitting cash in advance to the U.S. Geological Survey, Denver Federal Center, Denver, Colorado or from other distributors.

PAPER STOCK CHECKS

ORDERING PROCEDURES  (Revised  3/96)
3696.1

Paper stock checks will be used for all accounts maintained in the centralized State Treasury System.  Bank transit routing symbols, account identification and check serial numbers will be printed in magnetic ink.  A standard design and color for checks and check copies have been established for use by all State agencies.  Unless specifically authorized by Department of Finance, Fiscal Systems and Consulting Unit, no State agencies will deviate from these standards:

Checks will be ordered as follows:

1.
Contract/Delegation Order, STD. 65, will be used to order checks from the contractor in accordance with the terms, conditions, and ordering dates specified in the annual contract.  The minimum number of checks to be ordered will be 1,000 checks.  Agencies will maintain sufficient checks on hand to last at least nine months, but not to exceed two years.  The only exception allowed is that the minimum order of 1,000 checks may exceed a two-year supply.  All orders received by the vendor will be consolidated and filled at one time four times a year. Agencies should allow approximately 120 days for delivery after the consolidation dates mentioned in the contract.

2.
If an agency requires checks which are not available through the annual contract, submit a purchase estimate enclosing two voided check samples to the Department of General Services, Office of Procurement.  Such checks will have the agency name and account numbers printed on each check.  Agencies should allow 120 days for delivery if checks are ordered by estimate.

3.
In case of an emergency only, agencies may order checks on Sub-Purchase Order, STD. 40 or 40A, from the State Treasurer's Office, P. 0. Box 942809, Sacramento, California 94209-0001.  The order will be accompanied by a detailed written explanation of the reason for the emergency and the steps being taken to ensure the emergency will not recur.  Orders will not be filled without the explanation.  The minimum number of checks which can be ordered is 1,000 or a multiple thereof.  Orders will be limited to a sufficient volume to cover the agency's needs until its regular checks can be ordered and delivered.  Normally, the Treasurer's Office can deliver the emergency checks in seven to ten days after receipt of the order.  The checks will be issued in random, consecutively numbered blocks without regard to the check numbers used previously by the ordering agency.  The agency account number on which the checks will be written must be indicated on the sub-purchase order so that it can be encoded on the checks.

All agencies should order and keep sufficient supplies of regular checks on hand so that emergency orders will not be necessary.  Emergency orders will cost considerably more than regular orders due to storage and extra processing prior to use by the agency.

See SAM  Section 8041 for check writing procedures.

ENVELOPES FOR PAPER STOCK CHECKS  (Revised  6/80)
3696.2

Special window-type envelopes to be used for mailing paper stock checks are obtainable from the Department of General Services, Office of Procurement, Material Services Section.  Requisitions will be made on Supply Order, STD. 116.

CONSOLIDATION OF AGENCY ORDERS  (Revised  9/77)
3696.3

Contract/Delegation Order, STD. 65, for continuous-form checks must be submitted to the contractor in accordance with the schedule noted on the contract.
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