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- Contracting Manual Volume 2 (SCM Vol. 2). ‘This manual is to be used.in addition. to - - |
these references. Updates to this manual will be accomplished as changes oceur to the; R
prevailing authority and additional references At a minimum, updates will occur-every . PR

CHAPTER1

INTRODUCTION — NON-IT PROCUREMENTS OF GOODS

1. Purpose of Manual

This manual provides procedures for the procurement activities performed within the
FTB Procurement Bureau. The prevalllng authority for Non-Information Technology
(Non-IT) procurements of goods resides in the Public Contract Code and the. State ..

two (2) years.
2. Authority to Contract |

Statutory authorlty for purchasing Non IT goods for State government .| reS|des with the ..

* Department of General Services (DGS). DGS also has statutory authorlty to grant

. purchasing authority to those departments demonstratmg the capablllty to make.

~ procedures, sound busmess practlces and cost eﬁectlveness and that are in. the 'best

purchases that adhere to State statutes, regulations, executive orders, pohmes

lnterest of the State

DGS is accountable and responsnble for the purchasing authority it grants. The- s
Purchasing Authonty Application is designed to provide DGS with the mformatlon it
needs to determine if a department has the expertise, experience, knowledge and .
internal procurement policies and procedures to support the type(s), category(les) and
dollar thresholds of authority requested. , o

DGS approved FTB’s purchasing authonty request and granted FTB delegation for the
acqunsmon of Non-IT goods as itemized below. o ,

- Revised 02/15/2013 ' 1-1




CHAPTER 1

INTRODUCTION — NON-IT PROCUREMENTS OF‘GOODS

|+ - "Department of General Services' =
Procurement Division - -
Purchasing Authority Mariagement Section

Purchasing Authority Approval

. [Purchasing Authotlty is Granted for Procurement-Activities Conducted by:.. - .
[Agency .~ . | State and Consumel Services Agency S
Department - | Franchise Tax Board . - L ' . -
PartB(s) . | N/A -~ . - N S
Term -~ | April 1, 2012 through March 31, 2013
Rev, Eff. Date - 3
Willlam Christian, Non-IT Purchasing Authority Contact Copiesto: . © iy ¢ i
Yvonne Olson, IT Purchasing Authorlty Contact | - Susan Borgman, Procurement and Contracting Offi
e : Sharl Thomas, Audits, State Controllers Office -
" . . ¥ ..
S " Purchasing Authority No. ~ - - - R . Purchasing Authorlty No.
-+ +~9G-0313-FTB-HQ1 ) : - 97-0313-FTB-HQ1
Non-IT Goods and LPA Goods & | Maximum: . IT Goods & Services' - "Maximum
Services Purchasing Authorlty | Amounts " . purchasing Authority © .- | . -Amounts’ "
Competitive - B £750,000,00 | - | Competitive .. . | %3,000,000.00.
NCB Contract Approval . - - .| - $25,000.00 | NCB Contract Approval i - $25,000,00-
State Price Schedule Orders $25,000.00 | . | State Price Schedule Orders - - |- $25,000.00.
CMAS Orders: Non-IT Goods $100,000,00 CMAS Orders . B 1 $5060,000.00 ] -
CMAS Orders: Non-IT Services¥ " $250,000.00 SB/DVBE Optior Contracts . .| $249,099.99 | .
- | sBJDVBE Optlon Contracts - - $249,999.99 ‘[ Master Agreement Orders , $1,500,000,00. 1 - .
'[Master Agrmnt Orders: Non-IT. Goods $500,000.00 Cooperative Agreements (WSCA, T - -Unlimited { "o f
' » ] NASPO, etc) - DR
Master Agrmnt Orders: Non-IT Sves | $500,000.00 - | statewide Contract Ordets ' Unlimited |-
Cooperative Agreements (WSCA, - . $500,000.00 | . | Software License Pragram Orders - $2,000,000.00 |- -}
NASPO, etc.) ) . ] : .’ ) S
Statewlde Contract Orders Unlimited | - Interagency Agreements (IAA). . . Sameas| -
: ) : . - ) : : ) Competitive |-
Prison Industry Authority (PIA) Unlimited . ?a;ta Center Interagency Agreements Unlimited | -

* CMAS Non-IT Sérvit-;es orders above $50,000'ri1ust be approved by DGS prior to award (SCM Vol. 2, Chapter 6, 6.A1.4) )
Note: LPA thresholds are applicable unless otherwise specified In the respective LPA User Instructlons. '

[0 1fthis box Is checked, the department’s competitive sollcitation authonity for the procurement of non-information

expansion of authorlty. This authority Is limited as follows:

[ 1fthis box Is checked, the departmént has been granted single competitive sollcitation authority as refe{'erice.d ahove. -Thé' "

not to execute additional unauthorized solicitations, -

X Ifthls box s checked, the department’s Appiication ls deficlent, These deficlencles are Identified in the attached list. Thé o . o
department must resolve the deflclendles and report the resolution to DGS/PD/PAMS by the corrective action due dates, * -

[] - Ifthls box is checked, this approval revises the department’s purchasing authorlty as of the revision effer;!:lve date Indlcated
above. ‘ o ' _

APPWW uﬁw ﬁu&W\
Renzta Rasbetry, Purchasing Authority SpeclallstQ . . I Date
(916) 3754355 .

] . ‘ (Rev. 7/611)
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GENERAL INFORMATION

1. Conflict of Interest: x :
FTB's adopted Conflict of Interest Code was approved by the Fair PoI|t|oal Practlces
. Commission and has been in place since January 1,1977.. SRS :

K'FTB requrres and mamtarns a sxgned Confllct of Interest certlflcatlon for every staff

- member mvolved in the procurement process ThIS lncludes staff mvolved in

'Sollcrtlng blds;t

Preparing procurement documents;

- Approving procurement documents;

Receiving goods/services;

Approving payments; and
' Makin’g payments

o Employees must sign the Conflict of Interest certlﬁcatlon at least once. al year durlng
o 'therr employment with FTB (see Pollcv File 4131). : A%

2, Prompt Payment Act

" FTB has established procedures to comply with the provisions of the Cahfornla Prompt e

Payment Act, Government Code (GC) section 927. This includes:

Date stamping supplier invoice upon initial receipt by FTB. s
Maintaining, in the purchase file, documentation of when goods and serwces are -
received.

.Paying properly submitted undrsputed invoices in accordance wrth the purchase ‘

document.
Submitting invoices to the SCO for payment within 30 days or paylng rnv0|ces vra '
the revolving fund process within 45 days from the later of: : Lo

o the date of acceptance of goods or performance of services; or

o receipt of an undisputed invoice. R
Automa’ucally authorlzmg and paying prompt payment penalties whenever an °

~ undisputed invoice is not paid within required time frames.

Disputing the invoice on the basis that it is incorrect or unsubstantlated (e g.;
when a Purchase Order or contract is not in place) by informing the-vendor.

FTB'’s Fiscal Accounting Section will research/resolve the payment issue wnth the- e

vendor, and may coordinate any resulting action with Procurement. .

Reporting to DGS/PD all prompt payment penalties paid by FTB. each frscal year A E

(Refer to SCM Vol. 2, Chapter 12, Reporting Requirements.)

Prompt payment penalties are applicable even when the budget is not yet signed
during the fiscal year (with the exception of non-profit corporations). -

Revised 02/15/2013 _ 2-1.
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GENERAL INFORMATION

.For more rnformatron regardmg prompt payment penaltles see Chapter 16 of this

. Manual.-

. -considers recycled products in conducting its purchasrng activities. .FTB has met and

' 3 Enwronmentally Preferable Purchasrng SRR :
.~ Public Contract Code (PCC)section 12400 deflnes envrronmentally preferable T PSR
. purchasing as the procurement or acquisition.of goods/serwces that have a Iesser or e
reduced effect on human health and the envrronment when compared wrth competlng T R
good/serv:ces .

| o lt is. lmperatlve that State agencies purchase energy efﬁment products in order to .
. conserve electrlcal power and lower energy costs to State agencies. - L e

| :_'FTB is commrtted to purchasing products that meet the Federal Energy Management. - -...: ..
. Program (FEMP) recommended standards. .Products that meet FEMP. recommended.. .. o
- standards-display the Energy Star Label. FTB ufilizes recycled content products and

_continues to meet our recycle goals consistent with statewide goals establlshed by the

s Department of Resources Recycllng and Recovery (CalRecycle)

More lnformatron regardmg enwronmentally preferable purchasrng is avallable on

- DGS’s Buy Green webpage www.dgs.ca. gov/buyinggreen.

L “_,.The followmg requrrements apply fo all non- IT goods purchases

4. Recycled Products ' ' - 5
. FTB is committed to meet the-goals for 11 Reportable Product Categorles set forth by Lo

the State Agency. Buy Recycled Campargn (SABRC), CalRecycle and DGS. .

N

. » 'FTB will.require all supplrers to certlfy the recycled content of the products belng, S e e

. ',purchased o
« FTB wrll purchase products that contarn recycled ‘materials whenever feasrble

. oand. . -
e FTB, w:ll comply wrth recycled content product (RCP) procurement mandates

| """SCM Vol 2 ChapterS provrdes the reqwrements for buylng recycled products

Revised 02/15/2013 " 2-2
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5 Mamtammg Bidder Lists .
FTB establishes bidder lists for individual procurements using a variety of means to

locate potential suppliers. FTB broadens its supplier base and solicits certified SBs and-:
DVBEs whenever possrble Resources avallable to rdentlfy potentlal bldders mclude U

ce FTB s Irst of vendors Iocated |n the VendorContacts in Outlook

To add th|s contact ||st -
a) Go to your “Contacts” folder in Outlook
b) Click on “Open Shared Contacts..
= ¢) Type“VendorCoritacts® in the dlalogue box and click OK
d) The VendorContacts list will now be added..

“NOTE: This list is not all inclusive, is recorded under the representatlve s names,ﬁ e

BEDTE N

"and does not contam product mformatron

) 'BldSync Suppl:er Search
Internet - '

“Local trade’ unlons _
‘Chamber of cotmerce

~ Industry listings - ' ' I

- LPA databases (CMAS suppllers and StateW|de Checklrst resources) RN,
Certified SB'and DVBE firms database '
Recommendations from customers

Catalogs :

Market Surveys - -

Request For. Informatron

f
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PURCHASING BASICS

1. Purchase Requests (FTB 6278)
Procurement Bureau staff initiates procurement activities upon receipt of an. approved .

.. Purchase Request (FTB 6278). This form is for requesting a purchase of goods, services, -
K __.renewals of contracts, and amendments to current contracts and is. completed by the -

- requesting busrness area. The requesters Bureau Director: and the Budget. Allotment -
~Goordinator must approve the request. Whenever confldentlal data (such as: taxpayer

o ::'if:f:lnformatlon) is involved, the: Departmental Exchange Agreement Rewew Team (DEART)
; -;must also approve the request o T

R . 2. Purchase Request (6278) AnalySIS o ' AT
, ,‘_-_.;.‘;",._Upon recerpt the Procurement Bureau (PB) analyst revrews the 6278 to verlfy that lt e
B :_:'lncludes the following: e SRR g o

‘s FTB Contact Name o
-',,;..‘Term/Effectlve Dates. * .
« . Description or Scope of Servrce
» . Justification . , ; e : i
- o~ Signatures. (Bureau Dlrector Budget Otﬂce and Allotment Coordmator)

.~ Appropriate CalSTARS and Budget Allotment Codes :

o . A Recomiended Supplier (optional) - .
‘Additional Terms and Conditions (if needed) e
Backup Matenal (e.g., acceptance testlng frnancmg, etc) (lf needed) .

3, -Determine the Procurement Method - S o
- SCM Vol. 2, Chapter 2, section B2.3, and Chapters 4 6 are used as a gurdelrne to help _
determme the appropnate procurement method ‘ -

: The followrng table ldentlﬂes the procurement methods avallable for the’ purchase of non- -

" IT-goods, based on the estimated cost of the purchase. Consistent with SCM:Vol. 2, dollar:-.'f:-.-:'_.,'v;
" thresholds identified in this table exclude sales and-use tax; finance charges, postage, and- -~ .= = |

handling-charges. Shipping-charges-are also-excluded from-the dollarthreshelds unless -
the shipping charge is-included in the evaluatlon such as FOB Orlgln Frelght Colleot

v Frelght Prepald or FOB Destlnatron

C T Table 34,
‘Procureiment Methods

Sub-Purchase Orders (purchase not subject ' $100.00 Chapter 3 -
to DGS oversight and documentation :
requirements per Public Contract Code

(PCC) section 10308)

Revised 02/15/2013 ' 3-1




| Prison Industry Authority (PIA) " . Unlimited: [, -Chapter10 ..
RS *Oommu‘nity- Re,h'abilitatio-n P'rogram'Ord'ers-'*:r::a:":”.-:a.- P -_‘Unlimite»d;‘ ChapterS

CHAPTER 3

PURCHASING BASICS

Table 3.1
Procurement Methods

Farr and Reasonable (F&R) ,Less than $5-,OOO OO -

- Informal Competltlve o e $'|00 000, 00 __Cham_erﬁ

N EQrma' Competltlve ' -‘ o : 1 $100 000.00 to '-‘:_Chapter 6 '. o

$750, 000: OO ‘

Competitive or Request for DGS to Conduct Rt
Procurement , '

e NCB Contraot Approval by FTB and Agency o $25,OOO.OEOZ _Chap ter7 RS

INCB Contract Approval by FTB Agency and\,_ ; Over $25,00000 Chagter7 DA

DGS

| SBIDVBE Optlon per Government Code { $5,000.01 to $249,999L?99’ .. .Chapter8 .- | L

(GC) section14838. 5(a)

|LPAOers: CMAS. |  $100,000.00{ - Chapters

| LPA Orders: Master Agreements, inoluding $500,000.00 , Ch'apte'r 5.

WSCA, NASPO; etc. (unless otherwise
noted in user instructions)

| LPA Orders: Statewide Contracts o Unlimited |- Chapter 5~

- [PA Orders: State Price Schedules ~ .| .. - $100,000.00| . Chapter5 . ..

A‘ 'Once you have analyzed the request and determlned the procurement method, contact the .
-+ requester to-discuss the-contract process: -and timeframes.- Conduct the solicitation- |n
.aocordance wnth the |nstruct|ons in the Desk Manual Chapter listed.above. . LR

3.1 Sub-Purchase Orders W - -
Pursuant to PCC section 10308 FTB has authorlty to purchase Non IT goods valued at
$100.00 or-less (also known as sub-purchase-orders) without DGS PD oversight and.
documentation requirements. The procurement analyst shall issue sub-purchase orders
following the procedures outlined in this manual with the exception that required
documentation is limited to the 6278, STD. 65, STD. 204 and the Tax Comphance
verification from the Taxpayer Advocate.

Revised 02/15/2013 32

One-time Delegatlen Request for Formal. Over $750 OOO OO Chapter3




CHAPTER 3
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3.2 One-time Delegatlon Request for Formal Competltlve or Request for DGS to .

Conduct Procurement ~
If the purchase exceeds FTB's delegation authonty of $750 000 and FTB: chooses to

' - " request a one-time delegatron to conduct thé procurement, before commencing formal-~ i
procuretent activities; the* procurement analyst must complete: the Request for One—Trme e

"Procurement of Non iT Goods and submrt |t to DGS for approval

If the purchase exceeds our delegatlon authorlty, and FTB chooses to request DGS to

" conduct the procurement, the procurement analyst must complete a Purchase Estrmate R

;STD 66 and submlt |t to DGS for actron

S F|Ie coples of elther request must be’ retalned in the procurement frle and an electronrc

copy in the Y: \557 Unlt\1) Executed Aqreements (PUBLIC)\Aqreements\FY dlrectory

?.‘,'4 Select Supplrer and Draft Language RETT IR ' RPN E TP SR TET S BT 5
"“':—-‘Goods upto $4,999.99:may be'purchased: wrthout competrtlon and advertlsrng and ,wrthout:: s e

B obtalnrng approval ofa non-competitive b|d request

. For purchases rangrng from $5,000 to $250 OOO the SB/DVBE sollcrtat|on optlon is. the e
‘ preferred method R R .

For purchases over $250,000, use the appropnate procurement method based on the
- guidelines in Tabie 3.1 above. : _ Co .

The procurement analyst must work wrth the requester and the suppller to ensure the

" contract language contains the appropriate provisions. Route the contract package

~ containing the General Provisions, Terms and Conditions, Riders, etc., for the necessary
. approvals. See the chapter assocrated with the selected. procurement method for more
+ - detail and. Chapter 6, section 8 General Provrsrons for mformatlon on the requrred

: '~;fﬁ1anguage

5 Purchase Order and Sol|C|tat|on Numbers ’ o E i
Every purchase order must have a number as3|gned to it. The number for a purchase

" orderis automatrcally assigned’ by the' Purchasing Management System (PMS), once. the S

purchase ordér is entered into the system.Solicitatioris are assigned numbers using the
- following-naming convention: Solicitation‘Type FTB-Fiscal Year~Document Locator ’
Number (DLN) Example RFQ FTB-0708-001. AT

6. Completlng the Purchase Order

The following steps are general in nature and are not all-inclusive. Addrtronal detarl is
listed in the chapter for the specific procurement method used.
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ks .'Procurement Analyst ensures these requrrements are stated'in the solicitation when:

"Jocation or documerits sign the back page, and return the sighed FTB 7904 to the'.

CHAPTER 3
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- 6_ 1 Confidentiality Statement and Rules of Conduct for Contractors and

o Subcontractors T
“The Conﬁdentlallty Statement (FTB 7904) and Rules of Conduct for Contractors and

53"‘:3:_;',"‘:Subcontractors (FTB 7462) are requrrements for suppllers who-will have. personnel on. any.':‘ Q S
. of FTB's premises Or access to FTB documents. This' normally applies to: oonsultant and o
~maintenance contracts and may also apply to equment installation serviees. The. w.

) appllcable “The. Personnel office will obtain signaturés on these documents during the
' badging process if applicable. Send the FTB 7904-and FTB 7462 to the suppller The:

supplier must complete the FTB, 7904 have all personnel who will gain access to any FTB

3 :tprocurement analyst The supplrer retams the FTB 7462 for thelr mforma’uon

6.2 Payee Da ecord (STD: 204) _ SN S ;
"”‘Flscal Accountlng "ust have F) copy ‘of the Payee Data Record on flle before lssurng--
) jpayment to the supplrer “The STD. 204 may be included in CMAS and MSA contracts, If oo
necessary, send-a copy. of the STD. 204 to the supplrer and have them complete it and
+“return it to you. Make a copy for the- procurement file, an electronic copy on the Y: drrve
and route the original to Flscal Accountrng Mark on- the approprlate checkllst(s) that the
STD 204 is |n flle N : | s

6 3 Tax Compllance ' - ' ,
The Executive and Advocate Services Section of the Communrcatrons Serwces Bureau -
will verify whether a supplrer is in good standrng as a California business or Sole - . '
Proprietor. .Use the Executive Liaison Unit's Procurement Entity Request form (also .
- available on‘the PB Launcher). to obtarn thls verrflcatron for- Corporatrons and the hard

. copy form for Sole Proprletors T

~. Fora corporatlon provrde the Callfornla Corporatlon s seven (7) digit ID num’ber aséi'ghed -

* by:the Secretary of State.. If the companyis a Limited Liability-Company; the twelve (12) -

“digit'ID should be provrded These numbers are requested durlng the solrcrtatron process P
“and:can also be obtalned from the Secretary of State web S|te ' A R :

. "':"'E‘;:"\After submlttrng the onllne form mcludrng the' supphers Corporatlon number FEIN,SEIN, ¢ "o ¥

and company address, the Procuremerit Analysts will teceive an email.confirmation from .
the Executive Liaison Unit. The Procurement Analyst will shall place a copy in the -

~ procurement file and in the Y. Drive Taxpayer Advocate (Current Month) folder. The tax
status provided by the Executive Liaison Unit may be used dunng the next 30 days for any
purohases made from that supplier.

in addrtlon to business entrtles such as Corporations or Limited Liability Companies,
‘responses are also submitted by sole proprretorshlps In this event, submit their
procurement entity request, with the supplier's SSN in hard copy format to the Executive
“and Advocate Services Sectlon and attache the signed authorlzatron document from the
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S If the Executrve Llalson cannot verlfy the suppllers tax status tlmely, you may venty the
;.- supplier's tax complrance status by enterlng the. appllcable information.on:the: Secretary of-
.. ..State web S|te (http://kepler.sos.ca:.gov/)...The supphers status must: be “Active”. If the
U .;suppller is. not active orin. good standmg, busmess cannot be conducted W|th that supplre g
,and another suppher must be used o ~ Ch e e

CHAPTER 3

PURCHASING BASICS

Sole Proprietor. The authorization document allows the Executive and Advocate Services .
Section to release the information to the Procurement Bureau. Under no circumstances .- .- -

should the SSn be entered onto the onllne Procurement Entity- Request form.

6.4 Reseller s Perm|t

~ The suppher must have: a val|d resale certlflcate before any purchases can be made To
*_validate resale. certltrcates complete the request form on the State Board of: Equalrzatlon s =
_ website at: https:/efile.boe.ca.gov/boewebservices/verification.jsp?action=SALES. Lo "
... Doeumentthe procurement file with a copy of the rnformatlon recelved from- the Board of
R Equalrzatlon showmg the suppher is vahd T SRR el

6 5 Purchase Orders

| },Enter the information. :nto the PMS program to produce the STD 65

| _A6 6 Umque Numbermg
‘To facilitate tracking of individual purchases, avoid dupllcate bllllngs by DGS/PD and

coordinate supplier invoicing, FTB’s contract number must be unique from transaction to

_transaction and from year to year. In addition, FTB uses unique identifiers to distinguish -

between purchase orders and contracts “The numberlng convention for purchase orders -
is: : R , , o A , :

.

'_"_'v"".”k.'"Flrst character - P-= purchase order c= contract L= library or subscrlptron purchase ST

S . “*Fourth: through eighth- characters These characters represent the: sequent|al number

-8 ='service agreement. Example: P1300016 is a purchase order o
«  Second.and third-characters - These characters represent the fiscal year in whrch the
-~ purchase.was awarded. Example P1300016 was.awarded in FY 10/11.- '

~ <of the:order. assrgned by PMS:or- CMS Example: P1300016 was the 16t purchase
order awarded in FY 12/13 LSRR

. ,-6 7 State Contract and Procurement Reglstratlon System (SCPRS) Trackmg EE R
~ All FTB purchases are: entered in the DGS’ eProcurement system, which assigns a . . SR

SCPRS number. Record the SCPRS number in the “Contract Registration Number box at -
the top of the STD 65i in PMS Refer to Chapter 14 of this manual for SCPRS S
requirements. S
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6.8 Dlstrlbutmg the Purchase Order : :
- - Prepare the completed package and submit for: review to your supervrsor or mentor for
I approval. After the STD 65 is approved complete dlstrlbutlon as shown in the followrng

' "f-" table

Table 3. 2

| Send the order with all attachments to the vendor to begin. the order -
> .__process using one of the- following methods:: : :
' ~'Scan to‘pdf and email'to: vendor: (preferred method)
~“cc:"Support Staff to'minimize. duplicative’ scanmng, or,
- Fax.Order with Fax Cover Page or
Mall the orlgmal to the vendor

| For any purchase order wrth a term date update PMS to 'reflect the
term date on the llne |tem and create a file folder :

. "Retam a srgned copy for the procurement flle

2, TAnalyst | Iffaxed, retain a copy of the fax cover sheet; . :

' i emailed, print and retain a copy -of the email in the procurement ﬂle
If mailed, note “mailed” with the date on the STD 65. -

3. |Analyst . | Give STD. 65 and attachmenits (if applicable) to Suppor'tf_
4, |Support  * - | Mail Voluntary Statistical Data Sheet Form to vendor ‘ '
'5;. 1 Support-. - - lf the analyst faxed or mailed the STD. 65 to the vendor scan :and
) 1 - - |savethe STD 65 and attachments using' the followmg steps '
¢ GotoYi: ' : :
e 557 _Unit SRR
{ e ...Click.on “Executed Agreements
o . Click.on ‘Agreements” folder
» . Click on applicable: EY.: : ;
e Type Contract / Purchase Order# Vendor Name Object Code
| *. (example: P1200005 Sybase 435 04, pdf) L
-». -Click- Save ..

If the analyst emalled the STD 65 save the scanned copy the analyst
emailed you to the V: drlve as shown above. .
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Table 3.2
Distributing the Purchase Order

6. Support, From the Y: drive Scanned PO’s folder, email the STD' 65.and

-|-attachments to.the following mallboxes N L

- Fiscal Accounting —ACETRAY - A i >
,Departmental Resource OverSIth (DRO) Departmental
Allotment. Coordinators: ~_ i
.Service and Supply Augustin Calderon (or his replacement) o
. Requestor and any. other.staff- llsted on the Purchase Request
“|'s Eric Helm-Tillman / Marisa Lai* -

[T | Subport.

v','For purchase orders $100 and over, make onhe copy of the STD. 65

_gnd place in the blue foldér for DGS (located near SA3A-B16-10).

... | .This copy is used to-send to'DGS for an end-of the month delegatlon B
“repoit. If'the amount is less thari $100, no copy is hecessary:. =

B [Sweert | i AR
Lo 'together and file in Non IT “OPEN” folders in PO number order s

"Stamp file copy of STD B85 with a “File Copy” stamp; staple file"

6.9, Encumbrance Document - - -, . » , -
" “An encumbrance document is. reqwred |n the followmg SItuatlons to document how the

funds will be allocated PMS will produce single year encumbrance.documents-in. the " .- f L
situations shown in examples b) 1.-and 2.- 1t will not produce multi-year. ercumbrance . ..

" documents, as shown'in examples a), b) 3) and ¢): If a purchase spans multiple years, or " i -
- funds are being shifted between fiscal years, the procurement analyst will have to prepare SR
~ the encumbrance document manually, followmg the examples below. o

~a) A Non-IT purchase order spans more than one fiscal year. and fundlng W|ll be S

apphed to mult|ple years

Example The term is 1/1/2013—12/31/2013 and the amount is $500 OOO (to be- -
- +paid-in-equal monthly- amounts).. This covers fiscal years 2012/2013 and - .
" 2013/2014. " The furiding to be allocated to each fiscal year must be: dellneated in:

‘an encumbrance document. This could include a one-time purchase where: multl- R

'} 1year flnancmg is attached It does not apply when all years are paid in the first .
. fiscal year

9000-97900-473.99 _$250,000.00

$500,000.00 |

b) A Non-IT pUrchase'order spans more than one CalSTARS allotme'nt.
1. Example: The request is for equipment’ and the related maintenance?. Each

has a separate object code in CalSTARS and must be broken out in an
encumbrance document.
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[9000-97900-473.99" | -$500,000. %
- [9000-97900227.06° | $100,00000] -
i $600,000.00 ‘_

5 99 | . .$250, 000.00 |
- [5587- §7567-227.99 © | $50,000.00|
- | 9000-97900-473.99 - |- -+ $250,000.00);
. [9000-97900-227.99 | "~ $50,000.00
o TOTAL o i 1$60'o ‘ooo-oo

5557-97557-473.99 . $125,000| $125,000 $250,000.00-|.
5557-97557-227.99. | .. . . $25000]  $25,000| .- .$50,000.00|. ..
9000-97900-473.99. | . $125,000 - $125,000 | .:- $250,000.00] "
9000- 97900-227 99 | . $25000] . . $25,000|: .. $50,000.00
TOTAL LR A =$300 000 . $300,000 | - "?'$6'0'0 000. 00“

c) The flscal year end has excess funds that need to be transferred to the next
fiscal year. S

ORIGINAL . -~ - o S I |

5557-07657-227.98 | $50,00000]  $60,00000 .- $100,000.00] a

T TOTAL . 50000001~ 7$50,000.00 [ §$100,000.00] 1

- TEMCUNMBRANCE# | i e e

<t [5BB7-97567-227.99 | $50.000.00 | --'j'"--'$5o 00000 "$1oo ooo oo-.-g

. [2011/2012 RESERVE | .~ ($2,000:00)| ~  $2,00000[ -~ R
_TOTAL — T T $48,000. 00  $52,000.00 ""'$1oo 000.00|

L {5‘: :6 10 Contract Award Report (STD 16) LR : ' R
- For any purchase over $5,000.00 (lncludlng amendments) PMS automatlcally generates a
STD. 16. Print the STD. 16, manually complete the “term” and “type of contract” fields, -
sign the form, put a copy in' the procurement file, and give the original to the Support staff.
Support staff WI|| electronically send completed form to:

compllanceproqrams@dfeh.ca.qov
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‘The STD. 16 must be filed electronically with the Department of Fair Employment and .
~ ‘Housing within-10 days of contract award. (Thls is not appllcable for lnteragency

_ --Agreements and MSAs. ) ' _

, "7 Procurement Flle AN

" Purchase Orders with Term Dates e AR

o 'sectlons as shown in Frgure 3.1. You may ask support staff for assrstance organlzmg the

Sec_tlon o | Section
T Section | 4 ° "

Flgure 3 1

, A . Sectlon 1 - Actlon Record File Documentatlon Checkllst and Procurement

[RSK 1'_._-- . Section 4 —File the following documents if appllcable |n chronologlcal order wrth

Summary, with the Action Record on'top. When filing an amendment, place the new
Action Record and File Documentatlon ‘Checklist on top of the orlglnals :
- e Section 2 - File copy. of Purchase Order and attachments, encumbrance - -
. document, any amendments or cancellations, and the Services Recerved
e document, with the most recent document.on top.
. o ' Section 3=FTB 6278, STD: 16, STD. 204, Reseller's Permrt FTB 7904 Tax
- Status verrflcatlon SCPRS conﬁrmatlon with the 6278 on top. T R
. the most recent doctiment on top S
.o Supplier. I\/lethodology (Request for, Interest NCB Market Survey, eProcurement,,--1';.._::;_-,f
.. (CSCR).Advertisement; Bldders Llst etc) S RN B
- o _Solicitation Documentatlon .
" o General Correspondence - ' ' L
o Bid responses for Successful and Unsuccessful Suppllers rncludlng Small
‘Business and DVBE Documentation : .
o Evaluation Documentation (Summary and Score Sheets) r
- o Amendment documentation (place the new documents in chronologrcal orderon
top of the originals)

Give the completed ﬁle to Support staff. Support staff will label and shelve the file.
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7.1 Purchase Orders without a Term .
Procurement files for purchase orders without a term will be stapled or clrpped together :
wrth applicable documents in the followrng order (top to bottom) B R
‘e Services Received document - -
_e File copy of Purchase Order and attachments, encumbrance document and any
,amendments or cancellations, with the most recent document on top -
'SCPRS confrrmatron e
File Documentatron Checklrst - : .
File the remaining. documents |n chronologrcal order wrth the most recent on top

o Action Record. "~

- o Evaluation Documentation (Summary and Score Sheets) _

"o STD. 16, STD.- 204, Reseller's Permit, FTB 7904, Tax Status verrfrcatron
O

-.Business: and DVBE Documentatron ‘
‘General Correspondence ;
- Solicitation. Documentatron

-;o‘..o o

- Advertisement, Bidders’ List, etc.)
°. lnelrgrble Entrty Checklrst (FTB/BOE Top 500)

& Tracklng S . e T . ' S
For purchase orders wrth a term date staff should enter the term exprratlon date in the o
“Expiration” field for the line item that applies. Al contracts and purchase orders with-a -

- Bid responses for Successful and Unsuccessful Supplrers |nclud|ng Small - o

o Supplrer Methodology (Request for Interest, NCB Market Survey, CSCR

~term date are tracked for renewal purposes. Once a contract term has exprred the frle wlll B

be moved from the open frles to the closed frles

h Ai.jThe procurement analyst must enter summary rnformatron regardlng all purchases or:.

.. "contracts over $5,000 in-State Contract-and Procurement Registration. System (SCPRS) :

FTB Procurement enters all purchases or contracts into +he SCPRS system

f-f.Pursuant to Manaqement Memo 03 09 SCPRS entrres are to be completed tlmely to

" gnsure that the information is placed on the Governor's Transparency website, in. . R g-..':,, S

- .. accordance with the Governors Executlve Order lt IS FTB S pollcy that all purchases are. .-
. :"entered in SCPRS ‘ L | L , e E

9 -Prison lndustry Authorlty (PlA) SIS
Pursuant to: Penal Code section 2807, FTB must consider if PIA can fulfrll our order prror to S

purchasing an item from commercial suppliers. . PIA offerings include the following: -
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Table 3.3 PIA Product Offerings

Institutional products L o Bedding cleanlng products'f'lags -signs;.etc. ‘,-_ NI

| _-Ofﬂce furnlture and mlscellaneous ;.Blnders computer furnlture chalrs. tables ofﬂce systems}_
products . o B furniture, etc : | . :
| Residential. e .o Dressers, wardrobe, desks, stc. - R
: Prrntmg, metal srgns and decals L Forms b;rochures,_'.:t'i'c_e"ns'ep_lates’,_=:stiicke:r;,s,"§‘etc. .
,Food products o . Mil,k, ,meat products, coffes, etc. - et

- For more mformatlon about the PIA procurement process how to obtain: warvers and
0 specral lnstructlons regardlng the purchase of chalrs and chalr repalr see
: thlS manual - Hie

. Payment by CAL Card . R Lo —
0 iFor PIA purchases less than $5 000.00 where we use the CAL Card as the payment
: .'fmethod follow the requ1rements as identified in SCM VoI 2 Chapter 9, Topic 6 -

All PIA purchases valued at $5,000.00 and over that are pald usrng the CAL-Card payment R
process must be executed on the STD 65 _ , _ _ e

-~ 10. Communlty Rehabllltatlon Programs ' ' ' - : ‘.

" Purchases from Community Based Rehabilitation- Programs (CRP) may. be made W|thout S
competrtlve bidding based on criteria established by Welfare and Institutions Code sectron

19404 19404 Addltlonal informatlon can be located |n SCM VoI 2, Chapter 2 '

.__‘11 SB' and DVBE Reportmg and DVBE Substltutlon

State Iaw requures that vendors must

Report actual SB/DVBE utlllzatlon at the end of the’ contract Per Sectton 55 of the‘,",".f'_ S

' -General Provisions, within 60°days of receiving final payment, or as’ otherwise Tl

~ specified in the contract, the contractor must certify in a report to the awardlng
'department :

(1) the total amount the prime Contractor received under the Contract;

(2) the name and address of the SB/DVBE(s) that participated in the
performance of the Contract;

(3) the amount each SB/DVBE received from the prime Contractor;

(4) that all payments under the Contract have been made to the SB/DVBE;.
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and - :
~(5) the actual percentage of SB/DVBE partlmpatlon that was achleved

' ’,»The Iaw prowdes for penaltles for any person or entlty that knowmgly prowdes
~g1false mformat|on S .‘.' P e e ]

Request DGS Offrce of Small Busmess and DVBE Serwces (OSDS) approval pnor; ;
| to replactng a DVBE subcontractor usmg the form and lnstructlons at the. followmg
L http [, documents dqs ca; qov/pd/dvbe/DVBE%ZOSubstltutlon%ZOForm%ZOan T

‘d°/020Instruct|ons xls: b _ T

T Addltlonally, SCM Vol. 2, Chapter 3 secttons 3 4 4 through 3 4 7 ‘requires the followmg
.. language be inclided in all sohcntahons and’ purchase documents with the exceptionof. ..
¥ acquisitions made Using F&R pncmg The Ianguage must be lncluded even.if thergis no-.
DVBE requirement or rncentlve _ s e

_The Contractor understands and agrees that shou/d award of this contract
be based in. part-on their commitment to. use the D/sabled Veteran -. - R
Business Enterprise (DVBE) subcontractor(s) identified in their bld or offer
* per M&VC section 999.5 (e), a DVBE subcontractor may only be replaced -
by-another DVBE subcontractor and must be approved by the Depan‘ment
of General Services (DGS). Changes to the scope of work that impact:the .
'DVBE subcontractor(s) identified in the bid or offer and approved DVBE :
: subst/tut/ons WII/ be documented by contract amendment .

: _Fa//ure of the Contractor to seek subst/tut/on and adhere to the DVBE
L part/crpat/on level /dent/fred in the bid or offer may be cause for-contract -
" termination, reéovery of damages under rights and remedies due to the S R
State, and penalties as outlined in M&VC sect/on 999 9 Publlc Contract R
" "Code. (PCC) section. 10115 10. - RN

' The General Provisions and SCM Vol. 2 do not specifically exempt Fair and Reasonable purchases from
this requirement. However, since solicitation documents are not prepared for Fair and Reasonable
purchases, the vendor is not required to sign a document agreeing to terms of the agreement it is logical to
assume that these terms would not apply.
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12, Eme'rgency Purchases
121 Definition : ' .
An emergency-as defined by PCC sectron 1102 is "a sudden, unexpected occurrence that . -

. _'_poses a clear and imminent danger, requiring immediate action to prevent or mr’ugate the
_.Ioss or 1mpa|rment of I:fe health property, or essentlal pubhc serwces’ o

. ,.12 2 Types of EmergenCIes . ”

jEmergencres are dl\nded into the’ followmg classrflcatlons Wthh uIt|mater affect how the.‘

purchase activity will be processed
o. -An emergency purchase |n response to a natural drsaster ie. flre flood
o earthquake s
s "Anemergency purchase not in response to a natural d|saster

FERD

','112 3: Reqmred Documentatlon Yo R L SIS
_-Regardless of-the classrflcat|on of the emergency, FTB must document the procuremen
- file and/or provide to' DGS/PD, as apphcable the followmg mformatIOn e
' « " A description of the emergency. T T
« Explanation of how the situation falls w1th|n the parameters of an emergency
© justifying'the emergency purchase S
o Explanation of the consequences of maklng the purchase through normal
- ‘procurement processes. , v
o A descr|pt|on of the goods and price. -~
e The names and quotatlons of supphers contacted

124 Emergency Purchases in Response to a Natural Disaster |
The following table provides the process for executing an emergency purchase in-
response to a natural dlsaster when a response reqwres lmmedlate action:-

Table 3 4

Is within FTB’s $25,000 purchasing Document the crrcumstance;o : e_emerg,ency; TR
authority for Non- Competrtlvely Bld | - purchase. : R
1 (NCB) contracts TR |+ Issue the purchase document |dentlfy1ng the .
: o Purchase Authority (PA) number in the PA number
box on the purchase document.
¢ Record the transaction in DGS’ eProcurement System
 Report the transaction on the NCB contract quarterly

. : report.
Exceeds FTB’s $25,000 purchasing |e Document the circumstance of the emergency
authority for NCB contracts purchase.

» Issue the purchase document, leaving the PA number
box on the purchase document blank.
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12 5 Emergency Purchases Not in Response to a Natural Dtsaster :
The following table provides the emergency purchase process in response to an emergency
SItuatlon other than a natural d|saster : o A

o — A Table35
B L Emer enc Purchases Not in Response to a Natural Dlsaster

[ls-within FTB’s $25,000 purchaSing‘ o Document the ctrcumstance of the emergency

“|-authority.-for Non- Competltlvely Bld |- purchase.’:
(NCB) contracts e e [ssue the: purchase document ldentlfylng the PA
et s number in the PA number box identified on purchase
document.

~ | e Record the transaction in DGS’ eProcurement System
Tele 'v_Report the transactlon on the FTB s NCB contract
2 .'quarterly report R :

-« | Exceeds FTB's $25,000 purchasing | Contact DGS/PD |mmed|ately or w1th|n the next
| authority for NCB.contracts .- - - - |- business day to. provide the c1rcumstance of the
' ST : emergency:

o Non-IT goods contact: Acqunsmons and Contract
Section (ACS) (916) 375-4471

« DGS/PD contact reviews the circumstance and if
approved, assigns the transaction an Authorization to
Exceed Monetary Limits (Form 42) number.

«+ - Document'the circumstance of the purchase.

« . Record the Form 42 number in the PA number box

_on the purchase document prlorto issuing the

purchase document.
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1. Procurement Request (FTB 6278)

All requests for purchases of non-IT goods must be submitted on FTB Form 6278. The
requestor completes the form and obtains the foIIowmg approvals prior to submission to
Procurement Bureau:

e Requesting area’s supervisor,

e Section Manager, :

e Bureau Director (verifying that purchase is “vital and mission critical”), and

e the Department Allotment Coordinator (Department Oversight and Financial

Performance Section — DRO)

When the Procurement Bureau-Business Acquisitions Unit receives a request for
purchase of goods, the supervisor assigns the request to a procurement analyst, and
procurement support staff enters the request in the Purchasing Management System
(PMS). PMS generates a sequential Document Locator Number (DLN). The assigned
analyst records the assignment in the Analyst Workload Database. Support staff emails
a confirmation notice to the requestor and the Department Allotment Coordinator,
informing them that the request has been assigned to a procurement analyst. The
confirmation also includes the date received and a general description of the items on
the request. See the non-IT goods Flowchart.

2. Purchasing Authorlty Purchase Order (STD. 65)

The Purchasing Authority Purchase Order (PO) is used for the majority of non-IT goods
This form may also be used when services are incidental to the purchase of goods,

such as installation. However, the goods must be the larger part of the procurement. If
services make up the majority of the purchase, then the Standard Agreement (STD. 213)
is used, following the process outlined in Chapter 25-Non-IT Services.

3. Purchase Estimate (STD 661

The Purchase Estimate form, STD. 66 is used to request that DGS conduct purchases
that exceed FTB's delegated purchasing authority. Submit the STD. 66 form directly to
the One-Time Acquisitions Unit following the Electronic Purchase Estimate Submittal
Process provided on DGS’ One-Time Acquisitions webpage. In addition to the STD. 66
a Mission Critical Statement must be sent to DGS.

4. Contract Award Report (STD. 16)

Once the PO or Std. 213 agreement is issued, the analyst completes the Contract

Award Report for any purchase in excess of $5,000. For Std. 65 Purchase agreements, -
a Std. 16 Contract Award Report is system generated. The Analyst signs the document,
makes a copy for the procurement file and gives the original to the procurement support
staff. The support staff will send the report to the Department of Fair Employment and
Housing, electronically to complianceprograms@dfeh.ca.gov within 10 days of contract
award.
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5. PO Distribution
See Chapter 3 Section 6.8, of this manual for distribution instructions.
6.. Checklists

Checklists are provided for each procurement method (see Chapter 19 of this manual)
as a tool for procurement analysts to use as a guide during the procurement process
and to perform a final quality check of their documents before submitting them for
review.

7. 'Signature Authority

FTB’s Procurement and Contracting Officer (PCO) has implemented a signature
authority guideline for all procurement analysts (see Chapter 21 of this manual).

8. Official Procurément File

Procurement files should be consistently organized. Follow the procedures outlined in
~ Chapter 3, Section 7 for file organization. Non-IT Goods file documentatlon must include
the following: :

Services Received Document (added after goods are received)

Purchase Order (STD. 65)

FTB 6278

SCPRS Confirmation

Checklist for Applicable Procurement Method

Action Record

Evaluation Documentation (Summary and Score Sheets)

Contract Award Report (STD. 16) for transactions over $5,000

Payee Data Record (STD. 204) — black out the SSN if vendor is sole proprietor
Advocate’s Office verification of tax compliance

Seller's Permit or validation from BOE web site

Bid responses for Successful and Unsuccessful Suppliers, including the followmg, if
applicable:

o Small Business and DVBE Documentatlon (Bidder Declaratlon Commermally
Useful Function (CUF)) '

SB / DVBE Suspended and/or Debarred List

Post Consumer-Content Certification (CIWMB 74)

FTB Top 500 Delinquent Taxpayer List

BOE Top 500 Sales and Use Tax Delinquent List

Iran Contracting Act

Darfur Contracting Act

O 0O 0O O0OO0O
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o Target Area Contract Preference Act (TACPA) - STD. 830

o Enterprise Zone Act (EZA) - STD. 831

o Local Agency Military Base Recovery Preference Request (LAMBRA) -STD. 832
o California Regulatory Notice Register ' ,

Supplier Performance Report, if applicable

Small Business or DVBE Documentation/Waiver if applicable

Confidentiality Statement (FTB 7904) if applicable _

General Correspondence in chronological order, most current on top

Solicitation Documentation _

Supplier Methodology (Request for Interest, NCB, Market Survey, eProcurement
CSCR Advertisement, Bidders' List, etc.)

e Ineligible Entities Checklist

9. Amendment

A purchase order may be modified by an amendment. It should contain the same
- degree of specificity for changes that the original agreement contained for the same
“item. (SCM Vol. 2, Chapter 8, Topic 6.)

Add amendment details to the procurement summary already in the original
procurement file, and add the amended Std. 65 on top of the original purchase
document. :

10.Location and Access to Files
Non-IT godds procurement files are located on shelves between SA3A-B06-B14. For
official auditing purposes a hard copy of the purchase documentation is located in these

files.. An electronic copy of the selected documents is also stored in the unit’s shared
Y: Drive. .
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CHAPTER 5

LEVERAGED PROCUREMENT AGREEMENTS (LPAs)

The LPA program, established by DGS/PD as set forth in PCC sections: 10290 et.seq.
‘and 12101.5, enables FTB to streamline State purchases by removing repetltlve
‘resource rntensrve costly and time consumlng bid processes:

g '.AII solicitations for LPA s reqwre the LPA Contractors to prowde copres of their. LPA 5
e _;contracts rncludrng the contract cover page and all appllcable pricing; pages These
... .~contract copies will; either be stored in the procurement file, or placed in a labeled brnder
. and filed alphabetlcally in. the desrgnated and documented area (SA3A 812 10 drawer)
in Procurements file area . -

1. -California Multiple Award Schedule (C’MAS)

CMAS agreements are established w;th manufacturers or contractors that offer-products -
~and/or services currently on an existing multiple award schedule with the federal :

- General Services Administration (GSA) or other competitively negotlated or awarded
multiple award contracts. FTB is authorized to purchase up to $100,000 for non-IT"
Goods, and $250,000 for Non-IT Services on CMAS orders per FTB's:purchasing - -
authority approval (see Chapter 1 of this manual) There is no exemptron to CMAS

' ,dollar threshold _ . . :

Consistent with FTB policy, if the purchase is expected to be under the $250,000 S
threshold for the SB/DVBE Option and there are SBs or DVBEs available; then the SB "+ .
or DVBE option must be used (see Chapter 8 of this manual). .If not, then the - o
procurement analyst must obtain a waiver from the SB/DVBE advocate prior to placing

a purchase order under CMAS (GC section 14846(b)). The analyst: WI|| process the -

CMAS order toHowmg the procedures below. . .

. Table 5.1 _
CMAS Agreement Procedures

| Complete a Procurement Request (FTB 6278)
and obtain appropriate management
approval/signature. :
Determine what product(s) are needed. | 'Requestor
Obtain internal approvals through the Bureau | Requestor
Director level, and submit the 6278 to the -
Department Allotment Coordlnator (DRO) for
funding approval.

4. Deliver the completed 6278 form to the DRO
: Procurement Bureau

Requestor -

LI
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CHAPTER 5§

LEVERAGED PROCUREMENT AGREEMENTS (LPAs)

Table 5. 1 :

Prepare a'Request for-Offer (RF@) usrng
"~ |'FTB’s RFO Template. An.RFO'is: the
b sohcrtatlon ‘document’ used wheri conductlng a
CMAS procurement The RFO needs fo- be '
sent to a minimum of three suppliers for -
. procurements between the amounts of $5, OOO
| to $250,000, including at least one small ~
business and/or DVBE (if available). For
transactions up to-$4,999.99, multiple offers’
- "are not necessary if fair and reasonable prlcrng
¢ oo | oL has been estabhshed and documerited.” o Pl e e
. |6.. | Review and approve the RFO before lt IS B $100 000 (goods) or*’ T
- |released to the bldders ool 1$250,000 Services: Mentor'~ L L
o 1 and Manager '
: - ‘ e Over $250,000 - PCO
7. . Issue RFO, receive, and review responses " | Procurement Analyst ..
' select the apparent winning bidder. © ' S
| 1. Any changes to the RFO after release, prior
| to the due date, will need to be sent to all
the participating suppliers as an addendum
2. Only RFO responses received by the due’
- date and time specified are acoepted and
‘considered.
3. If responses were.not recelved from at Ieast
~‘three of the supphers solicited for - . -
| transactions of $5,000 to-$500,000, contact
| the'vendors who did not respond and ,
' document their reason(s). If no responses -
are received, Canoel the solicitation and start
| cover. . LEe
-1 8. .7 |Requesta complete copy of the CMAS e Procur'erne'nt Analyst- - <
‘Contract from the apparent winning bidder. o -
| Verify that the bidder has a valid contract by
checking the expiration date and confirming
that the products, services, and prices are
included, and that the prices quoted are at or
below the CMAS contract rates. '

Procurement Ana"lgls',t:- ‘

DGS strongly encourages department to
| negotiate prices lower than the CMAS rates
(SCM Vol. 2, 6.B1.1).
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CHAPTER 5

LEVERAGED PROCUREMENT AGREEMENTS (LPAs)

Table 5.1
CMAS Agreement Procedures

Procurement Analyst and.

| technical contact (i .

Sl e e e oo 0 e 0 applicable) - b

10, -] Select the- winning bidder based uponthe . | Procurement Analyst

.| evaluation criteria identified in the RFO - . ‘

.. | solicitation-and process and sign the STD. 65

-, .| Purchase:QOrder, and complete all requrred flle
. documentation. Complete the EpiEE .

o klist. The file-

e 'documentatlon must include the location where
| the entire CMAS contract for this procurement
s Iocate {designated and’ documented area

| (SA3A-B12-10. drawer) Coples of the: CMAS _
contract’s cover page and all: applrcable prlcrng
pages with-the ordered ltems/serwces must be
, | stored in'the procurement file. . S R A
11. | Provide purchase order, along with all your | Procurement Analyst . . "
1. documentatron to your lead/mentor to review. o S
12. " | Review and approve the purchase order - Lead or Mentor
. | before it is released to the supplier. e
1.43. . | Complete the distribution and filing of the. Procurement Analyst and
' procurement documentation consistent with Support Staff .
Table 3 5in Chapter 3 of this manual.

Evaluate the. RFO.

2. Statewade Contracts (SC) -

,SCs were establlshecl to reduce the need for |nd|v1dual departments to- conduct e LT
repetitive bids for like products. LPAs previously reféerred to as California Strateglcally R AT
‘Sourced Initiative (CSSI) contracts are-now called SCs. The use of some SCs is’
, mandatory FTBmust vérify the mandatory or non-mandatory status of-a contract by
reviewing the contract or checking the State Contracts Index Listing: SCs do not have :
dollar limits or limitations to their use unless otherwise noted in the specific. contract -
and/or user instructions. A STD. 65 purchase order is the common purchase document . -
used for SC procurements, uniess otherwise directed by individual SC user instructions.. -
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CHAPTER 5

' LEVERAGED PROCUREMENT AGREEMENTS (LPAs)

TabIe 5.2

| e "StateW|de‘Contracts_ SC .Proced_uresﬁ SR

V'Complete a 3 Procurement Request, (FTB 6278)

and obtain appropriate management
approval/sngnature N

'Requestor -

| Defermine what product( ): are needed

S 'Re'dues'tor

OIS :

| Obtain internal approvals through the Bureau

Director level, and submit the 6278 to the

_-DepartmentAllotment Coordinator (DRO) for |
_|'funding approval. _ |

‘Requ_e_stor S

| Deliverthe completed 6278 form to the o
fProcurement Bureau- '

[ Determine what SC will be used (if any) and
L fwhether the gontract is- mandatory or.non- . S
- | iiandatory; If the contract is not mandatory,
| determine. whether to use the contract or
another procurement ‘method.

| Procurement Analy

| If the SC will be used, obtain a complete copy

of the SC from the State Contracts’ Index

-L|stlng “Verify that the contract is valid by |

checklng the explratlon date and conflrmlng

| that the products, services, and prices are

included. 'For items bemg purchased that are

not lncluded “off spec” approval must be
' requested and received from DGS SC. .

coordinator. . Keep the approval in the
procurementfile. -

Procurement Ana|ys_r_j |

Request a price quote from the SC suppller( ).' ‘
| Verify pricing’ does not exceed the prlcmg
listed'in the SC, :

Procurement Analyst — e

| Process and SIgn the STD. 65 Purchase
Order, and comptete all required file* =
documentatioh.: Complete the LPA file file .-
documentation checklist. . The file file

documentation must include the location where
the entire CMAS contract for this procurement
is located (designated and documented area
(SA3A-B12-10 drawer) Copies of the CMAS
contract's cover page and all applicable pricing

| pages with the ordered items/services must be
stored in the procurement file -
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CHAPTER &

LEVERAGED PROCUREMENT AGREEMENTS (LPAs)

Table 5.2 .
Statewude Contracts (SC) Procedures

.| Provide purchase order: along with all your o Proc’;,u,rem,eht Analyst-
‘ _documentatron to- your lead or mentorto L IR
g review, - T SRR
.10:." | Review’ and approve the purchase order .. | Lead or'-IVt'e,ntorf s
1. | beforeitis released to thé supplier. =~ | : e
R O & P Complete the distribution and filing of the [ , Procurement Analyst and
¥ procurement documentation consistent with . Support Staff sl

‘ 'i: Table 3 5 in Chapter 3 of thls manual

. 3 State Prlce Schedule (SPS)

..:’State Prlce Scheduies are non- competrtrvely brd agreements for goods ata ﬂxed prrce

fora specrﬂed period of time. SPS agreements were: establlshed for-unique and- unusua],z:_
o .rtems that preclude competltlve brddrng SPS contracts are not mandatory c

Y FTB is authorrzed to purchase is $25 OOO on SPS orders per | FTB s purchasrng authorrtyc A
~approval (see Chapter 1 of this manual). : -

'DGS/PD has establlshed an SPS agreement with an IT component for Adaptlve
Equipment and Services for Persons with Disabilities. When executing orders agarnst

this SPS, you must apply ajl- the required approval and documentation requirements as. . . 3

applicable to an lT acquisition. The SPS requires that you solicit and obtain offers from
. a minimum of three suppliers listed on the SPS agreement for transactions of $5, OOO 00- -
~and over. For SPS transactions valued at $4,999.99 and under, departments.may.

'_ :.fexecute orders to a supplier on the current SPS Approved Supplier Listing wrthout

“obtaining multiple:offers, if fair and reasonable pricing has been established and -
.. .documented.. The SPS has unique user instructions that you must foHow For more
' rnformatron see State Contracts lndex Llstrnq : : ; : ~

i Table53
' State Prlce Sche ule (SPS) Procedures

1. Complete a Procurement Request, (FTB 6278)
and obtain appropriate management
approval/signature.

Requestor

Determine what product(s) are needed. Requestor

2.

3. Obtain internal approvals through the Bureau | Requestor
Director level, and submit the 6278 to DRO for :
funding approval. '

4. ~ | Deliver the completed 6278 form 160 the DRO
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CHAPTER §

LEVERAGED PROCUREMENT AGREEMENTS (LPAs)

Table 5.3

edule (SPS) Procedures
o

State Price Sch

S Procurement” Bureau- , o '
5. | Determine what SPS contract will be,use_d;"':.‘- =

Procurement Analyst - .

L8 | Ifthe SPS will be-used, obtain-a complete copy | Procurement Analyst:- "+
..+ | ofthe SPS from the State Contracts Index ol e
Listing. Vérify that the contractis valid by
| chiecking the expiration dateand confirming. -
| that tHe products, services, and prices are
: lincluded. © .~ : : .
“w 77,7 " | Process and sign the STD. 65 Purchase - | Procurement Analyst ..
= | Order, and.complete all required file . A R
| documentation: Complete the LPAfile - <" 1
" | documentation ‘worksheet. - The file - - CE [P
| ' documentation must include the‘location where
- | the entire CMAS contract for this procurement
" |is'located (designated and documented area
(SA3A-B12-10 drawer) Copies of the CMAS |
contract’s cover page and all applicable pricing | -
pages with the ordered items/services must be -
: stored in the procurement file. " L . o
8. | Provide purchase order along with all'your - - - | Procurement Analyst, - .-
"~ | documentation to your lead or mentorto | : . :

.~ 9. |Review and approve the purchase order -:- -\ Mentor
- |'pefore it is released to'the supplier. "~ -t | - R I R
140. | Complete the distribution and filing of the = | Procurement Analystand -~

o f‘"proﬁcuremént‘dc)CUMentatioh"c'o'néiSfent'wi-'th---‘ Support Staff ¢kl e
" | Table3:5-in Chapter 3 of thismanual. ~ o

4. Master Agreement (MA)

Master Agreements are-one of the State’s main procurement vehicles for leveraging its -
‘buying power. ‘FTB is authorized to purchase up to $500,000 for non-IT goods and .
services on MA orders per FTB'’s purchasing authority approval (see Chapter 1 of this
manual). MA contracts are not mandatory.

You must review the MA in its entirety (contract, supplements and unique user
instructions) to determine what requirements are applicable to FTB's business need.
An MA will usually require you to canvas a pool of authorized suppliers to determine
and obtain best value. Some.MAs have been designated “exempt” either by statute or
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policy from obtaining multiple offers. See MA User lnstructlons for specrflc solicitation .

CHAPTER 5

LEVERAGED PROCUREMENT AGREEMENTS (LPAs)

requrrements -

Table 5 4

Master Agreements (MA) Procedures

Complete a Procurement Request; (FTB.6278)
and obtain approprrate management

B approval/srgnature

| Requestor .

Determine what product(s) are needed. ‘

Req_ue_'s’to.r;,

| funding approval. -

-Obtain internal approvals through the Bureau

Director level, and submlt the 6278 to DRO for .'

Requestor

. -| Deliver the completed 6278 form to the ' \i-'.-" "
! Procurement Bureau: -

] Determlne what MA contract will be Gsed (f

any)..-

- Procurement Analyst

- |Ifthe MA wrll be used obtain a complete copy of
- | the:MA from the State Contracts Index Listing.

Verify that the contract is valid by checking the

| expiration date and confirming that the products,

services, and prices are included.

Proourement Analyst

] Prepare an RFO using FTB's RFO Template or

price request dependmg on-the'user:

‘| instructions. -

Procurement Analyst |-

Provide completed RFO or price request to. -

| mentor for revrew and make changes/correctlon ,
. |-as needed - : '

Procurement

Analyst/Mentor i

= Send the solrcrtat.on to the lequrred number o.
.| vendors:+:

- Proq”»reme”t/%halv.st o

Any changes to the RFO after release pnor to

| the due date, will need to be sent to all the -

participating vendors as-an addendum.

" -'P'rocurement'AnalySt .

Only'RFO responses received by the due date

and time-specified are accepted and considered. |

 Prociremient Analyist

M2

When a minimum of three suppliers are to be
solicited, and responses were not received from
at least three, contact the suppliers who did not
respond and document their reason(s). If no
responses were received, cancel the solicitation
and start over.

Procurement Analyst

13.

Verify that the costs provide are no more than
those listed on the MA contract which are the

Procurement Analyst

maximum charges allowed, and negotiate lower
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CHAPTER 5

LEVERAGED PROCUREMENT AGREEMENTS (LPAs) -

| prices if p033|bte

Table 5.4

Process and signthe STD. 65, P.urchase Order

[ and complete.all required file documentatlon

| Comiplete the' LPAfile documentation '
‘worksheet. : The file:documentation must include
| the location where the entire CMAS contract for..
| this'procurement is located (designated and- -

documented area (SA3A-B12-10 drawer)

" | Copiés of the CMAS:contract’s cover page and '
- |all apphcable pricing pages with the ordered )

|'items/services must be stored ln the '
. |- procurement file..

3 Procurement Analyst

15. ‘ii 7

- Provide contratct, along WIth aIl your

documentation to your lead or mentor to review.

“Procurement Analyst: ;- -0

RS

|'Review and approve-the purchase order before ]

it is released to the supplier.

Le'ad ,o:r Mentor N

1.

'Review and approve the purchase order before
| it is releasedto the supplier. C

Lead or Mentor T

18.-

Complete the distribution and filing of the
procurement documentation consistent wuth

| Table 3.5 in Chapter 3 of this manual

| Procurement Analyst and *:
Support Staff -

5. Western States Contractmg Alllance (WSCA)

The WSCA established cooperatlve muIt| state contracts where parhcrpatrng states may
join together to achieve cost-effective and. efficient acquisition of quality products and: -
services.  PCC sections-10298-10299 allow':DGS/PD to enter into cooperative * -

o -. purchasmg agreements ‘with other states.” WSCA contracts are not mandatory

. When executrng orders usmg the WSCA program you are: not requrred to obtaln three
offers or document best value, but are encouraged to- conduct price comparisons

}among WSCA suppllers if available.

Table 5.5
West

Complete a Procurement Request, (FTB 6278)

and obtain appropriate management

qSt te' Contractln Allvlance WSCA Procedures

Requestor

] approval/mgnature
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CHAPTER 5

LEVERAGED PROCUREMENT AGREEMENTS (LPAs)

Table 5.5

Western States Contractr@ Alliance (WSCA) Procedurés

' Determiné what product(s) are needed

Requestor

2.
3.

. ‘Obtaln internal approvals through the Bureau
...~ |-Director level, and submlt the 6278 to DRO for
.| funding approval

TRequestor .~ -~

= Deliver the completed 6278 form to the |

Procurement Bureau-

— DRo; S

Determlne ‘what: WSCA contract will be used (1f

ProcurementAnaIyst

eI the WSCA will be used, obtain a complete |
il copy. of the-WSCA from the State Contracts | -
| Index Listing. Verify that the contract is valid -
-by checking the explra’uon date and conflrmlng
“h|-that the: products serwces and prices are
o lncluded :

_For Iarge orders DGS encourages ,'

departments to nego’nate dlscounts (SCM. 2

6.F3.2).

ProCureme’nt‘Anal‘yst

Request pncmg Conduct pnce compansons

-| among multiple WSCA suppliers when
‘| available.-Verify pricing provided doesn't

exceed. those listed on the WSCA contract
which aré maximum charges allowed.

| Negotiate' prices lower the' WSCA rates if

possible.

T Procurement Afnalyst.‘

.| Process and sign the STD 65 Purchase
. | Order, and compléte all requiréd file - o[
. |.documentation. Complete the LPA: f|le ’

documentation checklist;

| Procurement Analyst- o

-| Provide contract, along w1th alI your -
idocumentatlon to your Iead or mentor to
‘réeview.- ' o

Procurement Analysf- T | e

10.

Review and approve the purchase order |

-before it is released to the suppilier.

- Lead or Mentor

11.

Complete the distribution and filing of the
procurement documentation consistent with
Table 3.5 in Chapter 3 of this manual.

Procurement Anal-yst'and '
Support Staff
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soIrmtatrons

o manual and the Purchasmg Authonty document thereln)

. Shlpprng charges are included in the dollar threshald_limits: in the evaluation when.the

CHAPTER 6
COMPETITIVE BID PROCEDURES
1. Introduction.

This chapter describes the requlrements to conduct competrtlve sollcrtatlons under
FTB's approved purchasing authority for Non-IT goods. This chapter only. addresses

- those solicitation-méthads for competitive bids for.goods and does not include achrewng{i‘fﬂ_: )
 best value through the Juse of LPA purchasmg authonty or Non lT servnce competltrve e L

-‘ ,.2 Delegated Procurement Authorlty Thresholds .

g '4 ‘. Competrtlve procurements conducted under purchasmg'authonty for Non lT goods may-;t-.‘._;f"_.
- not exceed FTB's dollar thresholds as authorized. by DGS/PD (see Chapter 1 of thls e e T

'Dollarthresholds exclude sales and use tax, frnance ‘charges, postage: and handhng e e e o

- frelght terms are FOB Origin, Frelght Collect. or FOB Destlnatron Fre|ght Prepald/Add;;.:;;., R

3 Confldentlallty : | L ME T E TN
, Durlng the: development and management ofthe competmve sollmtatlon and throughoutr:, R

. the evaluation.and award process, all mformatlon must remain confidential.

‘ -Documentatron must be mamtamed ina secured area. For formal sollcrtatlons once

bids are opened and evaluated and an intent to award s released, all documentatron -
(unless deemed proprietary) becomes public record available to anyone that requests a.

. review of the procurement file. Refer to the Public Records Act, GC section 6250 et -

| “seq., for exceptions from dlsclosure For informal solicitations, the bidders .are notrﬂed L
informally. (email, phone call) of the b|d results and there is_no other. mformatlon to ..
provrde - t _

_In general publrc records include aII b|ds the contract and the evaluatlon selectlon T

B ::report Public records do not lnclude worklng papers or the cost portlon of brds that

~ administration of Publi¢ Record Act requests,.and bidders should be referred. to the £

were deemed unresponsive, ‘FTB's Disclostire Office is responsible for-the -

'__followrng FTB website which provides the details about how to- make such a request , R

http: //www ftb ca. qov/aboutFTB/Publlc Records Act/mdex shtml

- in, addmon to the assugned procurement analyst wntten competltlve solmtatrons WI||

,:otten have other- participants from FTB.and other State agencies involved in the - e h
solicitation development evaluatlon and selection process. All of these personnel must S
sign confidentiality and conflict of mterest certifications. S

For State staff the procurement analyst will prepare the Confllct of
Interest/Confidentiality certification by identifying the potential firms involved in the -
procurement and listing them on the Conflict of Interest form located on the Y:\5657
drive. Once the form is prepared, the analyst will have all partrcrpants sign and return
the form for retention in the procurement file.
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CHAPTER 6

COMPETITIVE BID PROCEDURES

4. Establrshmg and Maintaining Bidder Lists '
~ The first step in the competitive process is to establish a bidder llst FTB establrshes

SR ,bldder lists usrng a variety of means to locate potential suppliers. FTB- verrfles the use - RN
i of suppliers selected for competition to broaden the supplier base and solicit certified :

- SBsand cettified- DVBEs whenever possible.: See Chapter 2, Sectlon 5 of thls manual
for avartable resources available to bldder hsts w : TS ST

'f‘}f"For lnformatlon about SB/DVBE bldder lrsts see Chapter 8 of th|s manual

e Know the Suppller Pool

| W jpotentrally provude the goods that are needed

Ers ﬂf-"4 2 ConSIdermg SBIDVBE

i To'ensurea competrtlve bid process; when establrshmg bldder hsts rt is 1mportant to

know through experience or research that the Irst rncludes multlple bldders who can- - o

- For.purchases less-than $250 OOO lf it is- not feasrble to purchase goods fromxan
SB/DVBE, a waiver must be obtained from FTB's SB/DVBE' Advocate before the

- , 'sohcrtatlon process commences See Chapter of this manual Ly

a3 Request for Interest (RFI)

- AnRFI may be used to separate those supptrers who mtend to partrmpate in an

‘upcoming solicitation from those who have no interest in participating. RFls. are typlcally e _: L o |

- used when there is an excessively large pool of interested suppliers.

" The RFl establishes the bidder list for procurement analysts to use when drstnbutmg a
. solicitation Procurement analysts must keep track of the suppliers who respond and -

- when ready, mail the solicitation to them. The RFI and the bidder list become part of the
procurement flle and must be retalned therem , : : -

e The RFI should

». Be shott, conmse and to the pornt

e Include the- sohcrtatlon humber and tltle -

e ] lnclude a general descrrptlon of the equnpment to be sohcrted e
"o * Include estimated quantities, features, general time frames, any pertlnent

‘geographic | information, procurement analyst's name:and telephone number ete: :

| ;, ) . Request only general catalog or retail‘pricing, and DO NOT ask for any cost

~ information because this information could create an unfair bidding envrronment o

" * Provide space for interested bidders to provide contact name, address,
telephone number and submittal date, and- :
Include where and how to submit the response to the RFI.
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4.4 Limit to Brand or Trade Name (LTB) (Form GSPD 08-001) .

o ‘Pursuant to PCC .section 10301, ETB may limit competltlve blddlng to a specified brandl..

~or trade name if DGS. agrees that the product specrfred is the onIy product that erI
_.properly meet our; needs P S TRE R

If the competltsve sohcrtatlon is valued at $25 OOO or Iess FTB may conduct the _-,i'.
solicitation without DGS’ approval and must use the LTB Statement (GSPD 08—

001) to document the procurementfile. -.

e IfFTB plans to conduct an LTB soI|C|tat|on valued at greater than $25 OOO then : ,k : i

'DGS/PD agreement must be obtained prior to conducting the solicitation by

‘submitting the-LTB-Statement to DGS/PD..-DGS will notify . FTB whether it -

' approves or denies the LTB Statement. If.the LTB Statement is denied; FTB

~.may.not limit the competitive bidding to the specified brand or trade name. If the*:-.f; )

LTB Statement is approved, FTB may conduct the solicitation limited to the: -

SR specific brand.ortrade name.. Refer to SCM 2,.Chapter 4, Section C; Toplc 3 forl" SRR

;more |nformat|on Retaln DGS S response in the procurement file.

~5 Advertlsmg

" A solicitation requmng advertrsement must be publrshed in BrdSync (eProcurement) I
* BidSync was -established to maximize competition through advertising State purchasrngr. i
- and contracting. opportunmes FTB must advertise solicitations in BidSync depending - -
“on the dollar level of the solicitation. A COpy of the pubhshed advertlsement must be -
: rncluded thhrn the procurement ﬂle , : e T SRR

- GC section 14838 5 ellmrnates the advertlsmg requirement for transactions. awarded o -

a certified SB or a certified DVBE when conducting a SB/DVBE Option solicitation, - GC _—

section 14838.5 (a) and (b) allows FTB to solicit California certified SB.and DVBE._-

- suppliers and award purchase documents valued at less than $250, 000, prowded we e
“have obtalned responsrve bids from at least two responS|bte bidders.: PR

"~ | Non-IT goods -+ . Under $5 000 {not. considered Not Requrred
] competitive; see Chapter 13):
Non-IT goods - - . $5,000-- $50,000 - - o Not Required, but
recommended
| Non-IT goods In excess of $50,000 . - Required
Non-IT goods — SB/DVBE $5,000.01 - $249,999.99 Not Required"
Option
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" FTB shall not release solicitations prior to publrcatron in DGS’ eProcurement. FTB must. R
releasé solicitations after-or simultaneously with the contract advertisement publlcatron S e
*+ If the-procurement analyst attaches the solicitation document to the contract - e S ]
~‘advértisement, then the solrcrtat|on is belng released srmultaneously at.the tlme the ST LA,
o contract advertlsement is posted . et

FTB must advertlse for at least 10 worklng days prlor to the bld due date or; |f the : L ;:
W solloltatlon IS an Inv:tatlon for Bld (lFB) the flrst key actlon date SIS .

5. 1 How to' Place a BldSync Advertlsement & e e
L For m"s"trUctlons of how to-place an’ advertlsement to DGS’ eProcurement websrte Iog
" into BidSyng, then select the “Tools”tab: ‘Under the *Training” headlng, select the-
- tutorials tltled “Creatlng an Electronrc Sohcrtatlon" Follow the steps in the tutorlal to
e create and post the advertlsement SR e L e T

Before creatlng the sohcrtatlon in BrdSyn you must aIlow pop ups from the BldSync : TR
“site. Otherwise; you will 16se data if you enable pop-ups during the creatlon process. To_.v R RTINS
enable pop-ups, followthe steps listed below. You should only have to do thls one, trme I

? "" i unless you reset your securrty settlngs RN

Log |nto BldSyn -
‘In “Infernat Explorer”, select "Tools” from the toolbar

Select “Internet Options”
- Select the "Security”, tab
" ASelect the “Trusted Sltes icon
Click on the “Sltes” button o
-Under, “Add this webS|te to the zone” the BldSync URL should appear
.. (https:/iwww. bidsync. com) .
« Click on the “Add” button
e Click on'the “Close”button

. ,'Cllck on. the “OK” button and begln creatlng your soI|C|tat|on in BldSyn . ”.jj’-'i:i‘z:t‘j:"‘

o

.............

Supplemental Instructlons "f'he followmg are FTB specmc lnstructlons not lncluded |n

‘the BrdSync Tutorlal

. On the “Brd Creatlon” screen under “Bill Code”, enter “029000” in the “Brll Code”l R
field. Leave the remaining fields blank. o

o On the “Bid Creation” screen, under “Bid Number”, enter the FTB solrmtatlon
number using the following naming convention: Solicitation Type FTB- Fiscal-
Year-Document Locator Number (DLN). Example: RFQ FTB-1213-001.
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6. . Solicitation Formats

| R SoIlCItatlons are documents used to request quotes bldS or proposals from suppllers
and charactérized as either informal or formal. Templates for all solicitation formats -

7 " ._‘may be found in FTB’s ‘Procurement Bureau s shared Y:Drive, Tools. and Templates SA
. _folders. SCM Vol. 2, Chapter4 Section B Toplc 2 for lnformatlon on developlng

"competltlve soIrcrtatlons

L eaA Informal Sohc:tat:ons e

"lnformal solicitations aré. generally ‘stralghtforward or uncompllcated and usually of

lower dollar value... Informal solicitations may be used for solicitations for $100,000 or. =~ =+ wov iy

R less.  Informal sohc:tatlons valued at $50,000 or less, may be conducted using a: Phone AL D

L ,".'-Quote or Request for Quotatlons (RFQ) dependlng on the degree of specn‘lc language SRS R
-;zwneeded o T I e s, o

i ""_”';-.'61 1 Phone Quotes )

.'.‘,‘.Procurement analysts may conduct lnformal sol|CItat|ons by phone The procurement

‘; . analyst using this solicitation method must prepare a scrlpt or harrative of the’ quote’ T T
L 'requlrements so that each bidder is lnformed equally ; and the procurement analyst can
‘evaluate quotes falrly “The “Phone Quote” ‘sample scrlpt is available at;. Y- Drive / Tools-

" “and Templates/Bus Acgl. The script must include referring bidders to the PD web page

. forthe current bidder instructions. and appllcable general pl’OVISlonS assocnated with the - - -
' .purchase. .. . :

'6.1.1.1 Documentlng the Results e . P
* The procurement analyst must document the quotes received over the phone by usmg
" the Bid/Quote Worksheet from the Y: drive. Supplier signatures are not required, but-
- the-procurement analyst must document the name of the supplier's representative - .-
- providing the quote. Both the script and the Bld/Quote Worksheet must be retalned |n

» ,:.the procurement flle

6 1 1 2 Contract Award

;'-'. ++Contract award will be to. the'responSIble bldderthat submlts the responsrve bld that is R
. .the Iowest cost after appllcatlon of any preference and/or DVBE incentive requ1rements A R

S 5'6 1: 2 Request for Quotatlon (RFQ)

" The most common written solicitation format used for conductlng lnformal competltlve

e solicitations is the RFQ for solicitations valued between $5,000 and $100,000.. The. -

'RFQ is a straightforward procurement format identifying the items and quantltles
.needed and requesting a quote. :
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6.1.2.1 Requrred Language - .
The following solicitation language must be consrdered and mcluded if applrcable ina :

solrcrtatlon usrng the RFQ format

c el ldentlfyrng Bldder tnstructlons and applrcable General Prowsrons for the B
. solicitation. . ‘ CRE
e ldentrfyrng requrrements to fax bld responses.

‘as applicable (SB, DVBE TACPA/EZA/LAMBRA Recycle, etc.) .
- Small Business and Non Small Busrness Preference o
: Payee Data. Record STD 204 TR
Bidder's Declaratlon GSPD- 05 105
Darfur Contractlng Act
Commercrally Useful Function Documentation: -
. Postconsumer Reoycled “Content-Ceftification = CIWMB 74 o i
'FTB Special Provisions, ‘such as Conflict of Interest, Confldentlallty of Data and

L _'_',Background Check Frngerprlntlng and Tax Comphance of Contractor Personnel

,See SCM:2, Chapter 4 Sectron B Toprc 3 and the Elements of a Competrtrve - ,
“Solicitation for Non-IT Goods document on:the. DGS website for more mformatron to.

determine applicability of these items.

' 6.1.2. 2 Distribution Method o '

- Written solicitations may be distributed by fax mail; electronically or by other means
.~ such as a supplier picking up the solicitation in.person. The procurement analyst must
. document the drstrlbutlon method in the procurement frle L e

6. 1 2, 3 Suppller Slgnatures

Supplier quote and/or bid responses to any ertten soI|CItat|on regardless of dollar value:" -

“ solicitation format or delivery method (i.e., fax, electronically, mailed or delivered in;:
" person) must include the: srgnature of an authorlzed representatrve of the brdder

- "Faxed" srgnatures are acceptable

6 1.2.4 Documentmg the Results

" The procurement analyst must document: quotes: recelved by usrng one of the Bld/Quote. "

Bid/Quote Worksheet from the: Y drive; The Worksheet must be retained in the
procurement file.
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6.1.2.5 Intent to Award

- The following process must be followed when issuing Intents to Award for RFQs and :
S I Bs

. | After selectlng a bidder for possible contract award under , ' .
| an RFQ/IFB; the procurement analyst wiil posta Notlce of : P -t tA -' l"_"?f“'. DRI
| Intent to Award on eProcurement, if requested in wrltlng by | rocuremen: £ na ys AR DR

| any of the bidders, (PCC section 10345) _ Dl e e
['If the lowest bidder is,not awarded the contract the bidder |
| must: be notified five workrng days prior to contract award. -
| The notice should also include the reason why the lowest - | .. ‘
| 'bidder is not being awarded the contract. For solicitations = Procurerant Afialvet -
.| valued more-than $50,000, documentation explaining why : rocuremen nanst.
FTB recommends reJectmg the lower bid and forward -to
DGS/PD for:cohcurrence prlor to the award.. For

- | 'solicitationsunder-$50,000; document the file. - L SRS
| If FTB.is. awarding to'the-lowest responsible bldder and no: ho
| requests have been-made to publicly post a Notice of - ‘
| Intent to Award FTB may award the contract wrthout

| delay. - B

| The contract cannot be awarded for flve workmg days

. | (starting the day after posting the Notice of Intent) during A S
4 | which FTB must allow all bidders access to all the bid Procurement Analyst ..
information including all responses and score sheets used | T
in the evaluatlon (PCC sectron 10345)

Procurement Analyst™ |~

- 6 1.2.6 ContractAward - e NI Lot U
‘Contract award will be to the respon3|ble bldder that submrts the responsrve brd that is
" the’lowest cost after. application of any preference and/or DVBE mcentrve pornts are.;
applled If the award rs protested refer tc sectlon 13 crc thls chapter N
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6.1 2.7 Competitive — Informal - Acquisi’tion 'Refere‘nce‘Guide

Request for

$4,999.99 or | Oral, Fax, | Bid Quote
S0 | Less 0 or ertten |:Worksheet Prlcmg
T f(use fairand: [0 & Script |
reasonable I N T R
" t'method)

|2 SB/DVBE
'Advocate it
'requestlng

" SB/DVBE. Flrst

1. Mentor.

Pollcy walver

'6.2.1 Invitation for Bid (|FB)

”6 2 Formal Sollmtatlons

h;j,'j.;_$5 OOO OO-. "| Oral, Fax, | Bid Quote "Request for J 1. Mentor :
. ~1'$100,000,00°, | or Written, .| Workshest - | Quote,. . - "'2 SB/DVBE ‘
I "’,‘Advertlsmg & Script - | (RFQ) ‘Advocateif
|recom- e FEEUE S requesting -
"~ '|'mended for ‘ SB/DVBE Flrst
- over .| Policy waiver.
~1'$50,000 B o

Formal solicitations are more complicated, hlgher in risk and of hlgher dollar value A

_formal solicitation must be used for solicitations over $1OO OOO A Formal Solrcrtatron is .
conducted usmg the Invrtatlon for B|d (IFB) format - T

Thie IFB is a written procurement method used to soncn b|d responses for Non IT goods -

exceedrng $1OO 000.

6.2.1.1 Required Language

The following solicitation language must be consrdered and lncluded |f
solicitation using the IFB format :

appllcable rn a:

-« |dentifying Bidder lnstruCtions and applicable General Provisions for the

solicitation.
o Identifying requirements to fax bid responses.

« Including language addressing the socioeconomic and environmental programs

" as applicable (SB, DVBE, TACPA/EZA/LAMBRA Recycle, etc.)
o Payee Data Record - STD. 204
"« .Bidder's Declaration — GSPD-05-105
o Darfur Contracting Act
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e Commercially. Useful Function Documentation
Postconsumer Recycled-Content Certification — CIWMB 74 :
e FTB Specral Provisions, such as Conflict of Interest, Confidentiality of Data and -

| _' Background Check Frngerprmtlng and Tax Compllance of Contractor Personnel :

ey See SCM- Vol 2 Chapter4 sectlon 4 BZ and the Elements of a Competitive -

i 6. 2 1 2 Dlstrlbutlon Method

‘solicitation format or.delivery. method.(i.e., fax, electronlcally, mailed or delivered i in-:;

" solicitation for.non-IT-Goods document on the DGS webS|te for more mformatlon to A
B determlne appllcablllty ofthese ltems A R

“Written solicitations may be: dlstrlbuted‘by fax mall eIectronlcalIy or by other means:

'suchasa suppller picking up the solicitation in“person. - The procurement analyst mUSt RO

'document the dlstrlbutlon method in the procurement flle

‘6. 2 1.3 Suppller Slgnatures

“Suppller quote and/or bid responses to. any wrltten sohcrtatlon regardless of dollar value :

"‘person) must include’the signature of an authorlzed representatlve of the bldder
: "Faxed" srgnatures are acceptable X o ,

- 6. 2 1 4 Documentmg the Results v : I
~ The procurement analyst must document responses rece|ved by using the Bld/Quote ’
' Worksheet from the Y: drive. This worksheet must be retained in the procurement file.

The evaluation and selectlon may be documented using the Procurement Summary -
~ Form from the Y: drive: The purpose of this. document is to provide a chronology of the o
' events that occurred durlng the sol|C|tat|on process, such as: '

Date of advertlsement
" Names of bidders responding
- Date solicitation released
‘Addenda to the IFB
Questions &Answers o
Pre-bid Info/Conference o
Bid Opening B

6. 2 1.5 Contract Award S
_Contract award will be to the responsrble bldder that submits the responsrve bid that is
the lowest cost after application of any preference and/or DVBE incentive points are
applied. If the award is protested, refer to section 13 of this chapter.
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- 6.2L~1 .6 Cpmpetitive = Formal —Acquisition Reference Guide:

| or Greater | Must -~ . e 2 $500 001 and over must RERTPES
<o Advertise o e s e »be approved by PCO - - -

A I I P RES Purchases $250, OOO or.-
RRPEREI S I O less, SB/DVBE Advocate lf
BT I R _frequestlng SB/DVBE Flrst

.}Pohcy walver SRR

7. Bldderlnstructlons :

The State's Bidder Instructions (GSPD-451) avallable on the DGS webSIte must be
‘included:or incorporated by reference in all competitive solicitations. (wntten or verbal)
for Non-IT goods:: The Bidder Instructions describe to potential bidders how to prowde
a responsive bid. FTB may-supplement the Bidder Instructions with additional provisions
tailored to a specific solicitation. No changes. may be made to the Bidder Instructions -

: W|thout prlor approval of DGS/PD ‘ SN

8. General Prowsmns : ‘ ST
: The State’'s General Provisions (GSPD 401 Non-IT CommodltleJ avallable on the ST
- DGS website, must be used or incorporated by referenced in all competitive solicitations - .
- (written or'verbal) and purchase documents for Non-IT goods.  FTB may supplement
" the General Provisions with additional provisions tailored to a specific solicitation:

N Unless otherwise specufled no changes may | be made to the General Proyisions. W|thout e

~ prior approval of DGS/PD

9. Small Busmess and Dlsabled Veteran Busmess Enterprlses Programs
For more mformatlon about these programs, see Chapter 8 of this manual..
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. 10. Notice to Bidders, EVaIuation DocumentationandD’is,clos,ure |

'‘Noticeto . | Courtesy notice ot e-mail .

. | Bidders after -~ | notice may be'sent to, .
- | Bids Have Been | bidders listing the total =
|'Evaluated . .- | submitted bid amounts

¢ < landthe evaluated bid:: iy oo oo
| amounts. - The evaluated’i-"'" S S AN
bid amounts are the S
totals obtained after any Wl
| preferences are .
- { accounted foror -
-|mathematical corrections

O R are made. - L
| Evaluation | Bid-Quote Worksheet or-.| Evaluation:and Selection Report -
- Documentation- Evaluatlon and Selectlon.* R T S R ST
-+ |'Disclosure of- -After the order is |ssued After the-Notice of Intent to Award is issued,
- | Bidsand . - | the following documents ‘| the approved Evaluation-and Selection Report-: |- -
Related * | may be provided to may be provrded to bldders upon request
‘Procurement - | bidders upon request:
Documents ' ' After the Notrce of Intent to Award is rssued
S . |'«.Bid/Quote . - ' .*:x{ bidders can have access to the proposals;
. Worksheet - = :° -| however, access to these documents should
. +|.e. Evaluation-and ~ - .| only.be provided onsite with a procurement
" Selection Repoit -~ | staff member piesent. “If the bidder wants a'

~.-[ 'copy-of the:proposals, etc.,-they may make:

their own copies with their own equipment

onsite, or submit a request through FTB S

Drsclosure Office. (See -~ . . -
1 http:/Aww ftb. ca. gov/aboutFTB/Pubhc Reoord

) Act/mdex shtml)

,Aﬁer contract award, copies of documentatlon ,
must be requested through the Public Records -
Act (PRA). PRA requests are handled by
FTB's Disclosure Office. '
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Competitive Bid - Evaluators and Approvers

" | Evaluators * |s" -Procurement- - 2 Procurement | ¢.-2.Procurement i | - .
o - “Analyst(s) | " Analysts " Analysts
"o Technical Evaluators, | ¢ _Technical . |e Technical .
;:j'lf appllcable ' Evaluators, if | Evaluators, If
‘ o L applicable. ‘ appllcable "
Reviewers - Mentor '_ | Manager | PCO '
| Approvers . A'o“j:;.]\/lentor B e Manager. _' 0 PCO~ T
. .. "le" SB/IDVBE, Advocate rf o Purchases - |s SB/DVBE- :
.. Under $250,000 and $250,000 or less, | .: Advocate if- .
U requesting SB/DVBE ~ SB/DVBE ‘ requesting DVBE 3
e o e | First Policy waiver a. | . Advocate.. _ participation/ . - =
|.- DVBE part|0|patron/ | . participation/ incentive warver o
incentive waiver as. . incentive waiver- |  as applicable. -
appllcable | asapplicable. - ' "

11 Notlce to Bldders Selectlon Documentatlon and Drsclosure

B :'__'Notlce to Bidders _CourteSy notlce or. e-mall notlce ‘may be sent to bldde_rs,: :

... | after Offers Have '
" - | Been Reviewed

Y.ThIS not|ce Wl|| Irst the total submrtted bid amounts and the ;

.| evaluated bid amounts. The evaluated bid amounts are the totals |

| obtained after any preferences are accounted for or mathematlcal

- _ correctlons are made. .

Selection . . .| Best) Value Determlnatlon Worksheet or Comparrson of Offers

‘Documentation - .| Repoit )

T Disclosure of Bids | Afterthe. order is lssued you may provnde the followmg

and Related documents to bidders upon request:

Procurement .1 e Best Value Determination Worksheet

Documents e Comparison of Offers Report

e Competing Supplier's Offer ,

o PRA requests for copies of the documentation should be
handled through FTB's Disclosure Office. (See
http://www.ftb.ca.gov/aboutFTB/Public Records Act/index.sht

ml.)
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~"12 Protest o ' :
- All protests, received are handled through DGS PD,. Dlspute Resolut|on The dlsposrtron‘

~of protests cannot be delégated to departments. The solicitation document must rnform.

. ,‘:‘Chapter 7)

o = all bidders, of the protest procedures mcludmg the pretest ‘deadline (SCI\/I Vol 2

" “_;A protest must be frled W|th FTB and DGS after_.Notlce of Intent to Award the. contract

but before the actual award If a valid protest is filed, DGS will work with the Victims .

y Compensatron and Government Clarms Board (VCGCB) who will render the decrsron on_,:;,... o
' the protest : v : s .

: Any bidder who has submltted a brd may ﬂle a protest with the department agalnst the == .

. awarding of the contract or purchase order on the grounds that he or she is the lowest -
responsible bidder meeting specifications. If a valid protest is filed, the contract- award
- must be delayed."'If the protest is received by FTB, FTB will send the:protest to DGS -
-’Drspute Résolution’ |mmedrate|y Ifthe protest is received by DGS, DGS will'so: notrfy

- “FTB. The contract may not be awarded" unless the protestant has: wrthdrawn the protest-~vf'.:~"' i

'ror untrl VCGCB has rendered a decrsron

N _-A protest is not valrd under the followmg crrcumstances ‘ :

The protestant was not a bidder. 3 - e
- The protestant has not alleged'that it was the lowest responsible brdder :
The protest was not received by the deadline in the solicitation.

FTB reJects all bids or proposals based on the interests of the State
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. CHAPTER 7

NON-COMPETITIVE BID (NCB)

‘1. Introduction ' :
The. State is committed to a poloicy of competitive procurement and contractrng that »

promotes and provides for epen and fair competition is known to exist.. This Chapter - .-
- describes the process to follow when executing a transaction where no known: - -

competition exists, that is, a Non-Competitively Bid (NCB) transaction.-An NCB- mha‘yhnot

- . beusedto circumvent the competitive bidding process For addltronal lnformatron on. i i :
L »Non IT NCBs referto SCM Vol 2 Chapter5 ., = ST R

AIl NCB transachons requrre approval by FTB’s Executrve Offrcer and the. Secretary of -

the State and Consumer Services Agency. NCB’s for goods over $25 OOO also requlre
approval by the DGS Dlrector - e e

f maklng a purchase through a Leveraged Procurement Agreement (LPA) ‘and: only

- one LPA source is known (competing offers cannot be .obtained), the' NCB contract :

. approval process must-be followed. Review the LPA user rnstructrons to determlne rf the
L ’_.'_LPA is exempt from competltlve blddlng : S RS PRt

2. NCB Procedures
Follow the procedures in Table 7.1to process an NCB

. Table 7.1
NCB Procedures For Non-IT Goods

Complete a Procurement Request (FTB 6278)
“and indicate whether the product(s) can only:
be obtained from a sole source.

Requestor

2. | Obtain appropriate management B Requestor
approval/srgnature through the Bureau Director
level. -

3. | Submit the 6278 to the Department Aliotment | Requestor
Coordinator (DRO) for funding approval.

4. | Deliver the completed 6278 form to the DRO
‘ Procurement Bureau e
5. | Review form 6278 and conduct research to Procurement Analyst .

verify if no known competition exists and the
product(s) can only be obtained through an
NCB. Obtain pricing from vendor.

8. | Prepare NCB Contract Justification. The | Procurement Analyst
justification must provide background
‘information on what is requested, why we are
making an NCB request, what steps were
taken to avoid an NCB situation, what are the
consequences if we do not get the goods,
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- | market research and justification-of: the cost

' NON:COMPETITIVE BID.(NCB)

.Table 7:1
NCB ’Procedures :For Non-IT Goods

reasonableness. For Special Category NCB

. | prepare NGB Spemal Cateqorv NCB

- Justification - -

.| Prepare a folder to 'obtaln approvals -of the

NCB exemption, which includes.the memo: to
Agency (step 8) and the NCB Contract
Justification (step 6).

Procurement Analyst AR R

- .["Prepare a memo from the PCO to the Agency
| Secretary of the. State and Consumer Serwces;
."|"Agency. - The-memo explains what:is- e
| requested, in non-technical language, prowdes‘._ e R

- | justification for using the NCB method, the

| consequences of not having the good, and the |
‘| reasohableness of price and/or a cost analysis.

1 Procurement Analyst .

| Obtain approval and/or signature for the

memorandum to Agency and the NCB
Contract Justification, from your supervisor, .
manager, the PCO,-and FTB's Executlve :
Officer. .

‘ Procure’ment Analyst ;; o

10.-

Send the signed memorandum and the NCB

| Contract Justification to the Agency Secretary
| for approval. “(Agency Secretary has to
approve allNCBs.) -

Procurement Analyst .

"For procurements over:$25,000, once Agency :
| approval is recelwed send the NCB

- | Justification.and & signed copy of the Agency .
. |:memorandum approving the NCB request to

| DGS, Procurement Division. For NCB

Procurement under $25, OOO DGS/PD

| approval is not required.

12.

Once approval is received from. DGS for
procurements over $25,000 and under
$750,000, prepare the STD. 65 purchase order
and send it to the supplier.

P'rocurer‘n‘entAnaIyst :

13.

“For purchases over $750,000, FTB’s

delegated purchasing authority, and after DGS
approves the NCB, prepare a Purchase
Estimate (STD. 66) with the pertinent contract
language and review it with the requestor for
accuracy. Complete STD. 66, which contains

Procurement Analyst

FTB's procurement analyst's name, the
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CHAPTER 7

'NO_N-COMPETITIVE BID (NCB)

- Table 7.1
NCB Procedures For Non-IT Goods

.| supplier's r

S ,products ordered .and ‘allotment and budget .
| codes:. Route the STD. 66 to the following for 4

.approval and/or3|gnatures ' '

Supervrsor :
:Manager in Procurement Bureau and
L . Frscal Accountrng o
_:;z Send the approved Purchase Estrmate :
+(STD..66) with contract language to - .
~DGS/PD..DGS will prepare the: - -
" +.Purchase:Order (STD. 65) and send- it

. tothe supp[rer and will prowde a copy to N o

FTB.
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' SB/DVBE POLICY AND PROCEDURES
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CHAPTER 8
SB/DVBE POLICY AND PROCEDURES

1. SBIDVBE First Policy

FTB has adopted a Small Business (SB) rncludlng micro- busrnesses (MBs)/ and.
* Disabled Veteran Business Enterprise (DVBE) First Policy to ensure that FTB

" meets the annual statéwide participation goal of 25% to SBs.and 3% to DVBEs
.+ Itis ourpolicy that all orders under$250,000 must be awarded to an SB, MB -
-..and/or.DVBE whenever feasible. If the following requirements are not'met, the

procuremént analyst must obtain a First Policy Under 250K Waiver (see sectlons.'.r'“;:r,‘.:'t -

5.2 and'6.3 below for waiver pifocedures). The following is required of all".

.. procurement staff to ensure that FTB meets the annual statewide partrcrpatron
- ‘_goals ' L : :

Procurements under $5 000 —Uuse the Fair and Reasonable (F&R)
. procurement method to award orders to SBs, MBs'and-DVBEs. The -

criteria described in SCM Vol. 2, Chapter 4, Sectlon C Top|c2 must be .'“'.:‘: {};?‘“3

met in order to establish:F&R costing. -
‘s~ Orders under $100 (sub-purchase orders) ‘mustbe awarded to-an SB
.. ~and/or DVBE:vendor unless: there are'no.SB and/or DVBE vendors::
available.

,'Q Procurements from $5; OOO 01 to Iess than’ $250 000 Must be conducted e

utilizing the' SB/DVBE procurement option: Procurements exempt from R
- this requirement are: SR S
v -Where there are no SB and/or DVBE vendors avarlable
v Mandatory statewide contracts (e.g. Statewide Commodrty
Contracts, Master Service Agreements, Western States and
Contracting Alliance) where there is no SB/DVBE Off-Ramp; or
v Mandatory Statewide contracts that have been awarded to a
certified SB or DVBE.
Note: The State Contracts lndex can be found on the DGS websrte

A waiver is. requrr d *‘or every purchase order under $250,000 that will not be
awarded to an SB or DVBE. The Procurement Analyst must complete the First:- * . -

Policy Under 250K Waiver form on.the Y:drive, summarizing the steps taken:to- e

include SB or DVBE participation and the justification for not awarding-to an SB- e
or DVBE. FTB’s SB/DVBE Advocate must approve and sign off on-all waivers. If . - .
they are unavailable, a Supervrsor Manager or the PCO may review/approve the
waiver. The approved waiver is retained in the procurement file.

2. SB/DVBE Option

Government Code (GC) section14835 et seq. directs that a percentage of the
State’s purchases and contracts be placed with SBs (including MBs) and DVBEs,
without complying with specified competitive bidding requirements. To utilize the
SB/DVBE Option, a Request for Quotation (RFQ) is used including the
Commercially Useful Function (CUF) questions. The GC states that a State
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agency may award a contract for the acquisition of goods servuces or
information technology that has an estimated value of greater than $5,000, but

. less than $250,000, to a certified SB.or a DVBE, as long as the agency obtains -
prlce quotatlons from two or more certlfled SBs or from two or more DVBEs.

Competltlve SBIDVBE Optuon Acqwsmon Reference Gwde

: Reference Government Code sectlon14838.5 on thls type of sohcntatlon for documentatlon_

$5,000.0

Oral, Fax or

Script and Bid_ | F T4 v
B .Supervrsor

$249 999, 99 | Written - |.Quote - . o
| No: <. '.‘.'Worksheet .| 2: SB/DVBE
Advertlsmg ' ‘Advocate if

requesting waiver

, lnternal -SBIDVBE First Pollcy Waiver — For any procurement method other .=
than the above SB/DVBE option that.will result in a contract award- under.. .
$250, 000 to a non- -SB/DVBE, the Procurement Analyst must obtain a Flrst Pollcy

“Under $250K Walver from the SB/DVBE Advocate

3 SBIDVBE Certlfled Llsts '

. The Office of Small Business and DVBE Services (OSDS) at DGS malntalns the
" certified lists for SBs and DVBEs. Access the Office of Small Business.and -,
.DVBE. Services web. page to validate and print certification information. Search

~ by using a supplier D or business name.- For a more extensive search search
. by business type, key words and Iocatlon o el

.:’ For purchase and contract awards executed to a certlfled SB/DVBE document
the SB/DVBE certlflcatron number and retain the certlflcatlon mformatlon prlnted
-from the OSDS web page in the procurement file.

Addltlonal program information can be found on OSDS' webpage.
4., Usmg SB andlor DVBE in Competltlve Bids

FTB ensures a reasonable number of SB and/or: DVBE firms are included in aII
competitive procurement mailing lists.
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Certified SBs or non-SB that commit to subcontract at least 25% of their bid
amount with certified SBs (other than for Leveraged Procurement Agreements
, such as CMAS, MA or WSCA orders) receive a 5% preference in computing -

-, prices for award to the Iowest brdder when the selectron is based upon cost
alone o oy

5 Small Busmess Preference and Walver
.5 1. SB Preference

*- The SB preference is only used for, evaluatlon purposes to determrne the
~winning bidder, and the contract is awarded at the actual bid amount.: The

..effect of the preference is.to heIp SBS be more competltrve in the bid process. -‘f: |

" “‘Prior to the review of preferences the procurement analyst will determrne

~.whether SB bidders are. responsrve to the ‘solicitation requrrements are.: Ry

o ‘_responsrble bidders and are otherwise ‘eligible for con3|derat|on for award of S
. f_the contract under aII appllcable Iaws and regulatrons S TR

fThe followrng general rules relate to the applrcatron of the SB preference

"‘DGS PD's preference programs for TACPA EZA, LAMBRA or the-
- non-SB subcontracting preference cannot drsplace a dlrect award toa.
B ,_certlfled SB. =
~ e Innoevent shall the SB preference or.non-SB subcontractlng
A preference exceed $50,000 in any single bid.
o In no event shall the combined cost of available preferences exceed
$100,000.
e Inthe event of a‘tie between a SB/MB and a firm that is both SB/MB-

. DVBE.

6 DVBE Partrcrpatlon and Incentrve Reqwrements

and DVBE, the award. shall be-made to the firm that is both SB/MB and'-‘-_v-.: pE S

"PCC sectiont 10115 et seq., Military and Veterans Code section 999 et seq and

_California Code of Regulations, Title 2, section 1896.60 et seq., establlshed the '

""" DVBE program to acknowledge dlsabled veterans for their service and to further + . .

B DVBE partrcrpatlon in‘state contracting, promote competrtlon and encourage

"'greater economic opportunity.

" DVBE participation is a requirement that applies to all competitive solicitations
regardless of the solicitation format (e.g., RFQ, IFB, RFP) or dollar value. itis
the analyst’s responsibility to evaluate potential DVBE participation on a case-by-
case basis, as each procurement is unique. In some situations, analysts could
require more or less than the 3% participation that is part of the DVBE
participation requirements. The DVBE incentive is also a requirement.
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The statewide DVBE participation goal of 3% applies to the total contract dollars

“expended each year by FTB.- FTB has established a method for attaining this ey ‘
goal and via our delegated purchasing authoristy has the discretion to‘include the .. .o -
“program goal within individual contracts. The incentive applies to all competltrve e

- solicitations for publlc works, services and goods. The DVBE incentive is :

g requrred in:solicitations that include DVBE program requrrements and may be o

o offered |n other competltlve sol|0|tat|ons

6 1 Incentlve Appllcatlon

ML
®

- As'indicated on DGS's DVBE Inceritive Exemption List, FTB may i
... -electto: ‘exempt a solicitation from the DVBE incentive. However, this.. .. .
s _","-jexemptlon may only be used ‘when ‘both of the following reqwrements
©f L are met on the reléase date of the solicitation: .

A 'o FTB ‘has met or exceéded the DVBE 3% goal for two out ofthe =

lnoenttve is. requwed in soIIC|tat|ons that include the DVBE program ‘
reqwrement and may be offered in other competltlve solicitations. -

" three previous years as documented in the three" most current
publlshed DGS annual reports, and

o FTB's: Executlve Officer or hrs/her deS|gnee elects to exempt the s ;:: ; ; i

A solrcrtatron

" Incentive is applied durlng the evaluatlon process and is only applied
* for responsive bids from responsiblé bidders proposing the o

percentage(s) of DVBE participation for the incentive(s) SpeCIfled in-
the solicitation. For evaluation purposes only:
o The incentive is applied by reducing the bid price by the amount of B
" incentive as computed from the lowest responsive and
responsible bid price.

‘o Apphcatton of the DVBE lnoentrve cannot dlsplace an award to a A

-'SB- wrth a'non-SB. -

o Iricentive points are |ncluded in the sum of hon-cost pomts PR S
e Incentlve points cannot:be. used to achleve any apphcable mmlmum;;;-f:v e

pomt requrrements o

6.2.° lncentlve Amount e - y SRR TR
v " Solicitations' may provide: for an’ lncentlve scale under WhICh bldders obtalnlng e e e
- higher levels of patticipation qualify for greater’incentives. :

Award Based on Low Price: Minimum incentive is 1% WIth or
without a cap. Use of a higher incentive percentage not to exceed
5% is allowed for a solicitation based upon the need to meet
participation goals. For each solicitation, FTB’s Executive Officer or
his/her designee may place a cap of not less than $100,000 on the
incentive and/or a cap of not less than $100,000 for all comblned
incentives and preferences
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o .Award Based on High Score: Incentive(s) shall.not exceed 5%, nor - :
" be less than 1% of total possible available points, not lncludrng pornts S

. for socroeconomrc incentives or preferences

6 3 DVBE Walver =

- - Advocates is unavailable, a supervisor or manager may revrew/approve S
the waiver for the Advocate. The approved waiver form and Justrfrcatron N

6 3 1 DVBE Program Requwements andlor Incentlve Walver

Wlth delegated authority from FTB's. Executive Officer, FTB's PCO has .': ::: AR |

the discretion to waive the inclusion of DVBE participation and/or

;A.’.;»:lncentrve requirements from individual solicitations on the DVBE . = . ¢+
- Program Requrrements and DVBE Incentlve Warver Form (GSPD 07 e

N .The DVBE Waiver Justification template onthe Y drlve must also be::

. .;{completed and: approved by the SB/DVBE Advocate. . The. purpose of
< ./ thisiustification is to summarize the steps.taken to determlne the need to'

L »“-}._z"warve DVBE partrcrpatron and/or. DVBE incentive. . ‘ f

if;The procurement analyst must submlt both the waiver form and the
justification to the SB/DVBE Advocate for approval,, and ' if approved the
Advocate will submit the package to.the PCO. for approval.. If the

|s retamed in the procurement file.

7 Exemptlon from Waiver o
' The following are exempt from the “under’ $250K” waiver and are not reported on

. ‘_‘.:.,the STD. 810 contractrng actrvrty report _This exemptlon is appllcable to SBs and
';”.DVBEs o R = .

'-Interagency Agreements o L
_ Federal Government/State Government

Prison Industry -Authority
Joint Powers Agreements

- -California-State University R S
‘University of California (or respectlve campuses) -

Concessmn Contracts .
Revenue/Reimbursement Contracts

City and County Contracts

Public Transit '

School or Special District (local agencies)
Loans

Local Assistance/Subvention Agreements
Court-Ordered Settlements or Cost
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Expert Witnesses that have already been predetermined by Legal

(Procurement will work with Legal for Expert Wltnesses that are
considered Small Busmesses) : |

* Bank Charges -

Career/Outreach Fairs that need to be pald dlrectly to the representlng

“company or school/university. G el e
Mandatory - State Contracts that do not have the SB/DVBE Oﬁ-Ramp Sl R et T

option .

Proprletarv Good and Servrces ik

8. Reportmg

7 FTB is réquired to complle several annual reports regardrng SB/DVBE T

”""‘part|C|pat|on (see Chapter 11 of this manual)

- “*FTB must report annualty to DGS our total SB and DVBE contractrng
participation. If thé 25% goal for SB or thie 3% goal for DVBE Pa”'C'Pa’“"” s ”°t'-‘?

" “met, FTB will prowde thé reasons for not meeting the goaland an
" “implémentation plan for future |mprovements on our SB and/or DVBE

L partrmpahon

e 'SBIDVBE Advocate ResponSIbllltles R ,
}The responsrbttltles of FTB’ s SB/DVBE Advocate mclude but are not llmlted to

‘Serve as FTB s subject matter expert of the SB/DVBE program

Review and approve SB/DVBE Waiver requests

Review and implement any new laws or policies that pertam to the S .

SB/DVBE program

. FTB's.point of contact for SB/DVBE vendors needing assistance.on: ST
prompt payments or questlons on procurement opportunities and i |ssues R B

Schedule meet-and-greets, lnvmng SB and/or DVBE vendors to FTB, -
introducing thelr companies and products, and also 'educatlon these

- . businesses on the State's purchase requirements.

_. Attend and network at Expos, Summrts and Conferences- offered by DGS :f'.:
. or other agencies e
Attend DGS Customer Forums and SB/DVBE Quarterly Advocate

meetings .

Attend pro;ectmeetmgs and Bidder's Conferences ‘when needed to mform:« -

FTB staff and vendors on the mandated goals of 25% for SB and 3% for
DVBE.

Network with SB/DVBE suppliers and educate them on how to become
certified SB/DVBEs and to become eligible to do business with the State.
In collaboration with the Procurement Bureau's Report Coordinator, assist

_ in preparing monthly, quarterly, and annual reports by compiling

information and communlcatlng with control agencies.
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o Maintain internal databases of certified SB and DVBE suppliers for

reference. -
-e .Post SB/DVBE |nformat|on on the Procurement Bureau s website for easy .-

. acecess .

e . Provide presentations to Executlve staff prOJect teams and departmental I
- employees that are respon3|b|e for requestlng purchases of products or s i

. servnces
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" CAL-CARD PROCEDURES

. FTB 'has been granted purchasing authority allowing us to participate in the State's SRR

CAL-Card Purchase Card Program. The CAL-Card Program Administrator within the-

the department's CAL-Card purchasing program. ..--: -

Procurement Bureau is appointed and is the.responsible party forque'stions: relatedto . . .

" The Prbc:‘ulr'e‘rri“ent‘éurééu‘é‘dministers FTB's CAL-Card Purchase Card Program for: To LT

small purchases.

The Staté of California entered into a Master Services Ag,reérhent (MSA) for purchase .- - . ..:
~ card services with U.S. Bank. FTB participates in the CAL-Card Program through:the '~ ©.. - ..
MSA contract that is available to government ltax-funded agencies and-can be usedto: i+ i

acquire goods and services.

'De't'e:n_i‘léd'pféceq:ujrég_'érgmain,ta'ined in,FTB;s“CAL-C’ard ProCédLjrés Manual.. - : }?s}_- L

N.ote":'l: CAL‘-Cérd USége’does not exempt FTB fr'om'fbli'owi,lng,all épplic‘ébléq._acqu;i,s'jtion_v.»,:..:,;,;, S
laws, regulations, executive orders, policies, procedures, and best p_ractices.,,CAL;—Ca,rid; i

~ is a payment mechanism, not a procurement method. e
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_ CHAPTER 10
'CALIFORNIA PRISON INDUSTRY AUTHORITY (CALPIA)

The Prison Industry Authority (PIA) was created in 1982 as a semiautonomous State
agency to operate California’s prison industries in a manner similar to private industry.
The California Prison Industry Authority (CALPIA) is an inmate work program that
provides productive job opportunities for inmates in California correctional institutions.

CALPIA produces a variety of goods and services including flags, coffee, shoes, printing
services, signs, binders, eye wear, gloves, office furniture, license plates, clothing, cell
equipment, and much more.

Pursuant to Penal Code (PC) section 2807, FTB must first consider if PIA can fulfill our
need prior to purchasing an item from commercial suppliers. If not, a waiver must be
obtained (see below). .

The procurement analyst should refer to subdivisions (a) and (b) of PC section 2807
when procuring commodities and/or services from PIA. In part, subdivision (a) provides
that, “The authority is hereby authorized and empowered to operate industrial,
agricultural, and service enterprises which will provide products and services needed by
the state” and subdivision (b) provides “All things authorized to be produced under

- subdivision (a) shall be purchased by the state.”

PIA offerings include the following:

" PIA Product Categories | Product Examples

Institutional products Bedding, cleaning products, flags,
' signs, etc.
Office furniture and miscellaneous | Binders, computer furniture, chairs,
products - | tables, office systems furniture, etc.
Residential life Dressers, wardrobe, desks, etc.
Printing, metal signs and decals Forms, brochures, license plates,
stickers, etc. '
Food products ‘ - Milk, meat products, coffee, etc.

FTB currently has DGS/PD approved delegated purchasing authority to purchase from
PIA. ' ' ,

Surplus Furniture - - C
Prior to issuing a purchase order to PIA, FTB shall utilize surplus furnishings whenever
feasible and shall contact the DGS Surplus Property Program to determine if surplus
property is available. The Property Reuse Program allows you to search for surplus

property.

See below for FTB's policy about purchasing chairs.
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Once the procurement analyst has determined that FTB’s needs cannot be met with
surplus property, the analyst may proceed with purchasing from PIA.  The online
Catalog provides pricing for the products provided through CALPIA. " :

Exemption/Waiver

When FTB's functional needs cannot be met either through surplus property or PIA’s
offerings, an exemption/waiver may be requested from PIA. FTB must first evaluate
PIA products prior to requesting a PIA exemption/waiver based upon a reasonable
‘accommodation or medical waiver. FTB may be granted a PIA exemption/waiver to
procure goods from other sources when sufficiently justified.

A purchase made in response to a request for reasonable accommodation does not
preclude procurement analysts from adhering to state procurement laws, regulations,
executive orders, and policies. However, when conducting a procurement to fulfill a
reasonable accommodation request, procurement analysts must be mindful of the need
to expedite the purchase, regardless of the procurement approach used. If a PIA
product is available that will meet the reasonable accommodation need, and can be
supplied by the date needed, the item must be purchased through PIA.

Once it has been determined that neither PIA nor surplus property can meet our-
functional needs, the procurement analyst must prepare and submit a CALPIA
Exemption Request. The form may be found at the CALPIA website home page (see
the sample form at the end of this chapter).

The steps to obtain an exemption/waiver are as follows:

1. Complete the CALPIA Exemption Request Form

2. Obtain Procurement and Contracting Officer (PCO) signature

3. Submit the completed waiver request to PIA using one of the following methods:
e Fax: (Preferred Method) (916) 322-1184, Attn: Sales Branch - '
e Email: to SalesInfo@calpia.ca.gov :

An Exemption Request Approval number will be faxed back to you.

Once you receive the exemption approval number, you may proceed with

procuring from another vendor/supplier. Retain the exemption approval number

and the approved waiver document in the procurement file. Record exemption

~approval number on the STD. 65.

6. If the exemption request is denied, PIA will issue a denial memo and the

procurement analyst must proceed with ordering the product through PIA or

" provide additional information to obtain approval.

o~
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When ordering from PIA, the following procurement requirements do not apply:

Price quotes

SB/DVBE requirements

Bidder Declaration (GSPD- 05- 105)

Payee Data Record (STD. 204)Secretary of State/Taxpayer Advocate Status
Board of Equalization Seller's Permit ’

Darfur/lran Contracting Act

Top Five-Hundred (Ineligible Entities Checklist)

Additional Information

Color Requirements: FTB’s Facilities Management Bureau has established color
requirements for specific items, such as chairs. Before processing the Request for
Purchasing, the procurement analyst should check with Facilities staff for approval of
the requested color. Facilities staff should also be contacted prior to ordering files,
“shelving, and furnlture for both the central office and the field offices.

Chairs: FTB's surplus supply must first be used to requisition chairs (unless the request
" is for a reasonable accommodation -or there are no surplus chairs that meet the needs
of the requester; see below for more information).

File Cabinets: Before ordering any sort of file cabinets, the Request for Purchase must
be approved by FTB’'s Records Management Coordinator. Although PIA does not
require this approval, all State agencies must comply with this procedure as stated in
SAM section 1600 regarding records management.

Ordering Procedures

FTB must use the Purchasing Authority Purchase Order (STD. 65) to execute PIA
purchases. '

The Std.65 should be completed as follows:

» Contract Registration Number: After P.O. is complete enter the SCPRS
number in this box. .

Supplier: Prison Industry Authonty

Ship Address: As shown on FTB 6278

Date (order date): Enter the date STD. 65 is completed

Purchasing Authority Number: Enter current non-IT delegation number (e.g.,

9G-0312-FTB-HQ1 for Non-IT commodities (referred to as Delegation in PMS)

Leveraged Procurement Agreement No.: Enter ‘PIA”

e Payment Terms: Net 45 days
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Agency or Buyer Information: Enter your name and contact information
Required Delivery Date: Call PIA for availability or one month from order date
Shipping Instructions: Enter the appropriate shipping address

Terms and Conditions: Check box B and reference “PIA T&C”

Procurement Method: Exempt

P.O. Description: Office Furniture or Office Supplles

Comments: Enter requestor's name, phone mailstop, or “See Distribution List”
after the line item descriptions.

o If ordering for multiple requestors, create a distribution list with employee
name, FTB coordinates and chair description. Email the FTB California
Warehouse Manager a copy of the list. .

Product Description:

o Provide the CALPIA catalog item number, quantity, description, unit prlce
and extended dollar amount.

o Any special instructions regarding installation and/or delivery
= CALPIA unit pricing includes delivery within California, strictly to

dockside locations, excluding major projects. Enter after the line item
descriptions. If items are being shipped to FTB District Offices, “Set-
In-Place Charges” may apply.

Sales Tax: Do not include sales use or federal excise taxes, as they do not

apply

‘Refer to the CALPIA Terms and Conditions for additional information on the fOIlowihg:

Warranty policy

Delivery

Set-in-place delivery and assembly charges
Prior notification

Changes and cancellations

Shipment damages/shortages

Return policy

After the purchase order is completed:-

Print purchase order.

Sign your name at bottom of STD. 65 under authorizing signature.

Fax the purchase order to PIA or submit On Line: www.calpia.ca.gov
Complete the checklist found in the MiscLauncher in the Checklist subdirectory,
or click on PIA Checkllst and access “PIA File Doc3.pdf «.
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CALIFORNIA PRISON INDUSTRY AUTHORITY (CALPIA)

PIA Contact information:

Prison Industry Authority
560 East Natoma Street
Folsom, CA 95630-2200

Customer Service: (916) 358-2733
Sales Branch: (916) 323-2419
E-mail: info@pia.ca.gov

Chairs

FTB's chairs fall under two categories:

e Prison Industry Authority (PIA) (used for the purchase of all chairs, unless the
chair model is not carried by PIA (including reasonable accommodation and out-
of-state district offices.) T

o Non-PIA (used for the purchase of chairs based on reasonable accommodation)

1. PIA Chairs

'Except for the purchase of chair models based on reasonable accommodation and out-
of-state district offices, PC section 2807(b) requires state agencies to purchase all
chairs from PIA and the standard fabric for Central Office is "Crimson colored Fabric.”
FTB's Health and Safety Unit has sample PIA chairs available so that employees can
try a chair before one is purchased for them. ‘

1.1  PIA Chair Repair Procedures

The chair repair procedures depend on the age of the chair and the item that is broken.
The age of the chair can be determined by the purchase date or the PO number found
on the underside of the seat. The procedures are as follows:

Provide the purchase date, PO # (if
available), and the type of chair for
: warranty repairs. To help identify the|
0-5 years All parts under warranty type of chair, refer to PIA's website

: [Furnishings>Seating>Ergonomic
{Chairs], or contact Health and Safety
(ext 5154)

Older than 5 Cylinder (controls the " chair
height) or any part that creates|Contact Health and Safety (ext 5154)

ears > . ,
y an immediate hazard
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CALIFORNIA PRISON INDUSTRY AUTHORITY (CALPIA)

Central Office - ETB 7533 to see if
Service and Supply can replace the
o armrests. If the armrests cannot be
Older than 5 Armrest replaced, these chairs should be
years A used as side chairs if possible.

Field Offices - Utilize these chairs as
side chairs

Central Office — Users should complete FTB 7533 to have Service and Supply dispose
of any unwanted chairs.

2. Non-PIA Chairs

It is permissible to purchase a non-PIA chair for employees with medical conditions that
require additional accommodations. In addition, we are not required by FTB policy to
use surplus chairs in these situations. Employees, in most cases, must provide a
medical note from their doctor specifically stating what medical accommodations are
needed. The employee may have to go through the formal Equal Employment
Opportunity (EEO) process.

21 Non-PIA Chair Repair Procedures:

Most of the Non-PIA chairs at Central Office are manufactured by Reimers (RFM). The
Reimers chairs are identified by the tag on the bottom of the seat pan. See label below
for a sample label: '

" Name of the distributor: Such as, Office Depot, CA Office Furniture, Burkett's, etc.
Phone Number: '
Order Number:
PO Number:
PO Date:

Coding will follow, for example:
4894-B 12-17 ARMS 33-SLDR 100MM
25-SEAT 60-LUMB ‘

UPH: CROSS CHECK VERMILLION

Revised 02/15/2013 _ 10-6
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CALIFORNIA PRISON INDUSTRY AUTHORITY (CALPIA)

Reimers Chair Repair Procedures

Contact Health and Safety

1-15 years All parts under warranty (ext 5154) for repairs
Lifetime Cylinder (controls the chair height) é?(?tsa 1C ; 4|)-lfeoe;ltgp2?r§ Safety
: FTB 7533 to have Service
16 years and older|All parts except the cylinder . and Supply dispose of the
chair

- Revised 02/15/2013
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CHAPTER 10

CALIFORNIA PRISON INDUSTRY AUTHORITY (CALPIA)

SAMPLE EXEMPTION REQUEST

For CALPIA Use only

CALIEORNIA PRISON INDUSTRY AUTHORITY (CALPIA) EXEMPTION REQUEST

Use this request form to request a purchase exemption for CALPIA products and/or services. This form does not apply
to Californla Department of Corrections (CDGR) facllities or Modular Systems Furniture orders,
CALPIA exemptlon letters must be malntained in the department's purchasing file as proof of exemptlon approval.

To expedite your request, please provide all Information below,

Department: ' B ’ Approval required by either a Procuremeﬁt and Contracting

) Officer (PCO) or Deslgnee: .

Franchise Tax Board
1 Susan Borgman

Procurement Section

. Department Contact Information

. [Contact Name:. . - |Street Address:

Jennifer Shaw . 9646 Butterfleld Way

Telephone: - ) Sacramento, CA 95827 MS A-374
(916) 845-5896 ‘ C

Fax: C : ] Maliling Address:

(916) 843-0178 . ) PO Box 2086

E-Mall : . ) : Rancho Cordova, CA 85741-2086
Jennifer.Shaw@ftb.ca.gov :

Vendor Information

Vendor Name:

TBA . . '
Vendor Address: ’ )
TBA . ' , .
Purchass Order Total Purchase Order Number Quantity for Each Line ltem Requested Requested Delivery Date
$2,000.00 TBA 2 -| 230 days '

" [Provide a description of the items requesied in this exemption request including alt goods and/orbsewices the contractor will provide: .
{Atiach additional information if necessary ( i.e., catalog photocopy)

RFM Carmel Medlum Back Chair #8214-08A-B-25-77-1 00-33

Justification for Exemption Request: (To expedite your request, please provide a c;létalled explanation of the reason for your request.)

FTB's Health and Safety Unit has determined that the employee Is.in need of Thoraclc Support. Additionally, the H&S unit is
requesting to purchase an additional RFM Garmel Medium Back Chair in an effort to-accommodate additlonal employee's
needs In the event that a chair breaks, this will prevent work stoppages.

Required Approvals

Procurement-and Conlracting Officer (PCO) or deslgnes; Californla Prlson Industry Authority Sales Manager or Designee:
: Approved - [ pented
M/% ’ M oo
. A . |
b d (lz | iz . |
’ Slgnature/Date - ) Signature/Date

Remit Completed form to: California Prison Industry Authority
. _ Sales Branch
520 | Street
Sacramento, CA 95814

Fax (916) 322-1184
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CALIFORNIA PRISON INDUSTRY AUTHORITY (CALPIA)

SAMPLE EXEMPTION REQUEST RESPONSE

A LIPER

, State of California
Department of Corrections and Rehabilitation

Quality Products % Ohanged Lives % A SaferCalifornia

' Date:

To:

From:

Subject:

January 08, 2013

Franchise Tax Board
Procurement Section

Attn: Jennifer Shaw
9646 Butterfield Way, MS A-374
Sacramento, CA 95827

Prison Indusiry A_Uthority - 560 East Natoma Strg—:-et - Folsom, California 95630-2200
EX'EMPTION REQUEST NUMBER 45341 N |

Your request to purchase product(s) from a source other than the Callforma Prison
Industry Authority (CALPIA) for: the following item has been approved:

Purchase Order | Commodity Total Dollar - “Reason
Number - _ Amount
Pending (2) Carmel Series $2,000.00 .NON-PIA

High Back Chair

CALPIA is working to improve customer satisfaction and produce quality products to
serve our customers better. We would be very interested to know why the alternate
product was chosen. Please send your response to Lee. Dorey@ecalpia.ca.gov.

Thank you for purchasing CALPIA products!

~ Sincerely,

Ef f}ﬁﬁé’*’w““”f
SN

Assistant General Manager

.. LEE DOREY
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CHAPTER 11

REPORTING

REQUIREMENTS

- .The Procurement Bureau in coordination with other areas of FTB, is requrred to complete and,
submit the reports outlined ln SCM Vol 2 Chapter 12 . . .

'SCM Vol. 2 Chapter 12 section 12, BG 0, provades a calendar of when the. requrred reports R

. are due-The reports and thelr due dates that we must complete and submit are as.follows.-

. Re_‘po'rt STD. 16 | contract award

Wlthln 10 d‘a‘ys of

.Offlce of Complrance e
Department of Fair.: - .-
Employment and Housmg
(electronically)

R contract activity ...

.-compllanceproqrams@dfeh.

ca gov .

_Statlstlcal reportlng on

: -Report of

W|th|n 20 days of -

Employment Development '_;'_

,lnformatlon provrded

4% Qtr. — July 10th

' lndependent' | either making payment Department ..-| allows for EDD to -
Contractors DE totaling’ $600 or more P.0. Box 997350 MIC 99 .| increase child support
" |B42 ot {OR | Sacramento, CA 95899- : collection by assisting in
I Entering into a contract 7350 : ' locating parents who -
| for $6800.or more with - are delinquent.in-child
an independent support obligations - .
.| contractor in any . ,
| calendar year, www.edd.ca.gov .
: : : : -whlchever is earlier. : , ' T
Purchasing 10 day of the month Department of General .| For collection-of DGS
- | Authority following the reportlng | Services _ S administrative fee and
_ Transaction r-perlod _ | Procurement DIVISlon . | purchasing authority'
- {Reporting: -+~ | eas:us i) Data ' Capture Unit - Second._ complrance '
: S ~|'Floor North - ' '
1 P.O.Box 989052 ' http //dqs ca. qov/ofs/Re
West Sacramento ‘ sources/Pricebook.aspx
| CA 95798-9052 I
Non-Competitively '15t Qtr.- October10’h DGS/Procurement Division. | Review, tracking, and....- |-
Bid Contract 2" Qtr, — January 10t | Purchasing Authority - compliance of NCB. .
Quarterly Report 31.Qtr. = April 10" Management Section, transactions

Second Floor South

. Attn: NCB Contract

Quarterly Reporting
P.O. Box 989052.
West Sacramento, CA
95798-9052

Revised 02/15/2013
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REPORTING REQUIREMENTS

ReportDue Dat

'REport Submitted T

ReportPUIpoS

v | for SB/MB/DVBE

"1 Contracting
Activity Report’

reporting

L STD810A.
. -'.;'-_.Infrastructure
.| Bond Activity

STD 810C
Consulting
Services Contract

_— .Report

CLSTDBI0S | e
| 'sB/DVBE Option.
e ;and DVBE

“| August 1% for prior
' flscal year perlod :

Incentive Report. e

1 P:0.Box 989052 1 i |
| West Sacramento, CA;-.’ S
_ 95798- 9052

DGS/Procurement Division
Small Business and DVBE

.- | Services.Branch, First- 7.
Floor, Room 400

Attn: STD. 810 Report. -
Coordinator

| report on SB, MB &.

. | participation

Mid-year statistical

DVBE business = -

. . E;ch\n‘lClty/Race/.

Gender and
{ Minority/
Women/DVBE

| .Reporting (810E) |

August. 1% for prior
fiscal year period.

DGS/Procurement Division-

Small Business and DVBE
Services Branch, First’
Floor, Room 400 . -
Attn: STD. 810 Report

,i | Coordinator. Do
| P.O. Box 989052
- West Sacramento CA_ :

95798 9052

"women and DVBE

| race and gender -

| compile the annual - -

Statistical report on
ethnicity, race and -
gender and minority,

business owners
awarded contracts. .
Voluntary participation .

by business owners to . . .

complete the ethmclty,
statistical data sheet to‘- 1

report ..

o Consultlng
Services Contract
Report

August T for prlor f"

fiscal year period.

DGS/Procurement Division -
Small Business and DVBE .-

Services Branch, First -
Floor, Room 400

Attn: Report Coordinator
P.O. Box 989052

West Sacramento, CA
95798-9052

ldentification of

consulting services
contracted for previous
fiscal year

Revised 02/15/2013




CHAPTER 11

REPORTING REQUIREMENTS

i IREpOTbSUBMItEe dlios s b
DGS/Procurement Division Reportmg on Iate

+ [ Late Payment

" | Penalties Paid pnor flscal year perlod ‘Prompt Payment Program, - -payment penalties paid
| During Prior - /| .7 |'Second Floor:South .- . in preceding fiscal year | -
Fiscal Year | © .| P.0/Box 989052 CE ST
: e e West Sacramento, CA

| 95798-9052 - .

“State Agency .~ | October 31% for prior .| Complete electronically . o _;Reportmg on-
| Recycled fiscal year period. -~ | using CalRecycle’s SABRC “purchasing: actlvmes S
Campaign .. | © 7 | Annual Reporting (SAR)- - | and dollars spent, in 11~
Procurement ~ '|” | system. To access, click on reportable categories
Report | ] . SAR (system requiresa - | for post-consumer
R e ‘ V’secure Webpass account). | recycled content

S products
' ’j;?[New SABRC Coordmators S , R B

| should contact CaIRecycle s | www.CalRecycle.ca.gov

. '|'SABRCteamat:” /BuyRecycled/StateAge

R 'SABRC@CaIRecche ca.qov] ncy/Manual/T ools/Prod

_uctTable.pdf
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CHAPTER 12

PRE-PROCUREMENT REVIEWS AND APPROVALS

There are certain categories of purchases that require review and approval
before FTB can proceed with a purchasing activity. This chapter describes those
requirements and processes. :

At this point, the procurement analyst has determined the class and category of a
purchase request before initiating a procurement activity. Next, the procurement
analyst needs to analyze the request to validate any pre-approval requirements,
as follows.

DGS Office of Fleet and Asset Management (OFAM)

In accordance with GC section 13332.09, FTB may not procure mobile
equipment without first securing approval from OFAM. OFAM approvals must be
documented in the procurement file. Prior to conducting any procurement
* activities related to mobile equipment, you must consult with FTB's Fleet
Coordinator to ensure all adequate approvals are in place.

Mobile equipment is defined in the OFAM State Fleet Handbook as:

Used for passenger and equipment transportation, construction or
maintenance work, and is self powered or easily moved (trailer or
skid mounted). This includes sedans, station wagons, suburbans,
carryalls, light utility pick-ups, vans under % ton, jeeps, trucks, boats,
and trailers.

The following motor vehicles and general use mobile equipment are subject to
OFAM approval: ' ‘

| PreApprovaI

. Mobile )t e Description . ,
‘Equipmentdype | . o0 p . |'Requirements
"Motor vehicle A vehicle that is 'self-propelled and ApproVaI reqvuir‘ed'

registered by the Department of Motor | by OFAM

Vehicles (DMV) for street use.

General use | o Self-propelled mobile equipment Approval required

mobile equipment | ¢ Self-propelied mobile equipment by OFAM
registered by the DMV for off-road
use

¢ Vessels registered by DMV for use
‘on water :

o Vessels documented by the U.S.
Coast Guard '
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PRE-PROCUREMENT REVIEWS AND APPROVALS

Surplus - mobile | Motor vehicles or general use mobile | Approval required

equipment

or operated by any entity.

equipment that was previously owned | by OFAM

FTB is not required to obtain OFAM’s approval on the following fleet-type assets
regardless of being registered by the DMV or not:

_ Descripion | Pre-Approval
R N - | Requirements
Golf cart, mower, generator, mobile | Approval not
home and/or office, forklift, pallet jack, | required by
personnel hoist, trailer OFAM
Agriculture or construction equipment | Approval " not
pulled by a vehicle. required by
OFAM ﬁ
‘Other fleet-related equipment as | Approval not
determined by OFA. required by
: ' OFAM

Mobile Equipment Purchases and Repairs

When purchasing mobile equipment, FTB must submit the following to OFAM for

approval prior to contract execution:

Pr ova

_ Description - Pre-Approval |
. | Requirements .
State Fleet Annual Acquisition Plan Approval - required

. by OFAM
Purchasing Authority Request Approval required
(STD. 65) or by OFAM

‘| Purchase Estimate (STD. 66)

An approved Property Survey Report

Approval required

(STD. 152) by OFAM

Passenger Vehicle Usage Report Approval required

(STD. 276A) by OFAM

‘Mobile equipment repairs/modified Approval required
by OFAM

NOTE: Tires and batteries for mobile equipment must be purchased using the
State's leveraged procurement agreements whenever possible.
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Where to Submit Vehicle Acquisition Packages
Office of Fleet Administration
Attention: Statewide Equipment Coordinator
1700 National Drive
Sacramento, CA 95834

Surplus Property Program
FTB shall use surplus furnishings whenever feasible and shall contact the DGS
Surplus Property Program to determine if surplus property is available.

DGS Surplus Property Program
1700 National Drive _
Sacramento, CA 94834
Phone: (916) 928-4630

Fax: - (916) 928-0304

Electronic Surplus Property System ‘ _
DGS has an automated business management system to allow online web-

“based submission and approval of the following documentation:

e Property Survey Reports (STD. 152)
o Transfer of Location of Equipment Reports (STD. 158) and
"o A real time listing of current property that is available at the National Drive
warehouse. - '

Prison Industry Authority (PIA)

Pursuant to PC section 2807, FTB must first consider if PIA can fulfill our needs
prior to purchasing an item from commercial suppliers. For information about
PIA products, how to procure, and request an exemption, refer to Chapter 10 of -
this manual. If a waiver was obtained from PIA, enter the PIA Exemption
Approval number in the comment section on the STD. 65. '

Office of State Publishing (OSP) :
Contracts awarded by State agencies for printing work are personal services
within the meaning of GC §19130. State agencies must comply with GC §19130
in contracting out for printing services. Prior to contracting out for printing
services, departments must contact the DGS Office of State Publishing
(DGS/OSP) to determine if DGS/OSP can perform the work. Any contract for
printing services must b supported by a written exemption from DGS/OSP. For
additional information, see Management Memo 07-06 including Attachments
(referencing a court ruling finding GC section 14612.5 to be unconstitutional).
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DGS/PD strongly encourages departments to utilize OSP to the greatest extent
possible. 4

Community-based Rehabilitation Programs (CRP)

DGS/PD encourages departments with purchasing authority to consider
purchasing products and services from rehabilitative or sheltered workshops
pursuant to Welfare and Institutions Code (WIC) section 19403. In accordance
with WIC section 19404, purchases using these programs are exempt from
advertising requirements, conducting a competitive bid and dollar threshold limits.
These transactions are also exempt from NCB contract requirements.

The procurement file must be documented to support that the price offered by a
community rehabilitation program is fair and reasonable.

California Alliance of Rehabilitation Industries (CARI)

CARI is available to assist departments and provides a statewide network of
Community Rehabilitation Programs to assist state department in meeting their
needs. Contact CARI at (916) 441-5844 for additional information.

Real Estate Services Division (RESD) ' o

The DGS/RESD (see the RESD webpage) has the statutory authority for the
acquisition of real property. Prior to acquiring space, property and/or facility
design services, FTB must contact RESD.

Department of Conservation (DOC)

PCC section 10295.5 prohibits FTB. from purchasing sand, gravel, aggregates or
other minerals produced from a surface mining operation subject to the Surface
Mining and Reclamation Act of 1975, unless the Department of Conservation
(DOC) has determined that the surface mining operation is eligible to sell
materials to the State. -

If FTB does not purchase sand, gravel, aggregates or other minerals from DOC’s
listing of approved mining operations, then we must obtain both a retailer's
certification of the supplier's identification and the DOC'’s listing of approved
mines in effect at the time of the award. . :

Document the procurement file that the items acquired came from an acceptable
source. o
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CHAPTER 13
DETERMINING FAIR AND REASONABLE PRICING

Competition is always the preferred method of acquisition. However, departments may
acquire non-IT goods valued less than $5,000.00 if Fair and Reasonable (F&R) pricing
can be established without receiving alternate quotes. Examples of Fair and
Reasonable pricing methods include:

Price comparison

Verifying established catalog/market pricing
Prices set by law or regulation

Historical comparison-

Cost/benefit analysis

If FTB elects to accept only one offer under this dollar threshold, we must include
documentation in the procurement file that supports F&R pricing.

F&R evaluations must be conducted and documented in the procurement file for all
transactions under $5,000 whenever a procurement analyst does not obtain two price
quotes from responsible suppliers regardless of: :

« . Purchasing authority type
« Procurement approach or }
« Method of payment (direct charge, Cal-Card, revolving fund, etc.)

In accordance with GC section 14838.5(c) if the estimated value of a transaction is
under $5,000, procurement analysts shall obtain at least two price quotations from
responsible suppliers whenever there is reason to believe a response from a single
source is not an F&R price.

1.1 Request for Pricing

FTB's Request for Pricing document is used to obtain pricing for purchases $100.01 to
$4,999.99 and to obtain the supplier's written acceptance of the required clauses for
such transactions. : - ‘

Although not required, DGS/PD recommends that FTB uses the State’s General
Provisions on transactions valued less than $5,000.00. If FTB elects not to include
and/or reference the General Provisions in the .solicitation, then we are required to
obtain written confirmation, prior to award, that the supplier will abide by the following
required contract provisions: '

American with Disabilities Act (ADA)
Non-discrimination and Statement of Compliance
Drug-Free Workplace Certification

Forced, Convict & Indentured Labor

National Labor Relations Board Certification
Darfur Certification

Sweat Free Workshop

Expatriate Corporations - PCC section 10286
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DETERMINING FAIR AND REASONABLE PRICING

Below are five te'chniques that the procurement analyst may use to determine whether
or not a supplier’s price can be determined to be F&R.

Price comparison | The procurement analyst has obtained and documented
quotes or offers within the last 12 to 18 month period from
other responsible suppliers which provides evidence that a
price obtained is deemed F&R.

Catalog or market | The price offered is supported by an established and
pricing verifiable catalog or market pricing media issued by a
responsible supplier and/or through an established
reputable forum. In addition, the pricing structure provided
is one that a prudent procurement analyst would accept as
a reasonable representation of existing market value.

Controlied pricing | The price offered is set by law or regulation, competitively
bid master or statewide contracts, etc.

Historical pricing The procurement analyst is able to demonstrate that other
| transactions occurring in the past (within the last 12 to 18
month period) exist demonstrating that historical prices for
similar acquisitions have yielded no material change in cost.

Note: The definition of “material” for this technique is
deemed to be greater than a 15% increased difference
between current and historical pricing.

Cost |/ Benefit | The procurement analyst can demonstrate that his/her level
analysis of experience in the procurement field provides a sufficient
knowledge base which clearly indicates that the acquisition
cost is so low that the cost to the State of verifying the
pricing fairness would most likely be more than any
potential - benefit that could be reasonably gained from
searching out the marketplace for lower price comparable
acquisitions. .

1.2 Compare Identical Situations :
When evaluating F&R pricing using -price comparisons, catalog/market price and/or
historical pricing, the procurement analyst must base the comparisons on identical
situations or those with little variance which do not impact the price.

Comparable situations include the quantity of items, complexity of the procurement,
timing of the acquisition, and the marketplace (price inflation and/or reduction).

The procurement file must contaih sufficient documentafion to support the F&R
technique used to determine the pricing received is F&R.
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1.3 Completing STD. 65

The STD. 65 should be completed as follows when using the F&R method.
o Contract Registration Number: After the purchase order is complete enter the
SCPRS number in this box '
e Supplier:
Ship Address: As shown on FTB 6278 (California Warehouse, or as specified
. in the request)
Date (order date): Enter the date STD. 65 is completed
Required Delivery Date: 2 weeks from date of issue or date requested
Shipping Instructions:
Agency or Buyer Information: Select your name and contact information
Payment Terms: Net 45 '
Complete item/part number, quantity, unit, item description, unit price and
extended amount
o Purchasing Authority Number: Non-IT commodities currently 9G-0313-FTB-
HQ1 (referred to as Delegation Number in PMS) : _
e Terms and Conditions: Check the Form GSPD-401Non-IT Commodities, and
add the current revision date (06-08-2010)
« Procurement Method: Check the box Competitive and ‘hard write’ “F&R” on the
Solicitation Number line.
e Comments: Requestor name, mailstop, phone number, any additional
information: enter after the line item descriptions
e Sales Tax: Include applicable sales tax. _
e Shipping/Freight: Include any shipping/freight charges as a separate line item
‘using the object code on the FTB 6278. ,

After the purchase order is completed:
e Print purchase order. 4
o Sign your name at the bottom of STD. 65 under “authorizing signature.”
¢ Complete the File Documentation Valued Under $5,000 checklist for Non-IT
' commodities. . '
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- CHAPTER 14

STATE CONTRACT AND PROCUREMENT
REGISTRATION SYSTEM
(SCPRS)

SCPRS an mternet-based appllcatlon incorporated into the new e-Procurement System.-‘?. -

(BldSync) ‘was’ developed as'a contract tracking system to provide a centrallzed
database for state contractlng and purchasmg transact|ons = SR

el In accordance wrth Management IVlemo 03 09 FTB. must reglster all purchase
~ “documents valued more than $5.000 in SCPRS..-DGS Broadcast dated -
- September. 3. 2009 encourages recording all transactions no matter what the

: dollar value. ‘However, FTB elected to. enter alI purchase documents in, SCPRS < - -

o - 'regard/ess of the dollar value T

e <AIl amendments must be reglstered in. SCPRS

- o 'All Payable lnteragency Agreements must be reglstered in. SCRPS

" ':‘_‘Flrst tlme procurement analysts must request a password from the e .
‘Procurerhent Administrator. - Once received; they may log on to thee- e ,

- Procurement site, go to the quick navigator, select SCPRS entry site; and ‘enter .
the applicable information into SCPRS. The. system will.indicate mlssmg
mformatron or any errors. To logon : .

'https //www bldsvnc com

-~ Each procurement analyst can utilize the l\lllscLauncher shortcut functlon optlon '
e (eProcurement) to obtaln the SCPRS log one screen. .

L l-For addltlonal lnformatlon access DGS’ eProcurement websrte at
' http: //www dqs ca. qov/pd/Proqrams/eprocure aspx .

. Submlt the form through e Procurement and a confrrmatron and a SCPRS o B

number will: be provnded
. Pnnt and flle a copy of the SCPRS conflrmatlon in the procurement flle

‘o " Enter the reglstratlon number assigned by SCPRS on the purchase order (STD
65) created in PMS prior to issuing the transaction to the supplier. - ‘
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S .Start; and:end dates for the subscnptlon perlod

. CHAPTER 15

N =PUBLICATIQNS AND SUBSCRIPTIONS

‘Publications and subscriptions are used for various reasons, such-as to.assist .
staﬁ in conductrng audits, collections, Iegal tralnlng, and other operationalztasks..

-To request a publlcatron or subscnptlon the requester must |dent|fy the foIIowmg-_‘,_ e, e

»_and obtaln the necessary approvals on form FTB 6278

" :o,.Publlcatlon/subscrlptlon t|tle and ISBN number (the ldentlfylng number found Ry

S inside the-front or back cover of the bookK) . i
- e Description of publlcatlon/subscrlptlon functlon What it does and how it Wl|| o
. beused. i . - e
e ’Suppllers name address telephone.number Fax number and contact
A person
i e Costof pubhcatlon/subscrlptlon lf pre paymg for the subscrlptlon refer to
- Chapter 16, Purchase Order Payment and Penaltles ' =

e Superwsors and manager's sngnature
.. ,-Allotment coordlnator ] srgnature '

. The delrvery address to be used isa desugnated PO Box
.v Franchlse Tax Board

PO Box 2288 .
Rancho Cordova, CA 95741-2288
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| CHAPTER 15

|

- PUBLICATIONS AND SUBSCRIPTIONS
t R

. The following procedures should be followed to. process publrcatron and subscnptlon
purchases: . . SRR ,

o PubllcatronISubscrlptlonProcedures

-1 Follow FTB General Procedure Manual 0500 | Requestor -
K -~ | Complete aProcurement Request - FTB 6278, | Requestor
s 2. | and obtain approprrate management ' NIRRT
o -f'approval/SIQnatures ' o e
Submit FTB 6278 to Procurement Bureau Unrt Requestor
- |:557, MS A374." - l :
4| Assign procurement analyst a L Supervusor e
" |'Update the Purchasing Management System "'Suppor_t Staff
-(PMS) database, create file, give to the R b e
5 | assigned-procurement analyst, and notify the -
- requestor and Allotment Coordinator of the
“assignment via email ~ AT el
Determine procurement method and conduct Procurement Analyst.
procurement. :
Prepare and sign the purchase order and fax rt Procurement Analyst
to the supplier.
Distribute the purchase order rnternally by Support Staff
- | emailing a PDF copy to Departmental
8 Oversight and Financial Performance Section
‘ (DRO), Fiscal, and requestor and place a copy
in the procurement file. : .
Receive publications/subscriptions and sign off | Requestor .
on purchase order as “services received”, and
| forward to Fiscal Accounting and a copy to the
procurement analyst. e
Once “services received” copy is received, the | Procurement Analyst.
purchase order is closed by entering the date : : AT
in PMS and filing the procurement file in the
Closed area.

10
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CHAPTER 16

, PURCHASE ORDER PAYMENTS AND PENALTIES

- SCM Vol. 2, Chapter 9, Topic 1, provides that payments shall not be processed or

released to any supplier for non-IT goods without having in its possessron aII of the
following:

. e A properly authorized purchase document;
e Documentation verifying the goods were satisfactorily recelved and
. An accurate and correct supplrer invoice.. g

- Serwce and Supply recerves the goods and sends them to the requestor If the order IS o e
- complete, Service and Supply sends a. “Services ‘Received” document to -Fiscal - -+ ...
~ Accounting and to. the Procurement Bureau’s ProcServrcesReceNed Outlook mallbox
(see Chapter 18 of thls manual). e e

For mcomplete orders or damaged/defectrve goods, Servrce and Supply erI follow the,. S "

: ‘process set forth in Chapter 18 of this manual.

For orders orlgmated by FTB s drstnct offrces the goods are delivered. drrectly to.the
requesting - office, and the above tasks usually performed by Service and Supply for

‘Central Office orders are performed by 1 the requestor in the district office..:
v,'Prepayment
,Procurement analysts may .use the Visa CAL-Card.to prepay some purchase orders.

The cardholder is responsible for ensuring the CAL-Card is used appropriately- and all
purchases must adhere to the guidelines and procedures in:the FTB CAL- Cardi»

Procedures Manual.

The Visa CAL-Card is most often used for library orders, publlcatlons and subscriptions,

. The payment term should be “V|sa and : I
e Upon receipt of the Visa statement, send the statement with a copy of the Purchase
Order stamped and dated “Services Received” to Fiscal Accounting for payment.

Prompt Payment Penalty (aka Late Payment Penalty)

The payment of most purchase orders is made in accordance with GSPD-401Non-IT

Commodities, General Provisions, Section 30, which states that payment will be made

in accordance with the provisions of the California Prompt Payment Act, GC section 927
et seq. Unless expressly exempted by the law, the Act requires FTB to pay properly

submrtted undisputed invoices not more than 45 days after the date of acceptance of

Revised 02/15/2013 161
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PURCHASE ORDER PAYMENTS AND PENALTIES

~ goods or performance of services, or receipt of an undisputed invoice, whichever is later. -

Click here to access the Prompt Payment Program.”

Fiscal Accounting has the responsibility to pay suppliers promptly within 45-days, -

On October 19; 2010, legislation was enacted (Chapter 719, Stats. 2010, -SB- 856) that .- - -
* arhended GC section 927:et seq, which reduced the pehalty rates for.small business: 7.
significantly ‘and: for ‘other-business’ slightly. - “Budget Letter 11-15, effective July 20; . ..
2011, updated the rates for penalty payménts as follows: " S

- -, - Penalties. .--|: .. -Penalties

o " Incurred | Incurred | Penalties
Interest " FY2010-11 “  FY'2010-11 . . Incurred -
S , Penalty’  (7/1/10 - 10/18/10) (10/19/10 - 6/30/11).;|" .FY2011-12 : R
~ . -Description > - ... :Threshold - |, - .- -:Rate. .. ... Rate o - Rate -.iefoc. 0 Che ’
-Small Businesses . * ":|-» Greater=: | . 91.25% . "o 13.26% 0 | 13.25%. ... | Annualrate
-Nonprofit Organizations than $10 : 0.0025 . 0.000363. 0.000363 . .- Daily rate
-Nonprofit Public .Benefit : o o . - T ‘

Corporations 1/

B . | Greaterthan | - .1651% . | . 1528% 1.37% Annualrate. .
-Other Businesses. - .. $100 0.0000452 . 0.0000419 1 0.0000375 | Daily rate -

c

-Refunds. 4/ - '_ Not'appiiéable Notépbljigable "1 Not applicable " Not applicable | Annual rate .. .

-Other payrhehts.c'l_pe_td; . © | forFY2010-11° | for FY 2010-11 For FY2011-12 | Daily rate

individuals 1/

4/ Dur

corporations.

year the invoice is payable from. =~ -

‘The penélty payment is related to the fiscal 'year the penalty is incurred, ~n'otv' the fiscal. -

In the event there is no State budget when purchase orders are being prepared, the
procurement analyst shall attempt to avoid releasing most purchases due to the
hardship that late payments impose on vendors, and the potential cost of late payment

~ penalties. The procurement analyst shall use the following guidelines:

‘Revised 02/15/2013 - 162
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D The procurement analyst must include the following Ianguage on the face of the

o 72';’:Ver|fy wrth the requestor when the goods or servrces are needed Hold the order as ‘-:/Ix |
.."_long as. possible and still meet the requestor S. needed date, or until the budget is: R

. purchase order

_Itis understood that no funds sufficient for the purposes of this Agreement -
" have been appropriated until the budget for the 20##/#4# fiscal year has been
adopted by the Leglslature and srgned by the Governor ST

S passed whichever comes first,

| 3 If the requestor needs the goods rmmedrately, or rf there is a ||oense or marntenanoe o

. b 'Obtain.an-éstimate of the impact.of delaying the order (relnstatement fees for

- - 4. Once the budget is passed, the procurement analyst must contact the- requestors to .','f

- agreement that is expiring:
a. Estimate-the potentral late-payment penalty rf the order is reIeased durrng the
budget impasse. See “Estrmatrng the Penalty below. :

-+ . ‘licenses or malntenance agreements lost revenue; health and safety issues): -

¢, Ifthe late: payment penalty estimate is less than the impact of delaying-the order REASSIREEINS
_ the procurement analyst shall obtain supervisor approval to place the order.: The' S e

analyst should also add the following notes.to the Late Payment Penalty- .
Estimate worksheet (see below), and print a copy for the procurement file::
1) Indicate the rationale for proceeding with the order. For example:
e Reinstatement fees of $16 000 exoeed estimated late payment penaltles r
- of $165; ., .-
« Potential revenue loss of $1 mlllron exoeeds estrmated late payment
penalties of $150; or

e Health and safety concerns outwergh estrmated late payment penaltres of g

- $35.

2) lnducate how the rmpact of delayrng the order was obtarned for example

9 Rernstatement fees provided by the vendor or - .
" Revenue impact provided by “oqL.estor ~

d. - If the late payment penalty is more than the impact of delaying, the procurement e T
" analyst shall bring the matter to his/her supervisor or manager for assrstanoe {1 I

determining how to proceed with the order.

 verify that any held orders are still needed, and release all orders that-are. still -
needed If the- requestor no longer needs the order ask for a cancellation request

Mlnlmum Threshold

. The 2010 statutory changes also establrshed a minimum threshold of $1O for penalty

payments to small businesses, and changed the threshold for other businesses from.

$75 to $100. Penalties are not paid-if they are under the threshold amounts.
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Penalties During a Budget Impasse o :
The 2010 statutory changes only eliminated penalties for payments to nonproﬁt publlc o
benefit corporations. Penalties will stlll accrue for late payments to our vendors that are

o due durmg a budget lmpasse

" Estimating the Penaltv - ‘ ' ‘ ' o |
.~ * The Late Payment Penalties folder on the y. Drive mcludes Budget Letter 11 15 Whlch:f{, G e
*i - specifies the most recent-late payment" penalty rates effective in FY. 12/13. lt-also < woir - o
~includes an Excel worksheet to be used-to estimate the late payment penalties. The - -.: .
o late payment penalty rates are different for small businesses and other businesses. For ... -
- small businessés, the penalty rate was ‘rediiced to"13.25% (.000363-per.day), and for. -, o
_other busrnesses the penalty rate was reduced to 1 528% ( 0000419 per day) e

S _V'To use the Late. Pavment Penaltles Excel worksheet to calculate the estlmated penaltles:f': '
g enter the followrng lnformatlon in the yellow cells |n Sectlon A for small busmesses or

Sectlon B for other busmesses

: lnvorce amount to exclude the sales tax. ) = . o
.« Invoice recelpt date (Assume we will receive the |nv010e the day after the goods S
- are due to-be received.) ; ,
. e Projected payment date (Assume the budget will not be passed untrl late
'October and payments will not be made untll November 1st.)

'The Excel worksheet will calculate the number of days. late and the estlmated late . .
payment penalty. Add the notes llsted in 2.c. above and print a copy of the worksheet e e

for the procurement flle )
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CHAPTER 17
SUPPLIER DISCOUNT

In cases where a supplier offers a discount, the discount is reflected in the final -
price. Some suppliers will give a percentage of the discount on the entire order. .
~ If this is the case, do not evaluate the percentage of the discount, but evaluate .-~ "

using the final total price in determining which supplier to.award an agreement. .- t,.;‘ .

" However, if awarded:to a supplier who offered a discount, the discount .. Lot ow e
*percentage must be reflected on the purchase order (STD. 65). Enterthe.... ...« oo o
- percentage and the amount of the discount as a line item-on the purchase order, ... . s v

excluding sales tax or shipping costs. For example: e

Goods . © - $100.00

‘Discount 50% -50.00 i !
~ Taxable Subtotal $50.00 , . L e
Thié:'dfsCount. Sh‘bdld not be confused with a discount offered on an 'inypiq__e.-:»EQr;; .

~ example, “5% net 30" means that if the payment is received in 30 days,the total;. - i oo

~"* on the invoice can be reduced by 5%. If FTB fails to pay the invoice on-time, the: . ..o oo

discount is not valid. Should vendors offer you these types of discounts, you. - ..
should speak with your Supervisor and Fiscal Accounting"on how to proceed. . .. ..ol oo
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CHAPTER 18 |

RECEIVING STOCK /
FOLLOW-UP ON OPEN/PARTIAL PURCHASE ORDERS

" The DGS/PD General Provisions for Non-IT Commodities (GSPD-401) provides
instructions to suppliers regarding the packaging and shipping of goods to a State
facility . Any special packaging, shipping requirements and/or instructions in addition .
to the standard provisions must be documented in detail on the purchase document.

1 Process for Taking Possession of Goods Purchased
It is FTB’s responsibility to determine whether or not the goods received are acceptable
and conform to all of the terms and conditions of the purchase document.

‘Receiving Goods :

FTB's Service and Supply staff use an approved purchase document to record receiving

information at the time goods are received. The purchase document, with signed

“Services Received” stamp, is used as a stock received report, and the person checking

_ the goods will write in the date received, the quantity received, and note any damages
or defect in condition. ' ‘

For orders originated by FTB's district offices, the goods are delivered directly to the
requesting district office, which will perform the function of Service and Supply as
outlined in this Chapter. - '

Completed Orders

If all goods per the purchase order are received and are not damaged, Service and

Supply will mark it as “complete” and will:

 Sign, date, and stamp a copy of the purchase order they received previously with
“Services Received”. .

 Deliver the goods to the requestor with a copy of the “Services Received” document.

e Send the original purchase order with the “Services Received” information to Fiscal
Accounting for payment. '

« Send a copy of the “Services Received” document to the Procurement Bureau's Y.
Drive ProcServicesReceived Outlook folder for the procurement file. Support Staff.
will print the completed “Services Received” document and pull the corresponding
procurement file and provide both to the assigned procurement analyst. At this time,
the analyst will close out the purchase in PMS and close the procurement file.

Partial Deliveries

The purchase order is not complete until the order is completely filled. When partial
deliveries are received, Service and Supply will complete FTB 6678 (Receipt for Partial
Delivery as follows: '

Purchase Agent (procurement analyst)
Purchaser Order Number

Vendor '

Article (description of item)
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‘ RECEIVING STOCK/
FOLLOW-UP ON OPEN/PARTIAL PURCHASE ORDERS

Quantity ordered

Quantity previously received
Quantity received on this shipment
Shortage

Backorder

Received by name

Date Received

Service and Supply will forward FTB 6678 to both Fiscal Accounting and the -
procurement analyst and will follow this process for each partial shipment received until
all goods on the purchase order are received. Service and Supply will stamp or
designate the last stock received report when the order is completely filled. At this point,
Fiscal will pay the final invoice and the procurement analyst will close the purchase
order. '

Damaged Deliveries . N
The purchase order is not complete until all goods are received in satisfactory order.
When damaged goods are received, Service and Supply will follow the above process
for partial deliveries, with the following additional steps: '

o Complete the damaged column on FTB 6678.
o Send the damaged goods back to the supplier with FTB 6678
« Send a copy of FTB 6678 to the procurement analyst

When the requester receives damaged goods (district offices and for central office,
items that Service and Supply did not identify as damaged), the requester will contact
the procurement analyst, and the analyst will: '

« Contact the vendor and make arrangements for replacemenf
e Complete the damaged column on FTB 6678 v
 Send the damaged goods to Service and Supply with FTB 6678

When the replaced item arrives, Service and Supply will exchange the darhaged item
and follow the steps above to complete the delivery.

For deliveries to district offices directly, district office personnel will follow the same
procedure as above. '
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RECEIVING STOCK/

FOLLOW-UP ON OPEN/PARTIAL PURCHASE ORDERS

Purchase Order and Receipt of Goods

o te SR S ~lity/Contac

ok e

1. | Email soft copy of the purchase order to Product | Procurement
Check-In/Service & Supply staff. '

2. |Inventory all products received- against the | Service & Supply
purchase order.

3. | Annotate the purchase order with date and time and | Service & Supply
the condition of the product(s) received. ‘

4. |If all the products on the purchase order are | Service & Supply
received and are not damaged, designate it as| .
“complete” and send the original to Fiscal
Accounting for payment and a copy to. the
Procurement  Bureau’s  ProcServicesReceived
Outlook mailbox with a cc: to the Procurement
Analyst.

5. | If all of the products on the purchase order are not | Service & Supply
received and/or there are damaged goods, annotate .
it as “partial” and complete FTB 6678 Receipt of
Partial Delivery. Distribute the 6678 as instructed on
the form.

" 6. | For partial or damaged deliveries, when the last | Service & Supply
item is received for the purchase order and it is in '
satisfactory condition, annotate it as “complete” and
distribute to Fiscal Accounting and a copy to the
Procurement  Bureau’s  ProcServicesReceived
Outlook mailbox with a cc: to the Procurement
Analyst. v

7 | When the “Services Received” stamped purchase Procurement
order is received, pull the procurement file and Support Staff
distribute the package to the procurement analyst. .

8 | Once the order is complete, change the status in Procurement
PMS to closed and close the procurement file. Analyst

9. - | Complete the Supplier Performance Report and the | Procurement
File Doc Post Award checklists. Place these Analyst
checklists in the procurement file and give to the
support staff to file.

10. | File the purchase order package in the appropriate | Procurement

' file. Support Staff

Revised 02/15/2013
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Follow-up on Open Orders
The procurement analyst will periodically print out a Workload by Analyst report from
PMS, and follow up on outstanding orders and partially filled orders.
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PROCUREMENT CHECKLISTS AND DOCUMENTS

Shared Y: Drive

The Procurement Bureau'’s shared Y: Drive is organized in the followmg manner to
-, facilitate storage and re‘meval of the necessary documentatlon .

Name L o " Date xi1ddffied ;

N E 1) Executed Agreements (PUBLIC) R 11/05/201.4 11 25 .

" | 2) Working Files (PB) 1171372012 143 PM
b 3)Tools & Témplates ®8) ~~ ~ *  1i/2072012°3: 34 PM
4 4, HR & Management (PRIVATE) - 10/02/2012 4:43 P
E 5) Policies & Procedures (PB) 10/12/2012 944 Al
} 6) Reporting (PB)  11/28/2012 1046 .,
$ 7) Training & Outreach (PB) . 12/14/201% 3.58 P
. 8) PB Activities (PB) ‘ 01/31/2013 3:35 Pi
£, Backup VBS Files : 10/22/7012 1:54 PM
s Backup VBS Programs 07/02/2012 1136 ...
f. PBCU ‘ : 10/11/2012 8:16 A

-k Service Agreements ' 0270172013 3123 Phd

1) Executed Agreements .
a. Owner — Support Staff

» Scanned copies of FTB 6278 A and FTB 6278C requests are
placed in this folder by Support Staff at the time of distribution.

b. Contents

» Fully-executed agreements (POs, Contracts, |1As)

T"yb'e-

File folder
File folder

File folder
File folder
File folder

. File folder

File folder
File folder
File folder
File folder
File folder
File folder

» Contains both IT and Business agreements

c. Naming Convention
» PEYXXXX, CFYXXXX
d. Acce33|ble to designated FTB business areas

2) Working Files
a. Owner — Support Staff

= File is created by Support Staff at time of assignment
» Procurement Analysts manage contents of their assigned folders

" = Contains IT and Business sub-folders
b. IT Folder Contents:

= All assigned workload, including project work and other pre-

procurement requests.

» Procurement Analyst may add sub-folders such as Drafts, Archives,

- etc., as needed.
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c. Naming Convention
- = Log: number-DLNvDesorlptlon—Analyst Last Name -
d PrOJect work files are created by Procurement Analysts
. Naming convention
FY Descnptlon Analyst Last Name

..3) Tools &Templates o
| “a.” Owner — Support Staff ' ' e R
= Updates are only completed by Support Staff, with Management S
approval - , .
= T, Busnness and other shared sub-folders
'b. Contents: "
' » Checklists o S
= Form. Templates (le 'STD. 65, STD 213 1T, STI 215) i
» Solicitation Templates - Lot e
. Documentatmn Forms Lo
c Only latest version are shown, with prlor versions in an archive sub-folder;,, R

4) l—_lR & Management
" a. Owner - Management .
b. Contents: '
» HR and Personnel sample documents
= Archive folder of previous Y: Drive contents

' | 5) F’olloies and Procedures

- a. Owner ~ Management .
' . ¥ Updated by assugned staff, with Management approval
b Contents: » ‘
» Desk Manuals
. = Designee Memos
= Delegation Requests and Approvals
= Meeting Minutes -
o Mentorshlp Program
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6) Reporting
a. Owner — Reports Coordinator :
« Updated by assngned staff, with. Management approval
" b. Contents o
» Monthly Bureau Report
. = DGS Reports

7) Training & Outreach . ' R
" a. Owner - SB/DVBE Advocate '
~b. Contents: : L
» Procurement 101 Tralnlng
~= SB/DVBE Training Materials

o 'fCHe'okliete',! Worksheets, Templates and Documents

" Listed below are folders that contain checklists, worksheets, templates -and documents,
.. .which can be found in the Procurement Bureau’s: Y Drive, Unit _557, 3) Tools & -~ -+
- Template PB, 3A) Business Acquisition folders.--They are categorized by type of
acquisition method. Some of the file documents are required by statute, regulation, -
policy and/or procedure determined by the SCM and SAM. Other documents are -
specific documentation requirements for different purchasing categories.  These -
" documents are provided as an example, are subject to change, and need to be
customized at the time of the procurement based on applicable requirements

. Falr & Reasonable (F&R)
e Action Record
Bid/Quote Worksheet

.» Calculate Rate Increase - S T s
e Commercially Useful Functlon (CUF) (if applicable, refer to Chapter 8 of:
 this manual) - : C T el

Darfur Contracting Act
DVBE Evaluation Checklist

“ File Doc Non-IT Goods

File Doc Post Award

- File Doc Under $5,000
GSPD 105 Bidders Declaration
GSPD 106 Bidders Declaration (Phone)
History Sheet
Payee Data Record (STD. 204)
Procurement Summary

- Recycle Content Certification (if applicable)
Request for Pricing Template
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SB and DVBE Certlflcatlon Status (|f appllcable refer to Chagter of this .
manual) Lo
SB/DVBE First Policy Walver (if apphcable)

. Seller's Permit —Board of Equallzatlon (refer to Chagter 3, sectlon 6.4, of .: e

this manual) » R
Sole Proprietor Cover Letter » '
Sole Proprietor (Form to Suppller)

_Suppller Performance Report

2 Request for Quote (RFQ) -

Action Record

~ 'Bid/Quote Worksheet
Calculate Rate Increase - ' ' ‘ L T e
. Commercrally Useful Functlon (CUF) (|f apphcable refer to Chagter 8 of IR
- this manual)®- : , _ L LAY e

. Contract Award Report (STD 16)
" Darfur: Contractmg Act Lo
DVBE Evaluatlon Checkllet o '

File Doc Non-IT Goods

File Doc Post Award -

File Doc Under $5,000

~-GSPD 105 Bidders Declarainn

GSPD 106 Bidders Declaration (Phone)
History Sheet

Notice of Contract Award

Participation Worksheet

~ Payee Data Record (STD. 204)
“Procurement Summary -

Recycle Content Certification (if appllcable)
RFQ Template Goods

'-SB and DVBE Cetrtification Status (if appllcable refer to Chagter 8 of: thrs SR

manual)
SB/DVBE First Policy Waiver (if appllcable)

“Seller's Permit — Board of Equalization (refer to Chapter 3, seotlon 6 4, of A

this manual) :
Sole Proprietor Cover Letter

~ Sole Proprietor (Form to Supplier)

Supplier Performance Report
Ineligible Entities Checklist
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PROCUREMENT CHECKLISTS AND DOCUMENTS

3. Leveraged Procurement Agreement (LPA)

Action Record

Bid/Quote Worksheet

~ Calculate Rate Increase ‘ DU
-.Commercially Useful Function (CUF) (if appllcable refer to Chagter 8 of e

this manual)

~-Contract Award Report (STD. 16) -
. DVBE Evaluatlon Checkllst
.File Doc LPA

File Doc Post Award

GSPD 105 Bidders Declaration _ ,
GSPD 106 Bidders Declaratlon (Phone)
History Sheet

~ Notice of Contract Award
. Participation Worksheet.

Payee Data Record (STD. 20'4)-'

~ Procurement Summary ~
'Recycle Content Certification (if apphcable) S

Request For Offer Shell

“SB'and DVBE Certification Status (if appllcable refer to Chapter 8: of thls R

manual)
SB/DVBE First Policy Waiver (if applicable)

Seller's Permlte Board of Equallzatlon (refer to Chagter 3, sectlon 6 4, of3 e

this manual)
Sole Proprietor Cover Letter
Sole Proprietor (Form to Supplier)

Supplier Performance Report

lnehglble Entities Checklist

- 4. Inwtatlon for Bid (IFJ

.- Action Record. .-

Evaluation and Selection Report

- Calculate Rate Increase .

Commercially Useful Functlon (CUF)

Contract Advertising Exemption

Contract Award Report (STD. 16) .

Darfur Contracting Act :
Deviation Worksheet Test of Materiality
DVBE Evaluation Checklist

DVBE Std. 843

File Doc Not-IT Goods

. File Doc Post Award

GSPD 105 Bidders Declaration
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PROCUREMENT CHECKLISTS AND DOCUMENTS

History Sheet

Participation Worksheet

Payee Data Record (STD. 204)
Procurement Summary

Recycle Content Certification (if applrcable)

Invitation for Bid (IFB) Shell ' G
"SB and DVBE Certrfrca’non Status (if appllcable refer to Chagter of thlsr; Pl e
manual) T

SB/DVBE Waiver (if appllcab!e)

Seller's Permit — Board of Equallzatlon (referto Chapter 3, sectron 6 4 of .
“this manual) ,

“"Sole Proprietor Cover Letter
“Sole Proprietor (Form to Supplier)
~ Supplier Performance Report

' lnellgrble Entltles Checklrst

5 Non-Competltlvely Bid (NCIQ

Action Record

Commercially Useful Func’uon (CUF) (rf applrcable refer to Chagter of

-+ this manual) -

Contract Advertrsmg Exemptlon o
Contract. Award Report (STD. 16)

- Darfur Contracting Act -

DVBE Evaluation Checklist
File Doc Goods Sole Provider
File Do¢c NCB

File Doc Post Award
. History Sheet

Internal SB/DVBE Waiver (|f appllcable)

‘Non Competitive Bid (NCB) Justification

Payee Data Record (STD. 204)
Procurement Summary - -

“Recycle Content Certification (|f app[rcable) ' -
" 8B and DVBE Certification Status (if applicable, refer to Chagter 8 of thls

manual) N
Seller's Permit — Board of Equalrzatron (refer to Chapter 3, section 6 4 of- "
this manual)

Sole Proprietor Cover Letter

Sole Proprietor (Form to Supplier)
NCB Justification

Special Category NCB Justification
Supplier Performance Report
Ineligible Entities Checklist
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All procurement staff is required to attend the Basic Acquisition Certification Program
provided by DGS Procurement Division. Procurement analysts are encouraged to take
other workshops and courses provided by DGS when such courses are relevant to the
analyst's workload. There are also classes available at FTB in various subject areas
including:  business skills, communication, information technology and personal
development that will strengthen and improve employee skills.

1 California Procurement & Contracting Academy

The California Procurement & Contracting Academy (Cal-PCA) provides free
development courses and seminars to the State’s procurement staff to improve their
state contracting knowledge.

The Academy offers the following:

¢ Basic Acquisition Certificate Program - see
http://www.dgs.ca.gov/pd/Programs/CalPCA/Basic.aspx [Required for all
procurement analysts]

e Intermediate Acquisition Certificate Program (IT RFPs) —see
http://www.dgs.ca.gov/pd/Programs/CalPCA/Intermediate. aspx

e Advanced Acquisition Certificate Program (in development)

- o Advanced Professional Development Certificate (in development)
e Workshops — http://www.dgs.ca.gov/pd/Programs/CalPCA/BWorkshop.aspx

To Enroll in a Course Offered by DGS—- First obtain approval from your supervisor
and then access the applicable website provided above and complete the online
_ Registration Form. Once enrollment is confirmed (including Webinars), support staff
“~is notified and submits a training nomination on behalf of the Procurement Analyst -
for internal FTB documentation of the training. - '

Cancellation Policy — If you do not cancel your scheduled class within 3 days of the
start date or if you do not show up at the class, the State will be charged a $100 no
show fee. -

“In-House Courses

You can enroll in classes offered by FTB through Aspen Aspen includes SkillSoft
classes for employee development, for which you will receive a prepaid license to
take these classes.
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To Register for In-Ho'use Courses:

2 Step S

T 24 Actvity

1

Access “Aspen” on the FTBNet home page or click on
http://fg41/aspen/lang-en/management/LMS LearnerHome.asp.  Aspen
provides direct access to all of the FTB training programs and courses.
When in Aspen, you can: '

e Search the course catalog;

e Register for classes;

e View your training transcripts; and

¢ View upcoming classes you are enrolled in.

Aspen emails the registration request to the employee’s supervisor for
approval. .

3 Supervisor approves or rejects the registration

4 Aspen emails the approved registration request to the employee and
supervisor.

5 Aspen emails-change notifications (e.g., class date, time, location) and

class cancellation to the employee.
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SIGNATURE AUTHORITY

Ail procurement analysts must follow the signature authority guideline depicted in the |
following table. This table pertains to procurements of IT and Non-IT goods and

services and refle

form: -

cts the signature authority approvals required when completing each - -

RIZE

Used for all purchase requests for

o BureauDirector .

FTB 6278 - T

Procurement | minor or major office - - ¢ Section Manager or above: :

Request supplies/equipment, IT e Departmental Allotment - ~|
‘ supplies/equipment/software, and Coordinator ‘

services/maintenance. }

FTB 6278A — | Used to request IT good/services e Project Oversight &

T - for FSR approved projects and Guidance Controller (if part. .

Procurement | Desktop & Mobile Computing of project) . . o)

Request (DMCP) purchases. \ e Technology-Services* ;. ="

(If applicable)

Division (IT Asset Center)

e Enterprise Architecture and

- Data Administration

¢ Data Resources and -
Business Intelligence
Section (for data exchange)

e Privacy, Security and.
Disclosure Bureau ‘

e Server Management Section
(if it includes the use or
acquisition of a server)

Used to contract with supplier for

STD 65 - Procurement Analyst
Purchasing goods/services e
Authority

Purchase

Order :

STD 66 — Used to send to Department of e Executive Officer
Purchase General Services (DGS) for them e Chief Financial Officer -
Estimate to conduct bid e Accounting Officer

STD 16 — Notification of Award of Procurement Analyst

Contract Goods/Services to Department of : '

Award Report

Fair Housing for orders over
$5,000

STD. 210 -
Short Form
Contract

Used for Contracts less than
_$9,999

Chief Financial Officer
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STD. 213 -

Used for Con racts Leases

Chlef Fmanmal Offlcer

Waiver

‘| whenever feasible. [f the

requirements are not met (see
Chapter 8 of this manual), the
procurement analyst must obtain a
waiver from the SB/DVBE

: Advocate

Standard Agreements

Agreement e

STD. 213A — . | Used for Contract Amendments | Chief Financial Officer . .

| Standard | ' : e

Agreement . “ |

Amendment fo - : ' ST

STD. 215~ | Used for Contract Transmittal e Accounting Officer

Agreement - e Procurement -Analyst

Summary .| TR

STD. 821 — | Used for Advertising Exemption e PCO . o

Contract-- | . o " '

Advertlsmg

Exemption - S ' S

Non- ' ‘Used to request approval of a e Executive Officer =~ oo o]

Competltlvely | contract with the only known e Agency-Secretary:

Bid -supplier e DGS'Director

Limit to Brand ‘Competitive bidding is limited to a e Mentor .

orTrade | specified brand or trade name if e Manager

Name (LTB) | the product specified is the only e« PCO . -

Bid (GSPD- - | product that will meet our needs "o Executive Ofﬁcer

08-001) ‘ e DGS (if over $25,000)

SB/DVBE Orders under $250,000 must be e SB/DVBE Advocate
awarded to an SB, MB or DVBE ' o '

Refer to Chapter 8, SB/DVBE Policy, for the mtemal review requtrements for these

options.

Refer to Chapter 23, Mentorship Program, for the internal review requirements.
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CHAPTER 22

FINANCING

1. Overview SR , : .
The State Financial Marketplace (SFM) established by DGS provides financing and
payment programs that serve California State and local governmental entities. - Tax-

" exempt rates are established with lenders for the purpose of financing-both -'p;urch;ase_sf -

and leases.as follows:.

e GS $Mart (Smart) is the program fo use to finance a purchase. Due to the -

State’s budget crisis, there are onlya fei lenders posting interest rates forthis. - -
program.. Theréfore, it should not'be assumed that financing:will be arranged ... . -

‘through GS $Mart. Financing will be reviewed on a case-by-case basis by DGS.~

+ Lease $Martis'the program to.use to finance a lease. Due:tothevState’s';pudget:._- s
crisis, there are no lessors currently posting lease factors for:this programi:. ;. . .o

Leases will:be:reviewed on a:case-by-case basis by DGS.

o Energy $Mart provides financing for energy management transactions.where_.. -« .. -
_energy improvements are made to facilities, and financed with the ENEIQY. .- o
savings over a period-of time. .Due to the State's budgetary crisis, there are-no. .. ... = .,
.. lenders currently posting interest rates for these financings and will be reviewed ... o i s

‘on a case-by-case basis by, DGS.- L e

Only approved Iendefs and Iess,ors‘partibipate in the programs. The.SFM prbyides s .
negotiated contractual terms and conditions. The result is financial security regarding - -

such issues as tax-exempt qualifications, financial health of the lender, and the State's . -
credit rating. - : . s

If FTB.is contemplating.financing.a transaction, FTB's procurement ,ana,lys.t,u..r‘ﬁ;isj_._..coniact

a DGS financial marketplace representative early in the acquisition planning.process. -

Use of any financing arrangement othérthan GS $Mart, even utili_zif__lg baseline budget .
resources, is prohibited without prior approval from the Department of.Finance (DOF). .- - ..

Financial marketplace representatives ‘c_a.n:

. Pro'vide brOgram information.

« Guide FTB through the financial marketplace process to create a financ';éd.f i

contract. o -
o Assist with refinancing contracts. ‘ .
o Assist with assignment (or notation) of financial marketplace contracts.

Access DGS'’s Procurement Division website for information regarding the Stéte

'Financial Marketplace and the use of GS $Mart in SAM section 3400 and Budget Letter

06-27.

SFM works with DGS’s Purchasing Authority Mahagement Section and the Office of
Legal Services to ensure all acquisitions have followed the proper-guidelines and that
the documentation is complete before approving the financing of an acquisition. .
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The procurement analyst ensures that the purchase meets all of the current crrterra
provided on the website and by foIIowmg the guldellnes below:

. _As specified in SAM sectron 3400, -and Budget Letter 06 27, financing requests

will be approved by DGS as set forth below. . The SFM Manager will request the -~ o

required approvals based on the type of purchase contemplated, and.upon.

satisfactory review.of all of the background documents provided by’ FTB such as_ :3 B

~ anissuepaper.. ,
.. SFM team members will conduct the bIdS for al! Ieasmg and frnancmg deals
e ltis.recommended that leasing and financing deals begin at $100,000.. Under
special circumstances, financing:may be arranged starting at $50,000.-

o The Certification of Compliance Form and the Request for Rate:-Quote- Form [T a;fh'.: s

- (RFRQ) must be fllled out by FTB'’s procurement analyst and returned to the
SFM Manager. -

: “ '9'_ - The Certlﬂcat:on of Comphance Form shall be completed by FTB’s procurement
- - analyst-and:signed by the FTB and-DGS individuals specified on the:form, -Thé:. - - ‘
- form must be approved by DGS prior to the SFM Manager starting the: fmancrng L e

~ . process. The form may need to be revised if the interest rates have changed. -
- e Financing from $50,000 to $499,999 must be approved by the SFM Manager, -
. between $500,000 and $999,999 must be approved by the Deputy Director of .

. DGS’sProcurement Division, between $1,000,000 and $10,000,000- must be -
approved by the Director of DGS, and anything greater.than $10,000,000. must -
be approved by the State Treasurer's Office and the Director of DGS. .- - - '

e Obtain DGS’s Opinion of Counsel for all financing transactions. : » .

o As specified.in Budget Letter 06-27, use of any financing arrangement other than :
‘GS $Mart is prohibited without prior-approval from DOF. FTB must request DOF -
approval in writing and must provide an analysrs to support the basrs for selectron '
of fmancmg outsrde the use: of GS $Mart ‘ . T

Due to the extenswe approval requrrements approval of the fmancrng ‘or Ieasmg
. process will take considerable time and should be kept in mind when requesting .
financing/leasing assistance. It is critical that when working on a financial package that < - =
- work with DGS, your customer(s) and your vendor(s) on the timing of all acquisition

activities. ‘The use of Financing does not relieve the department of meeting mandated

procurement requirements, including meeting the objectlves of the Prompt Payment Act. - |

2. Does the procurement meet the requrrements of GS $Mart?

To determine whether the procurement meets the requirements of GS $Mart, the
procurement analyst should ask the following questions and ensure that FTB: takes
the following actions:

o Assets to be financed must be essential to the FTB's mission.
o Assets to be financed cost at least $100,000 (not including financing costs) on
a case-by-case basis; assets costing $50,000 may be considered.
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o Tax-exempt financed assets must qualify under the federal Internal Revenue
Service (IRS) regulations.
e Financed assets must be maintained in good worklng order at all times.
e Funds are available for procurement costs lncludlng tralnlng, mstallatlon
. freight and sales tax. L
© o .The flnancmg perlod W|lI be no longer than the useful llfe of the flnanced
.+ assets.. -
. Payment schedules Wl|| be produced by lenders ina standard format T
- . . Financed assets must be for personal property, and not part of freehold or. R
.~ - improvement to-buildings (real property) ~ o o
" o~ Notify allender and supplier:prior to any asset relocatlon SERT L
‘o~ Forward a:copy of the procurement contract to-the GS $Mart Manager and
awarded lender, in-addition to the suppller State Controllers Office (SCO)
: and FTB’s accounting office. : ey
e With-assistance: from the Ienders the GS $l\/lart Manager wrll file: aII reqmred
P -reports with the:IRS. i s
~ e Completeall documents needed to close the fundlng and meet the dates
“specified on the payment schedule before the:supplier can be paid.-. RETARR R
Agree not'to‘replace any non-appropriated assets for at least one. fiscal year TR

" event of non-appropriation. }
e Commlt to:making payments to the lender per the payment schedule
e Make our best efforts to obtain fundlng for the financed assets. -
o Allow the lender orits de3|gnee to remove the flnanced assets in case. of noh- -
' approprlation
e Agree that there will be no Termlnatlon for Convenlence prowsron related to.< -
A financing in"the contract. U
e Take responsrblllty for risk of loss of assets' only after acceptance unless "
"‘_other\lee agreed to in the contract SR :

. 3. The Procurement Analyst Role o »
- Once the determlnatlon is-made that the procurement meets the flnancmg
reqwrements FTB’s procurement analyst role during the process-is:- - :

3.1 lnternal Process

' Check the Purchase Request Form 6278 for the Departmental OverS|ght
and Financial Performance Section’s (DRO) budgetary approval and -
validation of FTB's official "Intent to Finance” the acquisition.

e Include financing request information in the Purchase Order that will be
submitted to external approvers (see “External Process” below).

e Initiate and complete the procurement process — Purchase Order (STD. 65)
or Standard Agreement (STD. 213).

o Include financing notification in the solicitation documents (RFO RFQ, IFB,
RFP). -
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e Include financing language in the Purchase Order (PO)/Contract document.
. Not|fy Fiscal Accounting and provide: - :
“Intent to Finance” information
‘o A copy of the PO/Contract document™
o A copy ot amendments to the PO/Contract document

Example of language to be mcluded in the sohcrtatlon document and PO/Contract
document G 3 : , Sl

: '-_ LA fmancrng/lease -purchase or-operating lease via the. State Financial
... Marketplace (GS $Mart-and/or Lease $Mart). If payment is via the tmanCIaI
~: marketplace, the supplier will invoice the State-selected lender/lessor for aIl

B vflender/lessor will- pay the suppher on behalf of the State

- 3 2 External Process :
“-e: Contact DGS GS $Mart Representatlve

‘and procedures.
- o Complete Certification of Compliance Form and Request for Rate Quote

~ following to access the forms:
o Certification of Compliance Form
o Request for Rate Quote Form

3.3 During Process:.
P Prowde to DGS GS $Mart ; - e T
' . (‘ompleted and approved Certification of Compllan e Form and the rQeque'z’r Ll
.- for Rate Quote Form (RFRQ) : TIPS ,
. Copies of STD. 65/STD. 213: -
- Decision of flnance supplier selectlon P
Copies of invoices , '
Copies of amendments to STD 65/STD. 213
) Coples of final finance agreements

® © .0 o -9 .
,

3. 4 Final Process
Per the SCO, FTB's payment claim requests should include additional
 documentation, which includes:
e Copy of FTB's Delegated Purchase Authority
e Copies of STD. 65/STD. 213
e Copy of invoice(s)
¢ Evidence of DGS approval -~ DGS Legal — Opinion of Counsel document
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4. Financing Process Steps

i

TS

Finance Company

| Bills FTB for financing, based on agreement( ) and

payment schedule

Fiscal Accounting

Step! e o)k s
B . Marks 6278 to lndrcate purchase WI|| be frnanced
2. Procurement Analyst Notifies DGS of pending financing. before lssurng
] . | PO/Contract document -
3. DG,S'YG,S $|\'/lart‘ | Provides FTB guidance and fmancrng Ianguage to
o " | include in PO/Contract document. =
4. .| Procurement Analyst | Adds financing language to PO/Contract document
- |issues POI/Contract. document to vendor; sends. copy to
e | e et e Fiscal Accountlng ,
5. - | Procurement Analyst | Contacts DGS to initiate frnancmg request” T P R
6. |DGSGS$Mart - Sends F1B financing document package and. rnstruct|ons ._'
~ 7. . | Procurement Analyst | Sends.completed. package to DGS, including:certification . el
B IR DR - docuiments and coples of PO/Contract documents to be . |
o | financed
8. |DGS GS $Mart " |'Issues bid to GS. $Mart recelves responses prowdes
R "~ | options to FTB
9.. Procurement Analyst Selects finance company f from optrons provrded by DGS
~" | with Supervisor - 1 notifies DGS of selection” - r
| Approval .~ :
10. | DGS GS $Mart - ‘Fmalrzes frnancrng agreement with finance company,
' S notifies FTB of agreement; sends FTB amortlzatron/
* | payment schedule '
" 11. | Procurement Analyst Amends PO/Contract documents to show payment
S | schedule to finance company; sends amended
|.PO/Contract documents to DGS, finance company,
R .original vendors and- Fiscal Accounting.
- 12! Procurement Analyst Sends services received/acceptance documents. and
o | invoices to finance company” - -
13, | Finance: Company Pays vendor invoices -

Pays finance company 2

L 'Based on. prevrous experience and gurdance from DGS, DGS activities for steps 6

- through 10 are normally completed in two to three weeks.
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5. PURCHASED TANGIBLE ASSETS
- Purchased tangible assets that mav be fmanoed through GS $Mart include:
e Vehicles '

‘e Select services. |ncluded W|th the procurement of assets (e.g., warranty,
installation, tralnlng) ST . R
Furniture (including, modular)

Video conferencmg equlpment
Mallrng equipment. .

Telephone equrpment

Joutlay" Under tanglble assets below)

Tanglble assets that mav not be fmanced through GS $Mart mclude

' ",o' Consultant and other servrces
Real property mcludrng
cotand
.o Structures .
"o Easements .
o Other forms of Iegal entrtlements to use or drctate the use of reaI property
« Capital outlay projects that alter the purpose or capacity of real property. -
. Projects that keep real property functioning at its designed level of service, or "~ .
“improve the efficiency of its operating systems - such as repair projects and most‘ L
- energy efficiency projects - are not capital outlay.
o Note: Some energy efficiency projects (e.g., photovoltaics) can |nvolve
significant facility-engineering issues that make them capital outlay in nature
*or could. be limited by covenants.on debt-financed buildings. Such proleots
must recelve prror approval by the DOF before securrng ﬂnancmg
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1. Program Goals

Per Public Contract Code, as well as the State Contracting Manual, DGS has the
authority to delegate purchasing authority to departments that adequate controls in
place to ensure that procurements and contracts are conducted in accordance with
application statutes and policies. FTB Procurement Bureau created the Mentorship
Program as a way to adhere and support these standards.

The goals for the Procurement Bureau's Mentorship Program are to:

a. Build trust and facilitate positive change;

b. Create a learning environment and provide tools to the mentees to be successful
and broaden their job knowledge;

c. Enrich personal development by performing completed staff work by using
project management tools; .

-d. Ensure the solicitation process and documentation conform to the standards -
stated in SCM and FTB policy; and

e. Assist the mentees to problem-solve, by identifying the situation or problem,
analyzing the concerns, conducting research, and determining the appropriate
action. :

2. Current Mentorships

Table 23.1
1.1 Mentorships
Mentors Nicole Melissa Pam Yvonne |Rossana | Tracey | Bill
(Lead)
Mentees Tracie Jami Nicole Pam Marlene losif Rossana
John Jaime Melissa Linda Liz Nel Tracey
| Julia Bob Eic | = .| Susann | Marisa
1 L | | Jennifer | TaNita
Managers ' Michael, Bill and Yvonne

PCO - |. Susan

3. Approval Process:

The following approval practice must be used when preparing solicitation
documents, ' Evaluation and Selection worksheets/reports, Intent to Award,
Acceptance Letters, and contracts including Service Agreements, Standard
Agreements, Interagency Agreements, and Purchase Orders: This is to ensure
quality assurance with the department's procurement process and adherence to
SCM and the law.
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" Below is a list of prbcurement methods by dollar thresholds and the approval

required before releasing the named documents outside of our Bureau. Also, if
the purchase transaction needs a SB/DVBE waiver, you will need to submit your
waiver request to the SB/DVBE Advocate for approval prior to submitting the
package for external approval, as applicable. If during their review, SB/DVBE
Advocate finds something that appears to require further review, they will bring
this to the attention of Analyst's assigned mentor.  Since this document only
pertains to the internal approval process for our Bureau, you will still need to
obtain external approvals, such as the Executive Officer, Agency, and DGS when
appropriate. When developing your procurement schedule, you should allow
sufficient time for these internal review (at least two business days) and external
reviews (from 10 to 45 days) into your procurement timeline.

With the exception of the SB/DVBE Advocate, each mentor will determine the
level of review of each document for quality assurance with consideration of the
complexity of the document. If the document is ready for release, the mentor will
initial the first page of the document. You can arrange with the mentor when the
file documentation will be submitted for review.

All mentees will be on 100% review until their mentor and Manager agree to
release them progressively from a specified level of review. Procurements that
require PCO or Executive Officer approval, or require external approval from
Agency and/or DGS will always require review.

The table below outlines the internal review requirements in the PAM Bureau for
each procurement method.

Table 23.2 :
Procurement Bureau Internal Review :
Procurement ST | Non-IT Acquisitions - |-~ IT Acquisitions
"Method |Doar Threshold | “"pap Approvers | | PAM Approvers
Non-Competitively |All thresholds 1. Mentor 1. Mentor
Bids, including 2. Manager 2. Manager
Special Category 3. PCO 3. PCO
Limit to Brand or 1 Mentor 1. Mentor
Trade Name 2 Manager 2. Manager
(LTB) 3 PCO 3. PCO
Leveraged Up to $250,000 1. Mentor ‘ 1. Mentor
Procurements, PIA 2 SB/DVBE Advocate if | 2. SB/DVBE Advocate if
orlA requesting SB/DVBE requesting SB/DVBE
First Policy waiver First Policy waiver
$250,001 ~ and | 1. Mentor 1. Mentor
over 2. Manager 2. Manager
3. PCO 3. PCO
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" Procurement

Non-IT Goods {Up to $100 .
valued at $100 or . 2. SB/DVBE Advocate if | N/A
less (Sub) requesting SB/DVBE
First Policy waiver
Competitive Bids |Up to $4,999.99 1. Mentor 1. Mentor
: 2. SB/DVBE Advocate if | 2. SB/DVBE Advocate if
requesting SB/DVBE requesting SB/DVBE
First Policy waiver First Policy waiver
$5,000 to | 1. Mentor 1. Mentor
$750,000 2. Manager 2. SB/DVBE Advocate if
3. SB/DVBE Advocate if requesting SB/DVBE
requesting SB/DVBE First Policy waiver
First Policy waiver :
$750,001 to $1M | 1. Mentor 1. Mentor
2. Manager 2. SB/DVBE Advocate if
3. PCO - requesting SB/DVBE
4. SB/DVBE Advocate if First Policy waiver
requesting SB/DVBE
First Policy waiver
$1M to $3M 1. Mentor 1. Mentor
2. Manager 2. Manager
3. PCO 3. SB/DVBE Advocate if
4. SB/DVBE Advocate if - requesting SB/DVBE
requesting SB/DVBE ~ First Policy waiver
First Policy waiver
Over $3M 1. Mentor 1. Mentor
2. Manager 2. Manager
3. PCO 3. PCO
4. SB/DVBE Advocate if | 4. SB/DVBE Advocate if

requesting SB/DVBE
First Policy waiver

requesting SB/DVBE
First Policy waiver

Internal SB/DVBE First Policy Waiver — For any of the above procurement methods that will
result in a contract award under $250,000 to a non-SB/DVBE, the Procurement Analyst must

obtain aFirst Policy Waiver Under $250K from the SB/DVBE Advocate.

DVBE Program Requirements and DVBE Incentive Waiver — For any of the above

‘procurements, where applicable, the . Procure
Justification and DVBE Program Requirements an

to waive the DVBE Requirement and/or Incentive.
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1. lnteragency Agreements (IAs)

There are two types of Interagency Agreements (IAs), payable and - :
relmbursement The payable |A is used when FTB contracts for a service. to be

prowded by another State agency and FTB pays for it. The reimbursement IA i is . BN

" used.when FTB prowdes the service: to another State agency and they. pay:. F1B. A'

- ,FTB s: rntranet prowdes addltlonal tooIs descnbmg the IA process, such as:
.- Reimbursable Interagency Job Aids - -
-« Reimbursable Interagency Agreement Process . -

K Relmbursable Interaqency Aqreement Contract Workflow

’ 2 Payable 1A

v For any new request a Procurement Request (FTB 6278) and an lnformatnon

‘Exchange Verification.(IEV) form is completed by the requestor and sent to the AP TR

' Procurement Supervrsor for assngnment

. Foran emstmg contract W|thm 120 days of explratlon that may need to be ..~

‘renewed, the Procurement Analyst will send a renewal letter with a copy of the - L

prior A to the original requestor. If the requestor wishes to renew the contract,
they will need to provide any updates/changes needed for the renewal, along
with a completed FTB 6278 and |EV form.

The Procurement Analy'st will verify the request for correctness and approvals:
contact name, term and effective dates, scope of service, justification for service,

approvals (supervisor/manager, division, bureau director, budget office, Allotment - .

Coordinator), and CalStars/budget allotment codes. The Procurement-Analyst -~ -
then processes the requested changes utilizing the STD. 213 and assigning a- . - -
“contract number. For more details, refer to Chapter 3, Contract Basics of thlS

o manual

Once the updates are completed the Procurement Analyst sends the-contractto :. .- = .

his/her Mentor or Supervisor for review, then to the lead of the Data Exchange
Agreement Review Team (DEART) for review. The Procurement Analyst will-
also need to copy, revise, and sign an Agreement/Summary (STD. 215).. The -

Procurement Analyst routes one complete contract, which includes the STD. 213;

the STD. 215, and the 6278, in a folder with a sign off cover sheet for.internal
procurement approvals

Once the reviewed contract is finalized and all reviewers have approved it, and
the STD. 215 is signed by Fiscal Accounting, the Procurement Analyst checks
the “Exempt per” box in the lower right hand corner of the STD. 213 and types in
the current Non-IT Delegation number and date. Using the cover memo shell
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located on the Y: Drive in the Interagency Agreement Workload folder and
revising it accordingly,.the Procurement Analyst sends the cover memo and four

copies of the STD..213 to the other State agency for. approval and. S|gnatures on

all four copies. A copy of the'cover memo, STD 213 route sllp, etc is placed in S

i "'the procurement flle

2 1 Dlstrlbutlon of Orlgmal Slgnature Payable IA Contracts wnth Cover
‘Memos .

1 - Signed ongmal with a copy-of the STD 215 in the procurement flle |

- 1 -'Signed original contract mailed to other State agency
1 - Signed original, with a copy of the STD. 215 marled to DGS.
" Department of General Servuces _
Data:Entry:Unit- ‘
707 Third Street, Second Floor North
West Sacramento, CA 95608 - - -

. _1 Signed original, a copy’of the STD 215 malled to SCO o

- State Controller's Office .
3301 'C Street Room 407
Sacramento CA 95816

2.2. Distribution of Contract Coples

~ 1 - Email a PDF contract copy to FTB: EDRW Update
1 - Contract copy, with copy of STD. 215 to'Fiscal Accounting
1 - Contract copy, with copy of STD. 215 to Budget
1- Contract copy to orlgmal requestor .

IA agreements over $50,000 and less than $1 million that uses the General
Interagency Agreement provisions (including SAM 8752 and 8752.1 cost
provisions) without modification may be exempt from DGS, Office of Legal
Services review and approval. Please see SCM Volume 1, Chapter 4.04 for

specific approval information.
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~Then, the foursrgned coples of'the Std. 213 contract language, and therestof,. ... =~ = .

the procurement file are delivered to FTB’s Chief Financial Officer; who-will S|gn.; e
" the copies for FTB." When all four copies of the" signed contracts are returned, ; :

%" the Procurement Analyst. regrsters it'into’ DGS’ eProcurement system (SCPRS) e T
. and then distributes as follows: ™ - : e

e The Procurement Analyst WI” receive the four SIQned orlgmal COpleS of the STD T RV
213 back from the other State agency, verify the signatures, and review. for’ any. . e o T
changes.” If changes’'have been made to-the STD'213 or to the language:of the. .

" contract, the Procurement Analyst will need to have those approved, The -
- Procurement Analyst will follow up with the other State agency if it does not srgn
. and return the STD.-213 within ten (‘IO) working days. : S
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An |A that is over FTB s delegatlon amount of $1 million requires DGS approval.
The Procurement Analyst will need to send the four signed originals with the

- original STD. 215 to, DGS for approval with a cover memo and await DGS

approval. DGS will send back three original copies (keeping one for their

_records) of the STD. 213, with an approval stamp and date. DGS will also keep - e

the original STD. 215 so:a file- copy.should be:kept before it is mailed to DGS:

.-.Upon receiving the contract back from:DGS, the Procurement Analyst will follow'
- the dlsbursement procedures noted above, wrth the exception of mallmg a. copy o T

to DGS. since DGS keeps a upon approval
3 Relmbursement IA

For any new, request a Procurement Request (FTB 6278), IEV is completed by ,

_ the requestor and sent to the Procurement Superwsor for a33|gnment

. 'For an eX|st|ng contract neanng exp|rat|on that may need to be renewed tthe G e e
" Procurement Analyst will send a renewal letter with a copy of the prior: IA to the RIS

contact of the program area provrdmg the service for the IA.

| 'lfthe contract is gorng to be renewed the program area wrll need to provrde any~ - PR
. updates/changes needed for the renewal, along,with a completed FTB 6278 and. - -

[EV form. ‘The Procurement Analyst will verify. the request for correctness-and

approvals contact name, term and effective dates, scope of service, Justlﬂcatlon S A'
. for service, approvals (supervisor/manager, division, bureau director, budget

office, Allotment Coordinator), and CalStars/budget allotment codes. The
Procurement Analyst then processes the request utilizing the STD. 213 and
assigning a contract number. For more details, refer to Chapter 3, Contract
Basics of thls manual , L

Upon recelvmg the approval for the renewal, the Procurement Analyst erI need e v

to send an emaii with a.copy of the prior IA, any requested changes for the .

" renewal, and the new costing schedule to the other State agency. The other-- ST
agency will prepare the contract and STD. 213. -They will send'the four contract o

copies to FTB for signature. Once the Procurement Analyst receives the new -

- contract, the Procurement Analyst will need to.send it to their Mentor or-
'Supervrsor for review, then to the lead of the DEART for review. If there is a

need for any changes or additions to data exchange or security language, the
DEART will work through the Procurement Analyst to relay the changes to the
other State agency. :

Once approval is received from DEART, the Procurement Analyst assigns an
FTB contract number. For more details, refer to Chapter 3, Contract Basics of
this manual. The Procurement Analyst will also need to copy, revise, and sign a
STD. 215. The Procurement Analyst will use the Internal Route Slip to route the
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7 *-The Procurement Analyst erl then need to complete the cover memo shell

~“"ith the rest of the contract are sent back to the other State agency for .

P completely signed original copy of the STD. 213 back from the other State - .

“ 5 Acknowledgment Letters BEEEN

o _'-Under Ilmlted crrcumstances an Acknowledgement Letter may be used in Ileu of S

CHAPTER 24
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' four STD. 213s with the whole contract STD. 215, and the FTB 6278, in a folder. :
* with a sign off cover sheet for internal procurement approvals. Include anextra - .. -
~¢opy of the new contract, stamped “FISCAL" for Fiscal Accountrng and
_ -_“BUDGETS” for Budgets =

‘ ‘located o the Y: Drive'in the Interagency: Agreemént Workload folder and re'vrs“el P s
i accordingly.. The covér memo and the four FTB signed copies. of: the STD. 218 o 175w

signatures. (a copy is kept in file). The Procurement Analyst will receive one Y

agency. This orlgrnal will be placed in the flle and copies of the contract
3 drstrrbuted as follows o

‘ {31 Drsbursement of Contract Coples o o
~i |- Esmail*a’ PDF contract copy to FTB EDRW Update R
*1- Contract’ copy, with copy of STD.-215'to Fiscal Accounting -
" 1- Contract’ copy, with copy of STD. 215 to Budget
' 1 Contract copy to the provrdlng program area contact

. _4 Zero- Dollar lA

" For a zero-dollar 1A, follow the same process as a payable or rermbursable 1A, -
"'except for the following items: : S

o No STD. 215 needed

" No review by Fiscal Accounting or Budget

Only need two copies, one for FTB and one for the other State agency

No copies are sent to DGS or SCO ' :

e Th{s agency"rnrtlatlng the zero-dollar'lA will'sigh first.

""f,an 1A The followrng crlterra must be met in order to’ use an Acknowledgement
’ ,Letter _— : :
o Thé data exchange is one-way lNTO FTB _
o The providing State agency refuses to enter into a formal IA with FTB
« The providing State agency is not charging FTB for providing |nformat|on o
o FTBis not providing any information to the external State agency.

Acknowledgement Letters are processed by the Data Resources and Services
(DRS) unit and signed by FTB's Finance and Executive Services Division Chief.
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