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Department of Water Resource  
Enterprise Process Guide  

Purchasing 1: CAL-Card Purchasing  
Revised:  May 18, 2010 

 
Policy: The Department of Water Resources sponsors the CAL-Card (VISA) program to allow 
designated employees to make specific, business-related purchases of goods and services (less 
than $5,000) using procurement cards.  To be eligible for a procurement card a person must be a 
permanent employee, whose job responsibilities must require them to make frequent business-
related purchases that cannot be reasonably accomplished by the administrative staff that support 
DWR’s division/units.  Any procurement request greater than $5,000, or those that have special 
purchasing restrictions, must be ordered through departmental purchasing groups on a purchase 
order or utilize the service contracting process. 
Reference:  Executive Order No. W-73-9 

 SAM 3500 - Commodities Procurements 

 SAM 1200 - Services Procurements  
 State Contracting Manual, Volume 2 (Non-IT Goods)   
 DAM 8370.1 - CAL-Card Purchases  
 DAM 8380.4 (CAL-Card Program) 
 Purchasing Services 
 DWR CAL-Card Handbook 

Responsibility:  Cardholder   
 Purchasing Coordinator/Requisitioner  
 Approver/Supervisor 
 Purchasing Services 
 Buyer 
 CAL-Card Administrator 
 Division of Fiscal Services 

Forms   
General Information:  
The CAL-Card Program offers credit card services through a Master Service Agreement with a 
bankcard contractor.  This program is designed to consolidate invoices for low value purchases, 
reduce the need for cash advances and petty cash transactions, facilitate discounts on purchases 
with prompt payment, and provide lower processing costs to suppliers. 
 
CAL-Cards are regulated by spend limits that are set up at the time of the application.  Each card 
holder shall review charge card limits as the limits are different for each charge card holder.  
Approved applicants must take a mandatory training class before card is issued. 
 
Cardholders and Approvers are responsible for ensuring compliance with all State and 
departmental procurement and contracting rules, guidelines, and procedures.  Contracting rules, 
guidelines, and procedures include competitive bidding requirements, purchasing from mandatory 
Leveraged Agreement (LPA) sources, attaining prior approval of restricted transactions, and 
reporting (i.e., Small Business, DVBE, recycled content products, etc.) and completion of 
mandatory forms, as required. 
 
Disciplinary action may be taken for misuse of the CAL-Card.  The CAL-Card may not be used for 
travel and entertainment purposes, but rather is intended for small dollar purchases of goods and 
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services.  Use of the CAL-Card to split purchases to circumvent the State’s competitive bidding 
limit ($5,000) or a cardholders’ Single Transaction Limit is prohibited. 
  
Agency Program Administrators, Cardholders and Approvers can access CAL-Card information 
using U.S. Bank’s Access Online program management tool, a password protected, secure 
Internet website. Cardholders must register online, Approvers logins are set up by Purchasing 
Services Office. 
  
  
Note:  For information on obtaining a CAL-Card, click here to view the Purchasing Services' web 
site on CAL-Card. 
Procedures:  

 Action Responsible Party  Procedure  
1 Activates 

CAL-Card 
and registers 
card on 
AccessOnline  

Cardholder  The cardholder receives CAL-Card and using 
instructions provided by the CAL-Card Program 
Administrator activates the card and registers on 
AccessOnline. This is mandatory for all 
Cardholders. Welcome to Access Online 

2 Purchase 
goods or 
services 
using CAL-
Card 

Cardholder  The Cardholder may use the CAL-Card to 
purchase goods or non-recurring services in 
person, by telephone, through mail order, or over 
the Internet.  The Cardholder may place orders by 
telephone and have another employee pick up the 
order if the transaction is complete and no 
signature is required.  Only the Cardholder is 
authorized to sign the charge slip.  CAL-Cards can 
be used for purchasing goods or services under 
state contracts if the purchasing guidelines and 
the state contract allow for acquisition of the items 
using CAL-Card. 
 
Note:  If purchases are made for the purpose of 
providing meals to DWR employees and non-
DWR emergency workers during a declared 
Flood/Non-Flood Emergency, please see EPG 
Purchasing 2: CAL-Card Purchases during a 
Declared Flood/Non-Flood Emergency. 

3 Record 
transaction 
  

Cardholder After every CAL-Card transaction, the Cardholder 
must update the Monthly CAL-Card Log (DWR 
9315) and retain the sales receipt to include the 
new transaction.  Sales receipts from the vendor 
must be itemized and indicate payment was made 
by credit card.  Monthly CAL-Card Logs reflect 
statement billing cycle dates from the 23

rd

 of one 
month through the 22

nd

 of the following month.  On 
or after the 23

rd

 of each month, the Cardholder 
starts a new log when new activity occurs. 
 
Note:  Click here for instructions for completing 
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the Monthly CAL-Card Log (DWR 9315). 
4 Submit copies 

of sales 
receipts, 
invoices, 
and/or other 
supporting 
documents 

Cardholder After each CAL-Card transaction, the Cardholder 
must submit a copy of the sales receipt, invoice, 
and/or other supporting documents to their 
Purchasing Coordinator/Requisitioner for entry into 
SAP.  The original receipts, invoices, justification 
for each purchase, and other supporting 
documents must be included in the Monthly CAL-
Card Package. 
  
Note:  Appropriate cost object information for each 
line item should be provided to the 
Approver/Supervisor at this time. 

5 Create new 
SAP 
Purchase 
Requisition 

Purchasing 
Coordinator/Requisitioner 

SAP Transaction Code ME51N – Follow these 
steps to access SAP Work Instructions (WI) (if 
available):  From within SAP, enter the 
Transaction Code>Help> DWR Help (or access 
WIs at 
http://sapwebhelp.water.ca.gov/nav/index/htm). 
  
For the first CAL-Card transaction of a billing 
cycle, the Purchasing Coordinator/Requisitioner 
creates a new requisition in SAP for the CAL-Card 
vendor, and enters individual transaction and 
billing information.  This authorizes the 
commitment of funds.  Special consideration 
should be given to the following when creating a 
new CAL-Card requisition: 
  

• Appropriate Document type - - "CC".  
• Requisition number (issued by SAP upon 
entry of information into the requisition) 
should be written on the Statement of 
Account.  The Buyer can locate the 
requisition using the number and create a 
purchase order.  
• The Cardholder’s name is entered in the 
Account Assignment screen’s Recipient 
field.   
• Deactivate both the Goods Receipt and 
GR Non-value indicators and activate the 
Inv. Receipt indicator in the Valuation tab of 
the requisition.  (Refer to "Create a 
Purchase Requisition"; Transaction Code 
ME51N for more information on this 
process.)  
• Enter vendor number in DES, VENDOR 
field if available. 
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Typically, each CAL-Card purchase is entered as 
a separate line item and must include the Account 
Assignment (Cost Object) information. 
 
For more detail, click here to view Purchasing 
Services' web site 
  
Note:  A new SAP requisition must be created 
following the first CAL-Card transaction occurring 
in each billing cycle. 

6 Enter 
individual 
transaction 
along with 
billing 
information 
on an 
existing SAP 
requisition 

Purchasing 
Coordinator/Requisitioner 

SAP Transaction Code ME52N – Follow these 
steps to access SAP Work Instructions (WI) (if 
available):  From within SAP, enter the 
Transaction Code>Help> DWR Help (or access 
WIs at 
http://sapwebhelp.water.ca.gov/nav/index/htm). 
 
Provided monthly packages have not been 
submitted to the Purchasing Services Office, an 
Approver/Supervisor can pull up a requisition 
using the assigned requisition number and make 
necessary amendments or changes to an existing 
requisition; this authorizes the commitment of 
funds.  A need for change may result from 
additional CAL-Card purchases made during the 
billing cycle. 
 
For more detail, click here to view Purchasing 
Services' web site. 

7 Managing 
Account 
Summary 

Cardholder At the end of the billing cycle (22
nd

 day of the 
month), the bankcard contractor sends out the 
Statement of Account or the cardholder has the 
option to print the statement via. AccessOnline  
https://access.usbank.com 
 
Upon receipt of the Statement of Account the 
Cardholder reviews each transaction listed on the 
Monthly CAL-Card Log to reconcile with the 
Statement of Account.  Upon reconciliation of the 
documents, the Cardholder prepares a Monthly 
CAL-Card Package that consists of (1) Statement 
of Account; (2) Monthly CAL-Card Log; and (3) 
sales receipts, invoices, justification and other 
supporting documentation. 

8 (Optional) 
Verify 
information 
on the 
Statement of 

Approver/Supervisor SAP Transaction Code ME53N – Follow these 
steps to access SAP Work Instructions (WI) (if 
available):  From within SAP, enter the 
Transaction Code>Help> DWR Help (or access 
WIs at 
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Account to 
the SAP 
Requisition 

http://sapwebhelp.water.ca.gov/nav/index/htm). 
 
The Approver/Supervisor can display the SAP 
Requisition and verify the information against the 
Statement of Account. 

9 Approve 
monthly CAL-
Card 
Package 

Approver/Supervisor The Approver reviews the Monthly CAL-Card 
Package verifying all transactions are appropriate 
and not on the prohibited uses list. Upon review 
and approval, the Approver will sign and print their 
name on the Statement of Account 
 
Note:  If the package being reviewed is the CAL-
Card Usage during Flood/Non-Flood Emergencies 
packet, please see EPG Purchasing 2: CAL-Card 
Purchases during a Declared Flood/Non-Flood 
Emergency for instruction. 

10 Release 
requisition 

Approver/Supervisor SAP Transaction Code ME54N – Follow these 
steps to access SAP Work Instructions (WI) (if 
available):  From within SAP, enter the 
Transaction Code>Help> DWR Help (or access 
WIs at 
http://sapwebhelp.water.ca.gov/nav/index/htm). 
 
The Approver/Supervisor calls up the requisition in 
SAP and releases the appropriate line item(s) on 
the requisition so that a Purchase Order (STD. 65) 
can be created on these items. 

11 Distribute 
monthly CAL-
Card 
Package 

Approver/Supervisor 
(Field Divisions only) 

After the Cardholder and Approver have signed 
the monthly CAL-Card package, the Cardholder 
makes three copies and submits as follows: 
 

• Original plus 2 copies to the Headquarters  
Purchasing Services Office.  
• 1 copy retained for his/her records.  

 
Monthly CAL-Card packages are due to the 
Purchasing Services Office on or before the 10

th

 
day of each month. 

12 Review 
monthly CAL-
Card package 

CAL-Card Program 
Administrator 

Upon receipt of the Monthly CAL-Card Package, 
the CAL-Card Program Administrator 
audits/reviews the package to ensure that all items 
comply with State procurement requirements and 
the Department's CAL-Card policy and 
procedures. 

13 Create 
Purchase 
Order 

Buyer SAP Transaction Code ME21N – Follow these 
steps to access SAP Work Instructions (WI) (if 
available):  From within SAP, enter the 
Transaction Code>Help> DWR Help (or access 
WIs at 
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http://sapwebhelp.water.ca.gov/nav/index/htm). 
 
Upon receipt of the Monthly CAL-Card Package by 
the Purchasing Services Office, a Buyer will 
process the CAL-Card requisition into a purchase 
order (STD. 65), which will commit funds, and 
deliver the entire package to the Accounts 
Payable Office for payment. 

 
Enterprise Process Guides are maintained by Management Analysis Office 

 
If you have comments or suggestions on the Enterprise Process Guides send an email to the  

IT Service Center. 
 

Return to MAO’s Home Page  
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Department of Water Resources 
Enterprise Process Guide 

Purchasing 2: CAL-Card Purchases during a Declared Flood/Non-Flood Emergency 
Date Posted: NEW 

Current as of: May 18, 2010 
 

Policy:  It is the Department of Water Resources (DWR) policy to provide for the purchase of 
meals and beverages when engaged in declared emergency flood and non-flood fight activities.  
Justified by Water Code 8306, DWR may, using reasonable administrative discretion, provide 
meals to DWR and non-DWR emergency workers during a declared flood emergency which 
may reasonably exceed per diem meal cost limitations when purchasing from food service 
vendors, and purchasing food in bulk.  However, when engaged in a declared non-flood 
emergency, DWR may purchase from one or more food service vendors per Department of 
Personnel Administration (DPA) Rule 599.624. 
Reference:  Water Code 8306 

 Public Contract Code 1102 (Administrative 
Provisions, Definitions)  

 SAM 3511 (Emergency Purchases)  
 SAM 3571.2 (Sub-Purchase Order or Contract 

Delegation/Purchase Order for Emergencies)  
 State Contracting Manual, Volume 1 (Non-IT 

Services)  
o Section 3.10 (Emergency Contracts)  

 State Contracting Manual, Volume 2 (Non-IT Goods)  

 DAM 8380.7 (Emergency Purchases) 

 Purchasing Services 
 DAM 8370.2 (Sustenance) 

 
Responsibility:  Governor or DWR Director 

 Deputy Director 
 Payables Office 

 Logistics Chief 
 Volunteers 
 CAL-Card Cardholder 
 CAL-Card Program Administrator 
 Finance/Admin. Chief 
 Management Analysis Office (MAO) 

 Purchasing Services  
 Division of Fiscal Services  
 Department of General Service (DGS) 

 State Controllers Office (SCO) 
Forms  DWR 9664 

General Information: 
 
This procedure is intended to assist employees with food purchases using the State’s CAL-Card 
(VISA) and who are providing meals for employees and volunteers in the event of a flood or 
non-flood declared emergency. Various approvals are required, and any issues noted by the 
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CAL-Card Purchaser must be resolved prior to final approval of the food purchase from vendor.  
Overall coordination of food and beverage acquisition activities during an emergency is the 
responsibility of the Logistics Chief. 
Procedures: 

Action Responsible Party Procedure 

1 Emergency Declared Governor/Director 
DWR The Governor or Director of DWR 

declares an emergency.  An 
emergency as defined by Public 
Contract Code section 1102 is "a 
sudden, unexpected occurrence 
that poses a clear and imminent 
danger, requiring immediate action 
to prevent or mitigate the loss or 
impairment of life, health, property, 
or essential public services." 

2 Determines Purchase of 
Meals Necessary for 
Emergency Response  

Deputy Director  The Deputy Director of Business 
Operations determines that meals 
are needed for emergency 
response staff due to the nature of 
the emergency and staff 
requirements.  Notifies Payables 
Office to prepare Onset of 
Emergency Memorandum. 

3 Prepare Memorandum to 
SCO 

Payables Office Payables Office prepares memo 
(Onset of Emergency 
Memorandum) to notify SCO of 
emergency and intent to purchase 
meals. 

4 Submit Onset of 
Emergency Memo to 
SCO 

Deputy Director The Deputy Director of Business 
Operations approves the Onset of 
Emergency Memorandum, which is 
then submitted to the Audit 
Manager of SCO. 

5 Identify cardholders who 
will be purchasing food 
and contact CAL-Card 
Program Administrator 

Logistics Chief  The Logistics Chief identifies 2-3 
cardholders who will be responsible 
for using their CAL-Card to 
purchase food items during the 
declared emergency and emails the 
names, position title, and Division 
of the cardholders to the CAL-Card 
Program Administrator. 
 

NOTE:  This is a critical step 
to facilitate overall administration, 
coordination and internal 
processing of the bankcard 
contractor’s monthly billing 
statement. 
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6 Verify merchant category 
codes to allow for food 
purchases 

CAL-Card Program 
Administrator 

Verifies merchant category 
restrictions have been removed 
from cardholder profiles. 

7 Arrange for Meal 
Purchase 

CAL-Card Cardholder Purchase food.  Obtain agreement 
with vendor, and save receipts. 

8 Obtain CAL-Card Meal 
Log  

Logistics Chief or 
Designee 

The Logistics Chief reviews the 
CAL-Card Meal Log (DWR 9664) to 
make sure all volunteers, both 
DWR staff and non-departmental, 
who received meals have 
completed and signed the 
applicable CAL-Card Meal Log.  
When all logs are complete, the 
Logistics Chief and CAL-Card 
Cardholder approve and sign the 
CAL-Card Meal Log. 
 

9 Review and Approve 
CAL-Card Meal Log 

Finance/Administration 
Chief or Designee  

The Finance/Admin. Chief reviews 
the CAL-Card Meal Log (DWR 
9664), which DWR employees and 
non-DWR volunteers who engage 
in Flood/Non-Flood declared 
emergencies have signed for and 
received a meal during their shift. 
 

Note: These CAL-Card Meal 
Logs will take the place of a 
travel expense claim (TEC) for 
meals.  No individual TECs for 
meals will be accepted. 
 

10 End of Emergency and/or 
Disaster Declaration 

Governor/Director 
DWR 

The Governor or Director of DWR 
declares the end of the emergency 
in a formal memorandum. 

11 Direct End of Emergency 
Memo to be prepared 

Deputy Director At the end of the declared 
emergency, the Deputy Director of 
Business Operations notifies the 
Payables Office to prepare the End 
of Emergency Memorandum.  

12 Prepare Memorandum to 
SCO 

Payables Office Payables Office prepares End of 
Emergency Memorandum to notify 
SCO of the end of emergency and 
the meals purchased since the 
beginning of the declared 
emergency. 

13 Submit End of 
Emergency Memo to 
SCO 

Deputy Director The Deputy Director of Business 
Operations approves the End of 
Emergency Memorandum, which is 
then submitted to the Audit 
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Manager of SCO. 
14 Prepare Documentation 

for CAL-Card Usage 
during Flood/Non-Flood 
Emergencies packet  

Finance/Admin. Chief 
and CAL-Card 
Cardholder 
 

The Cardholder gathers all 
documentation which is submitted 
to the Logistics Chief. The 
CAL-Card Usage during 
Flood/Non-Flood Emergencies 
packet must include: 
 Copy of Emergency 

Declaration. 
 Justification memo. 
 DWR 9664 - CAL-Card Meal 

Log. 
 Itemized receipts indicating 

payment by VISA. 
 End of Emergency Memo. 

 
NOTE:  Please see Enterprise 

Process Guide Purchasing 1: 
CAL-Card Purchasing for details 
on how to prepare the SAP 
requisition and monthly CAL-Card 
package.  

15 Finance/Admin. Chief 
reviews and processes 
CAL-Card Usage during 
Flood/Non-Flood 
Emergencies packet 

Finance/Admin. Chief Finance/Admin. Chief complies and 
verifies all force account labor 
hours, travel and per diem, and 
prepares spreadsheets of these 
records for payment, 
reimbursement and audit purposes. 
 
Finance/Admin. Chief sends CAL-
Card Usage during Flood/Non-
Flood Emergencies packet to the 
Procurement and Contracting 
Office’s CAL-Card Administration 
Unit. 

16 CAL-Card Program 
Administrator reviews and 
processes CAL-Card 
Usage during Flood/Non-
Flood Emergencies 
packet 

CAL-Card Program 
Administrator 

The CAL-Card Administrator 
reviews all documentation 
submitted in CAL-Card Usage 
during Flood/Non-Flood 
Emergencies packet. 
 
Once all CAL-Card purchases have 
been verified, the CAL-Card 
Administrator creates a Purchase 
Order, and sends the CAL-Card 
Usage during Flood/Non-Flood 
Emergencies packet to the 
Payables Office. 
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NOTE: If there are any 
inconsistencies in the purchases 
made during the Flood/Non-Flood 
Emergency, the CAL-Card Program 
Administrator should contact the 
Logistics Chief. 

17 Payables Office reviews 
CAL-Card Usage during 
Flood/Non-Flood 
Emergencies packet and 
processes CAL-Card 
purchases 

Payables Office Payables Office receives the CAL-
Card Usage during Flood/Non-
Flood Emergencies packet, which 
is processed, and payments are 
made to the appropriate food and 
beverage vendors.  The packet is 
archived in the DWR’s financial 
records. 

 
 
 

Enterprise Process Guides are maintained by Management Analysis Office. 
 

If you have comments or suggestions on the Enterprise Process Guides send an email to the  
IT Service Center. 

 
Return to MAO’s Home Page  
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Department of Water Resources 
Enterprise Process Guide 

Purchasing 3: Emergency Purchase of Commodities  
Revised: August 29, 2011 

Current as of: July 25, 2012 

 

Policy:  The Department of Water Resources provides for the purchase of commodities 
(equipment, materials, and supplies) within its purchasing authority and in compliance with 
State procurement guidelines.  However, in an emergency it may be necessary to dispense 
with portions of the procurement process to enable quick and immediate response to 
unforeseen events.  A situation is considered to be an emergency when it is a sudden, 
unexpected occurrence that poses a clear and imminent danger threatening health, property, 
or essential public services.  Every effort must be made to obtain quotations from two or more 
suppliers.  However, in catastrophic emergency situations involving natural disasters, 
purchases may be made without competitive bidding when the goods are necessary for the 
immediate preservation or protection of the public health, welfare, or safety.   
 
Emergencies are divided into the following two classifications which affect how the acquisition 
will be processed:  

1) Emergency purchases in response to a natural disaster.  
2) Emergency purchases not in response to a natural disaster.  

 
Emergency procurements are only to be used in the case of a genuine emergency.  Such 
procurements will be utilized with absolute discretion and not as a substitute for advance 
planning and sound project management principles.  
 
Note:  Refer to State Contracting Manual Volume 2 (Chapter 2, Topic 5) for more detailed 
information on what constitutes an emergency purchase. 

 

Reference:  DAM 8040 - Emergency Purchases 
 DAM 8380.7 - Emergency Purchases 
 Public Contract Code 1102 (Definition) 
 Public Contract Code 10340(a)(1) 
 California Government Code 8558  
 SAM 3511 -  Emergency Purchases 
 SAM 3571.2 - Emergency Use of Sub-Purchase Order  
 State Contracting Manual Volume 2  

o Chapter 2, Topic 5 Emergency Purchases 
o Chapter 5, Topic 1 NCB Contracts 

 DWR CAL-Card Handbook 
 Purchasing Services 
 California Emergency Management Agency 
 Federal Emergency Management Agency 
 Enterprise Process Guide, Purchasing 1: CAL-Card 

Purchasing 
 Enterprise Process Guide, Purchasing 2: CAL-Card Purchases 

During a Declared Flood/Non-Flood Emergency 
 Enterprise Process Guide, Purchasing 4: Purchases Over 

$5,000 (RFQ)  
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 SAP Help 

Responsibility:  Program Requester  
 Supervisor  
 Authorized SAP Requisitioner 
 MMR Super User  
 DWR IT Service Center 
 Material Master Data Specialist 
 Vendor Master Data Specialist 
 Purchasing Services 

o Buyer 
o Warehouse / Inventory Management Staff 

 Division of Fiscal Services 
 Department of General Service Procurement Division 

(DGS/PD) 

Forms:  Purchasing Authority Purchase Order (STD 65)  

General Information: 
 
Scope of Emergency Procurement 
 
Emergency procurement is limited to only those supplies, materials, equipment, or major repair 
items necessary to meet the emergency (i.e., don’t purchase a year’s supply of goods when 
the emergency only requires 2 months of goods). 
 
Written Quotations 
 
Employees should at all times be good stewards of the taxpayers’ money and negotiate 
contracts at the most fair and reasonable cost to the State, seeking competitive proposals, 
wherever practical.  Every effort must be made to obtain quotations from two or more vendors. 
When certain goods are urgently required, and time does not permit the obtaining of written 
quotations, employees may obtain quotations by telephone using a script or narrative of the 
quotation requirements.  Quotations received over the telephone must be documented using a 
Bid/Quote Worksheet.  When telephone quotations are used, it remains necessary for a 
requisition to be prepared and released in SAP before the transaction can occur. 
 
Click here to access the Bid/Quote Worksheet.      Word     PDF   
 
Documentation 
 
Emergency purchases should be well documented and include receipts, invoices, purchase 
orders, rental agreements, etc., which will serve as a basis for settlement of claims and will 
support the Department’s request for supplemental federal assistance, if necessary. 
 
Regardless of the classification of the emergency, a record of the emergency procurement 
must be maintained that provides: 

 A description of the emergency. 
 The names and quotations of suppliers contacted. 
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 Explanation of why the situation warranted the emergency purchase. 
 Explanation of the consequences of making the purchase through normal procurement 

processes. 
 The dollar amount and type of each procurement, i.e. Leverage Procurement 

Agreements (LPAs). 
 A listing of the goods, services, or major repairs procured under each transaction.  
 Location where the goods will be used. 
 The identification number of each procurement file. 
 Photos if applicable for reimbursement from FEMA. 

 
Use of State Contracts 
 
The State Contracts Index List should be utilized to access contracts that provide the best 
pricing, and should be utilized before seeking open market bids if they can satisfy delivery 
requirements.  
 
If none of the existing contracts satisfy the needs, open market telephone or fax bids for 
commercially available items may be obtained from local suppliers.  Maintain a file for each 
procurement and document all efforts related to the acquisition.  Example: Obtained telephone 
or fax bid from Company A and Company B (which are both bona fide providers of Product X). 
Awarded to the lowest bidder (or state reason for how the selection was made).  This type of 
file documentation is important when applying for FEMA reimbursement. 
 
Steps to Take Prior to an Emergency 
 

 Pre-buy supplies, materials, batteries, generators and equipment believed to be needed 
to sustain the program. 

 Have back-up paper documents for use during and after disasters when computer 
systems are unavailable (i.e., requisitions, solicitation forms, purchase orders, stock 
received forms, etc.).  Maintain lists of procurement personnel, vendors who typically 
provide supplies, and materials and equipment commonly requested during 
emergencies.  Include emergency contact information, and distribute to appropriate 
personnel. 

 
 
CAL-Card Purchases 
 
The State’s CAL-Card (VISA) procurement card can add value to purchased goods/supplies 
during emergency conditions.  In most cases, CAL-Cards have been issued to employees for 
the specific purpose of providing for emergency purchases of commodities and services under 
$5,000.00.  Single transaction and monthly limits have been set accordingly, allowing the 
flexibility to make purchases when legitimate emergency situations exist.  Each cardholder is 
trained to know the card limit and what purchases are authorized for payment using the CAL-
Card account.  However, under extreme situations, when larger limits and controls are needed 
to meet emergency circumstances, an employee should seek approval from DWR’s CAL-Card 
Administrator to remove Merchant Category Codes and raise single transaction and/or monthly 
dollar limits to expedite purchases.  Once the emergency situation has ended, all card limits 
will be reset to their original levels. 
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CAL-Card purchasers must document all purchases made for the emergency using Who, What 
and Where criteria.  When a CAL-Card purchaser uses the card for State business and his/her 
name is on the card, the record must indicate for whom the purchases were made; what was 
the purpose of the purchase; and where the purchased items were used.  A copy of the 
Monthly CAL-Card Log and Statement of Account should be included highlighting the 
emergency purchases.    
 
FEMA Reimbursement Information 
 
If FEMA will be involved in reimbursement of costs, the following may apply: 

 FEMA maintains a list of maximum allowable costs for reimbursement.  Information is 
available at http://www.fema.gov/government/grant/pa/eqrates.shtm.  FEMA restrictions 
will apply for reimbursement eligibility. 

 FEMA recognizes other cooperative agreements between Federal, State and Local 
governments.  Preferences should be given to local contractors where practicable. 

 Photos may help support reimbursement applications. 
 FEMA normally requires that some type of competition take place and that prices are 

fair and reasonable. 
 FEMA considers rental over purchase of large equipment to satisfy emergency needs. 
 

Action Responsible 
Party 

Procedure 

1 Recognize the 
Need for an 
Emergency 
Purchase  
 

HQ/FD Program 
Requester 
 

The HQ/FD Program Requester identifies the 
need for an emergency purchase either:  

1) in response to a natural 
disaster; or  

2) not in response to a natural 
disaster, and 

prepares the required documentation, and 
initiates a call to the appropriate HQ/FD Buyer 
with advance information about the item(s) 
needed.  

The HQ/FD Program Requester then identifies the 
commodity to be ordered, the quantity, and when 
the commodity is needed.  Upon completion of the 
required documentation, the HQ/FD Program 
Requester forwards the information to the HQ/FD 
SAP Requisitioner or, if the emergency purchase 
is under $5,000, to a CAL-Card holder. 

Note:  Refer to Enterprise Process Guide, 
Purchasing 1: CAL-Card Purchasing or to 
Enterprise Process Guide, Purchasing 2: CAL-
Card Purchases During a Declared Flood/Non-
Flood Emergency.  Refer to State Contracting 
Manual Volume 2 (Chapter 2, Topic 5, Section 
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2.B5.2) for what information must be included in 
the required documentation. 

2 Review 
Documentation 

HQ/FD SAP 
Requisitioner 

Upon receipt, the HQ/FD Requisitioner reviews 
the documentation to determine if additional 
documentation and/or steps are required prior to 
creating a requisition in SAP: 

 Material Master Record (MMR): The HQ/FD 
Program Requester may identify a MMR, 
have the HQ/FD SAP Requisitioner select a 
MMR, or have a MMR added to SAP based 
on the purchase being made. 

 Vendor Master Record (VMR): The HQ/FD 
Program Requester may identify a VMR, 
have the HQ/FD SAP Requisitioner select a 
VMR, or have a VMR added to SAP. 

 Asset Master Record (AMR): Generally, if an 
individual item for purchase is over $5,000, 
an AMR is required. 

Note:  Refer to Enterprise Process Guide, 
Purchasing 4: Purchases Over $5,000 (RFQ), 
Procedure Actions 2a-4, for information on the 
procedures on creating material, vendor, or asset 
master data. 

3 Create SAP 
Requisition 

HQ/FD SAP 
Requisitioner 

Once all details have been addressed, the HQ/FD 
SAP Requisitioner creates a requisition in SAP for 
the specified item(s).  All supporting documents 
are to be scanned and attached to the Requisition 
in SAP so that a Purchase Order (STD 65) can be 
prepared. 
 
SAP Transaction Code ME51N – Follow these 
steps to access SAP Work Instructions (WI) (if 
available): From within SAP, enter the 
Transaction Code>Help> DWR Help (or access 
WIs at 
http://sapwebhelp.water.ca.gov/nav/index.htm).  

4 Release SAP 
Requisition 

HQ/FD SAP 
Requisitioner/ 
Approving 
Official  
 

The HQ/FD SAP Requisitioner contacts the 
Approving Official to review, approve, and 
electronically release the SAP requisition line 
items.  Through the release process, the 
Approving Official validates the need for the 
requested goods and/or services, ensures the cost 
object is correct, and releases appropriate line 
item(s) on the SAP Requisition so that a STD 65 
can be prepared.  
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Note:  It is very important that the employee 
releasing a requisition be knowledgeable about 
the requisitioning and release process.  Care 
should be taken to check the account assignment 
(Internal Order, WBS Element, or Plant 
Maintenance Order) specified and the cost 
element(s) (General Expense, Construction 
supplies, IT Hardware, etc.) used on each line 
item of the requisition. 
 
SAP Transaction Code ME54N – Follow these 
steps to access SAP Work Instructions (WI) (if 
available): From within SAP, enter the 
Transaction Code>Help> DWR Help (or access 
WIs at 
http://sapwebhelp.water.ca.gov/nav/index.htm). 

5 SAP Requisition, 
in Response to a 
Natural Disaster, 
is Reviewed 
 
SAP Requisition, 
NOT in 
Response to a 
Natural Disaster, 
is Reviewed 

HQ/FD Buyer Upon receipt, the HQ/FD Buyer reviews the SAP 
Requisition and required documentation to 
determine if additional documentation and/or steps 
are required prior to creating a STD 65 in SAP. 

If the requisition dollar amount exceeds the 
Department’s NCB contract purchasing authority 
dollar threshold of $25,000.00 then the FD Buyer 
forwards the SAP Requisition and required 
documentation to the HQ Buyer. 

6 Create Purchase 
Order (STD. 65) 
in Response to a 
Natural Disaster 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

HQ/FD Buyer 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

If the purchase is within the Department’s Non-
Competitively Bid (NCB) contract purchasing 
authority dollar threshold of $25,000.00 then the 
HQ/FD Buyer will proceed with the purchase and: 

 Document the circumstance of the 
emergency purchase. 

 Issue the STD 65, identifying the 
Department’s Purchasing Authority (PA) 
number in the PA number box on the STD 65. 

 Report the transaction on the NCB Contract 
Quarterly Report. 

If the purchase exceeds the Department’s NCB 
contract purchasing authority dollar threshold of 
$25,000.00 then the HQ/FD Buyer will proceed 
with the purchase and: 

 Document the circumstance of the 
emergency purchase. 

 Issue the STD 65, leaving the PA number box 
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Create Purchase 
Order (STD. 65) 
NOT in 
Response to a 
Natural Disaster 

 
 
 
 
 
HQ/FD Buyer 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
HQ Buyer Only 

on the Purchase Order STD 65 blank. 

If the purchase is within the Department’s NCB 
contract purchasing authority dollar threshold of 
$25,000.00 then the HQ/FD Buyer will proceed 
with the purchase and: 

 Document the circumstance of the 
emergency purchase. 

 Document names and quotations of suppliers 
contacted. 

 Issue the STD 65, identifying the 
Department’s PA number in the PA number 
box on the STD 65. 

 Report the transaction on the NCB Contract 
Quarterly Report. 

If the purchase exceeds the Department’s NCB 
contract purchasing authority dollar threshold of 
$25,000.00 then the HQ Buyer will:  

 Contact DGS/PD immediately or within the 
next business day to provide the 
circumstances of the emergency at the One-
Time Acquisition support number 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 STD 65 prior to issuing 
the Purchase Order. 

SAP Transaction Code ME21N – Follow these 
steps to access SAP Work Instructions (WI) (if 
available): From within SAP, enter the 
Transaction Code>Help> DWR Help (or access 
WIs at 
http://sapwebhelp.water.ca.gov/nav/index.htm). 

Note: Refer to State Contracting Manual Volume 
2 (Chapter 2, Topic 5, Sections 2.B5.3 and 2.B5.4) 
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7 Issue Purchase 
Order (STD 65) 
to Vendor in 
Response to a 
Natural Disaster 
 
 
 
 
 
 
 
 
 
Issue Purchase 
Order (STD 65) 
to Vendor NOT 
in Response to a 
Natural Disaster 
 
 
 

HQ/FD Buyer  
 
 
 
 
 
 
 
 
 
 
 
 
 
HQ/FD Buyer 

The HQ/FD Buyer issues the original STD 65, with 
signature(s) to the vendor via fax or e-mail.  
Copies of the STD 65 are sent to: 
 
 HQ/FD SAP Requisitioner.  
 DGS Procurement only if the purchase 

exceeds the Department’s NCB contract 
purchasing authority dollar threshold of 
$25,000.00. 

 
File the STD 65 and supporting documents in 
Purchasing Services’ central files. 
 
If the purchase is within the Department’s NCB 
contract purchasing authority dollar threshold of 
$25,000.00 then the HQ/FD Buyer issues the 
original STD 65, with signature(s), to the vendor 
via fax or e-mail.  
 
If the purchase exceeds the Department’s NCB 
contract purchasing authority dollar threshold of 
$25,000 then the HQ Buyer issues the original 
STD 65, with signature(s) to the vendor via fax or 
e-mail.  Copies of the STD 65 are sent to: 
 

 FD Buyer.  
 HQ/FD SAP Requisitioner.  
 Copy of the STD 65 is sent to DGS 

Procurement only if the purchase exceeds 
the Department’s NCB contract purchasing 
authority dollar threshold of $25,000.00. 

 
File the STD 65 and supporting documents in 
Purchasing Services’ central files. 

8 Check Status of 
SAP Requisition 

HQ/FD SAP 
Requisitioner 

The SAP Requisitioner can check the status of a 
Requisition to see if a STD 65 has been created 
and to obtain the STD 65 number by displaying 
the requisition in SAP.  
 
Use the icon “Other Purchase Requisition” and 
enter the requisition number to display the 
requisition.  In the Item section of the display 
screen, make sure the appropriate requisition line 
item is displayed.  Click on the Status tab.  
 
If a STD 65 has been created the number will be 
displayed under Purchasing Document. If not, the 
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Purchasing Document column will be blank.  
 
SAP Transaction Code ME53N – Follow these 
steps to access SAP Work Instructions (WI) (if 
available): From within SAP, enter the 
Transaction Code>Help> DWR Help (or access 
WIs at 
http://sapwebhelp.water.ca.gov/nav/index.htm). 
 

9 Post Goods 
Receipt for 
Purchase Order 

HQ/FD 
Warehouse/ 
Materials 
Management 
Staff 

HQ/FD Warehouse/Materials Management staff 
receives the specified item(s) or equipment and 
posts a Goods Receipt in SAP referencing the 
STD 65.  
 
SAP Transaction Code MIGO – Follow these 
steps to access SAP Work Instructions (WI) (if 
available): From within SAP, enter the 
Transaction Code>Help> DWR Help (or access 
WIs at 
http://sapwebhelp.water.ca.gov/nav/index.htm). 

Note:  Refer to Enterprise Process Guide,  
Materials Management 4: Goods Receipt Using 
SAP. 

10 Distribute 
Completed 
Purchase Order   

HQ Warehouse/ 
Materials 
Management 
Staff  
 
FD 
Administrative 
Staff 
 

The Warehouse/Materials Management staff 
gathers the packing slip and any other documents, 
and sends them to HQ PSO.  
 
Administrative staff within the Field Division 
Purchasing Group sends a complete copy of all 
transactions (the documents comprising the 
procurement file) to HQ PSO on a weekly basis for 
compliance purposes/filing. 

11 File Completed 
Purchasing 
Documents 

Purchasing 
Services 

Upon receipt of packing slip and/or other 
documents from the Warehouse/Materials 
Management Staff and FD Administrative staff, 
Purchasing Services files all documents with the 
STD 65. 
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12 Check Status of 
Payment 
(Optional) 

HQ/FD SAP 
Requisitioner  

The SAP Requisitioner can check the payment 
status of a STD 65 by displaying it in SAP to see if 
an invoice has been posted by Accounting.  
 
Use the icon “Other Purchase Order” and enter 
the purchase order number to display the 
purchase order.  In the Item section of the display 
screen, make sure the appropriate line item is 
displayed.  If there is a tab for STD 65 History, use 
it to display that history.  If there is no tab showing 
STD 65 History then no payment has been made.  
If an invoice has been posted, it will display an IR 
(invoice receipt), including a posting date and 
amount paid. 
  
SAP Transaction Code ME23N – Follow these 
steps to access SAP Work Instructions (WI) (if 
available): From within SAP, enter the 
Transaction Code>Help> DWR Help (or access 
WIs at 
http://sapwebhelp.water.ca.gov/nav/index.htm). 

 
 

Enterprise Process Guides are maintained by Management Analysis Office. 
 

If you have comments or suggestions on the Enterprise Process Guides, submit a Service Request via 
AquaAssist or contact the IT Service Center at 916-653-8723. 

 
Return to MAO’s Home Page  
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Department of Water Resources 
Enterprise Process Guide 

Purchasing 4: Purchases Over $5,000 (RFQ) 
Revised May 26, 2010 

 
Policy: It is the Department’s policy to provide for the purchase of commodities (equipment, 
materials, and supplies) within its purchasing authority and in compliance with State 
procurement guidelines.  The Department of General Services, Procurement Division (DGS PD) 
has granted the Department of Water Resources purchasing authority to purchase commodities 
to a limit of $100,000 per transaction (purchase order).  This purchasing authority is subject to 
the conditions specified in the State Contracting Manual, Volume 2 (Purchasing Authority 
Manual). 
 
Buyers/requisitioners have the responsibility to obtain a minimum of two (2) quotes from 
responsive and responsible bidders unless items are purchased through already competitively 
bid State contracts.  If competitive bidding is not possible, refer to the State Contracting Manual, 
Volume 2, Chapter 5 for the Non-Competitive Bid process or Chapter 5.6.1 for requirements on 
processing contract exemptions by statute or policy. 
 
Reference:  Government Code 14838 - Small Business Preference 

 Public Contract Code 10300-10334 - Competitive Bidding and 
Other Acquisition Procedures 

 State Contracting Manual, Volume 2 (Purchasing Authority 
Manual) 

 SAM 3503 - Competitive Purchasing 
 SAM 3506 - Purchasing Authority 
 DAM 8320 - Purchasing, General Policies 
 DAM 8340.13 - Acquisitions Between $5,000 - $100,000 
 Management Memo 03-10 
 Management Memo 07-10 
 Department of General Services, Procurement Division 
 

Responsibility:  Program Requester 
 Headquarters Supervisor/Field Division Approving Official 
 SAP Requisitioner 
 Buyer 
 DWR Help Desk 
 Material Master Data Specialist 
 Asset Master Data Specialist 
 Vendor Master Data Specialist 
 Purchasing Services 

○ Commodity Purchasing 
○ Materials Management 

 Division of Fiscal Services 
 

Forms  Purchasing Authority Purchase Order (STD. 65) 
 Purchase Estimates (STD. 66) 
 Purchase Order/Estimate Change Request (STD. 96) 
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 Bid/Quote Worksheet 
 SAP Vendor Master Data Request (DWR 9512) 
 SAP Material Master Data Record Request (DWR 9523) 
 SAP Material Master Data Record Request Instructions (DWR 

9523a) 
General Information: 
 
The following forms may be used in the procurement process associated with this Enterprise 
Process Guide. 
 
STD. 65, Purchasing Authority Purchase Order (PO) 
 
The Purchasing Authority (STD. 65), will be used for all commodity contract purchases (DGS 
PD negotiated leveraged procurements) up to the dollar amount stipulated in the contract as 
well as competitive procurements under our delegation whose total cost is $100,000 or less per 
transaction (purchase order) excluding sales tax and freight charges. 
 
The STD. 65 PO will be used in the same manner for IT goods procurements whose total cost is 
$1,000,000 or less per transaction. 
 
STD. 66, Purchase Estimate, 
 
Buyers in the Purchasing Services Office will prepare all Purchase Estimates (STD. 66), from 
requisitions and specifications submitted by purchasing coordinators and buyers in field location 
purchasing groups.  The STD. 66 is used for the purchase of materials, supplies, and equipment 
not available from leveraged procurements whose total cost exceeds $100,000 per transaction 
($1,000,000 for IT goods and services) excluding sales tax and freight charges.  Refer to 
Enterprise Process Guide Purchasing 6: Purchase Estimates, for detailed procedures. 
 
For commodity transactions over $100,000 or IT goods and service purchases over $1,000,000, 
Purchase Orders are issued by DGS PD from information submitted on Purchase Estimates. 
 
STD. 96, Purchase Order/Estimate Change Request 
 
The Purchasing Services Office will prepare a Purchase Order/Estimate Change Request (STD. 
96,) when DGS PD notifies Purchasing Services that the actual cost of items exceeds the 
Purchase Estimate, when it is necessary to increase or decrease the number of items ordered, 
or for other reasons identified by DGS PD. 
 
GSOP 42, Authorization to Exceed Monetary Limits, (Emergency Authorization) 
 
A GSOP 42, Authorization to Exceed Monetary Limits, is issued by DGS PD when, in an 
emergency situation, it is necessary to exceed the normal limits of the Department’s purchasing 
authority.  However, improper planning which results in insufficient time to process the purchase 
is not an emergency. 
 
All requests for emergency authorization purchases must be in memo form and made to the 
Headquarters’ Purchasing Services Office.  It is Purchasing Services’ responsibility to contact 
DGS PD to request a GSOP 42.  See Enterprise Process Guide Purchasing 3: Emergency 
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Purchases (Form 42), for detailed procedures. 
 
Additional Information: 
 
Bid Lists 
 
The Department recommends developing a variety of avenues for finding potential suppliers, 
establishing bidder’s lists, and varying the use of bidders. Employees involved in the 
procurement process should solicit: 
 

a. Suppliers who are developing new and improved products or equipment; 
b. Suppliers located near departmental operations; 
c. Suppliers who have a track record of meeting specifications and delivery schedules; 
d. Small Businesses and DVBE suppliers to help meet participation goals; 
e. Suppliers providing recycled content products 

 
GSPD-451, Bidder Instructions 
 
All solicitations greater than $5,000 must include the current GSPD-451, Bidder’s Instructions.  
DWR employees may add any additional bidder instructions as may be required to suit the 
special needs of an individual solicitation.  Updated versions of the GSPD-451 are available for 
printing on the DGS PD Internet site. 
 
GSPD-401, Non-IT Commodities, General Provisions 
 
All solicitations greater than $5,000 must include the current GSPD-401, Non-IT Commodities, 
General Provisions.  The General Provisions should be incorporated into solicitations by 
reference to DGS PD’s Internet site.  Additional Provisions may be added in certain instances 
and should be included as Special Provisions, and referenced as such, on the STD. 65.  Any 
addition, deletion or alteration of Special Provisions may not occur without prior approval by 
DWR’s Office of the Chief Counsel.  Evidence of legal review and approval must be maintained 
in the procurement file.  Updated versions of the GSPD-401 are available for printing on the 
DGS PD Internet site. 
 
Bid Evaluation 
 
The Department recommends that authorized buyers use the SAP RFQ process to “maintain” 
quotes received from vendors.  For complex or potentially problematic acquisitions, the 
“Bid/Quote Worksheet,” developed by DGS PD is also to be used to document the transaction.  
This worksheet will facilitate easy documentation and evaluation of quotations received and will 
assist in final selection. 
 
Final Documentation 
 
For procurement compliance reviews, audits, and consistent with good business practices, all 
procurement transactions must contain the following file documentation as appropriate: 
 

 Evidence of appropriate level of approval 
 Specifications 
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 List of all vendors solicited (name, telephone number, address) 
 RFQ, quotes received, and evidence of evaluation of bids 
 Bid/Quote Worksheet 
 Non-Competitively Bid Contract Justification form (if applicable) 
 Copy of Purchase Order, and amendments 
 Preference program calculations 
 Related correspondence, paper or electronic 

 
Compliance with Prompt Payment Act 
 
The Department is committed to compliance with the Prompt Payment Act.  It is the policy of the 
Department to either, 1) pay properly submitted, undisputed invoices within 45 days of receipt or 
contract specified payment dates, or 2) automatically calculate and pay late payment penalties.  
Interest penalties may not be waived, altered, or limited by any employee or vendor.  The 
prompt payment provisions apply to all businesses; however, DGS Office of Small Business and 
DVBE Certification (OSDC) certified small businesses with recognized nonprofits receive higher 
interest payments than other businesses.  The Prompt Payment Act applies to goods and 
services contracts, while construction payments are addressed under progress payment 
provision, Public Contract Code Section 10261.5. 
 
Prompt Payment Act – Late Payment Penalty Reporting 
 
The Department must report annually to the Director of DGS the number and amount of late 
payment interest penalty payments that were paid to vendors each year.  In accordance with the 
Act, the Accounting Office will collect, compile, and report this information to the DGS Director. 
 
Procedures: 

Action Responsible 
Party 

Procedure 

1 Identify Need 
for Purchase 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

HQ or FD 
Program 
Requester/ 
SAP 
Requisitioner 
 

 
 
 

Field Divisions  
 
 
 
 
 

 

The HQ Program Requester or FD Program 
Requester/SAP Requisitioner identifies the 
commodity to be ordered, the quantity, and when 
the commodity is needed. 
 
The HQ Program Requester then forwards all 
documents (quotes, specifications, etc.) to the HQ 
SAP Requisitioner. 
 
The FD Program Requester/SAP Requisitioner 
completes a SAP Requisition, giving consideration 
to whether the Material Master, Vendor Master, or 
Asset Master records are necessary.  (See Steps 
2a – 2d below.)   The FD Program Requester/SAP 
Requisitioner may have the Buyer select a vendor 
based on the purchase being made or may identify 
a vendor. 
 
Note:  Certain guidelines should be followed when 
selecting suppliers or creating and evaluating a 
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solicitation.  For more information please contact 
Purchasing Services. 

2 Review  
Documentation 

HQ SAP 
Requisitioner 

Upon receipt, the HQ SAP Requisitioner reviews 
the purchase documentation to determine if 
additional steps are required prior to creating a 
requisition in SAP. 
 

2a Display 
Material Master 
Record 

SAP 
Requisitioner/ 
MMR Super User 
(Field Division) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

SAP Transaction Code ZMMM – Material Master 
Review Report -- Follow these steps to access 
SAP Work Instructions (WI) (if available):  From 
within SAP, enter the Transaction Code>Help> 
DWR Help (or access WIs at 
http://sapwebhelp.water.ca.gov/nav/index.htm). 
 
The SAP Requisitioner determines if a Material 
Master Record (MMR) is required.  MMR numbers 
are required for the following types of materials: 
 

 Stock materials in a storage 
location/warehouse 

 IT hardware, software or accessories 
 Non-stock materials ordered on a regular 

basis for direct consumption. 
 
If the MMR exists and is extended to the correct 
Plant and/or Storage location, it will be available for 
selection when creating a requisition in SAP. 
 
If a MMR is required, the SAP Requisitioner 
displays the Material Master Review Report 
(ZMMM) to determine if the material exists and if it 
is extended to the correct Plant and/or Storage 
location in SAP. 
 
If the MMR does not exist or is not extended to the 
correct Plant and/or Storage location, the SAP 
Requisitioner will need to access the DWR Fiscal 
Services website, select the Master Data section, 
and then click on the Material Master Data link to 
access form SAP Material Data Request (DWR 
9523).  The request, with completed form DWR 
9523 attached, is sent via e-mail to the DWR Help 
Desk, who will assign a ticket to the Material Master 
Data Specialist to create a new MMR.  The 40-
character description of a MMR is not to be 
changed by the end user. 
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Field Divisions  

Note: Use SAP Material Master Data Record 
Request Instructions (DWR 9523a) for requesting 
multiple material master data. 
 
The MMR Super User reviews the request and 
forwards it to the DWR Help Desk, who will assign a 
ticket to the Material Master Data Specialist to 
create a new MMR.   
 
A MMR is not required for one-time purchases of 
materials for direct consumption or for purchases of 
office or janitorial supplies for direct consumption. 
 
Note:  Direct Consumption means that the goods 
(equipment, material or supply item) will be put into 
service or used immediately following receipt at a 
warehouse.  These goods are not meant to be 
stored in a designated DWR storage location for 
withdrawal (a goods issue) at a later date. 
 
If a MMR is not required, the SAP Requisitioner 
enters a brief description (40-character maximum) 
of the item to be purchased in the “short text” field 
of the SAP Requisition.  The line item, text 
overview, item text field, can also be used for 
additional descriptive information such as catalog 
numbers, ordering codes, product specifications, 
etc., that are specific to the item being purchased. 
 
Note:  When requesting a new MMR or entering 
short text, use industry recognized terms to 
describe the material.  Also, use the manufacturer’s 
part numbers and not the supplier’s stock number 
when possible for a new MMR. 
 

2b Create Material 
Master Record 

Material Master 
Data Specialist 
 
 
 
 
 
 
 
 
 
 
 
 

SAP Transaction Code MM01 – Follow these 
steps to access SAP Work Instructions (WI) (if 
available):  From within SAP, enter the 
Transaction Code>Help> DWR Help (or access 
WIs at 
http://sapwebhelp.water.ca.gov/nav/index.htm). 
 
The Material Master Data Specialist creates a new 
MMR, or extends an existing MMR to the correct 
Plant and/or Storage location. 
 
The Material Master Data Specialist closes the help 
desk ticket and notifies the requestor that the MMR 
has been created or extended. 
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Field Divisions   
The Material Master Data Specialist 
notifies the Field Division’s MMR Super User 
that the new MMR has been created.  The  
MMR Super User notifies the FD Program 
Requestor/SAP Requisitioner. 

 
2c Display Vendor 

Data 
SAP 
Requisitioner 

SAP Transaction Code XK03 – Follow these 
steps to access SAP Work Instructions (WI) (if 
available):  From within SAP, enter the 
Transaction Code>Help> DWR Help (or access 
WIs at 
http://sapwebhelp.water.ca.gov/nav/index.htm). 
 
If the Program Requester has identified a vendor, 
the SAP Requisitioner verifies that the vendor exists 
in SAP by using the Display Vendor transaction 
(XK03).  The Vendor Master Record will then be 
available for selection.  If a VMR does not exist, the 
SAP Requisitioner can request one using SAP 
Vendor Master Data Request (DWR 9512,) SAP 
Vendor Master Data Request.  The Fiscal Services’ 
website, Vendor Master Data section, provides 
information about how to establish a VMR. 
 

2d Create Vendor 
Master Record 
(VMR) 

Vendor Master 
Data Specialist 

SAP Transaction Code XK01 – Follow these 
steps to access SAP Work Instructions (WI) (if 
available):  From within SAP, enter the 
Transaction Code>Help> DWR Help (or access 
WIs at 
http://sapwebhelp.water.ca.gov/nav/index.htm). 
 
The Vendor Master Data Specialist creates a new 
VMR and notifies the requester once the record has 
been completed. 
 

3 Obtain Asset 
Master Record 
(AMR) 

SAP 
Requisitioner 

Generally, if an individual item for purchase is over 
$5,000, an Asset Master Record (AMR) is required.  
The SAP Requisitioner can access the Fiscal 
Services’ web site to obtain more information and 
the form necessary to create the record or, may 
contact the Asset Master Data Specialist for more 
information. 
 

4 Create Asset 
Master Record 

Asset Master 
Data Specialist 

SAP Transaction Code AS01 – Follow these 
steps to access SAP Work Instructions (WI) (if 
available):  From within SAP, enter the 
Transaction Code>Help> DWR Help (or access 
WIs at 
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http://sapwebhelp.water.ca.gov/nav/index.htm). 
 
The Asset Master Data Specialist creates a new 
AMR and notifies the SAP Requisitioner once the 
AMR has been created. 
 

5 Create SAP 
Requisition 

SAP HQ 
Requisitioner 

SAP Transaction Code ME51N – Follow these 
steps to access SAP Work Instructions (WI) (if 
available):  From within SAP, enter the 
Transaction Code>Help> DWR Help (or access 
WIs at 
http://sapwebhelp.water.ca.gov/nav/index.htm). 
 
Once all details have been addressed, the HQ SAP 
Requisitioner creates a requisition in SAP for the 
specified item(s). 
 
All supporting documents are to be scanned and 
attached to the Requisition in SAP so that a  
STD. 65 PO can be prepared. 
 

6 Release SAP 
Requisition 

SAP 
Requisitioner/ 
Approving Official 
 
 
 
 
 
 
 

 

SAP Transaction Code ME54N – Follow these 
steps to access SAP Work Instructions (WI) (if 
available):  From within SAP, enter the 
Transaction Code>Help> DWR Help (or access 
WIs at 
http://sapwebhelp.water.ca.gov/nav/index.htm). 
 
The SAP Requisitioner contacts their Approving 
Official to review, approve, and electronically 
release the SAP requisition line items.  Through the 
release process, the Approving Official validates the 
need for the requested goods and/or services, 
ensures the cost object is correct, and releases 
appropriate line item(s) on the SAP Requisition so 
that a STD. 65 can be prepared. 

 
Note:  It is very important that the employee 
releasing a requisition be knowledgeable of the 
requisitioning and release process.  Care should be 
taken to check the account assignment (Internal 
Order, WBS Element, or Plant Maintenance Order) 
specified and the cost elements(s) (General 
Expense, IT Hardware, Training, etc.) used on each 
line item of the requisition. 
 

7 Review 
Requisition 

Buyer The Buyer reviews the SAP requisition and any 
scanned attachments.  If the Program Requester 
has identified a vendor, the Buyer displays the 
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Vendor Master Data Record to confirm the vendor 
exists in the SAP system and verifies the quotes 
received from the vendors. 
 
If the Program Requester has not specified a 
vendor, the Buyer identifies vendors to be included 
in a RFQ based on criteria outlined on the 
requisition (commodities, specifications, estimated 
price, delivery date, etc.).  After the vendors have 
been identified, the Buyer displays the Vendor 
Master Data Record to determine if the vendor(s) 
exist in the SAP System. 
 
Note:  Click here to view criteria for selecting 
suppliers. 
 

8 Create Request 
for Quotation 

Buyer SAP Transaction Code ME41 – Follow these 
steps to access SAP Work Instructions (WI) (if 
available):  From within SAP, enter the 
Transaction Code>Help> DWR Help (or access 
WIs at 
http://sapwebhelp.water.ca.gov/nav/index.htm). 
 
The Buyer may decide to create a RFQ (a bid 
document) within SAP.  The Buyer then prints out 
the RFQ and sends it to the appropriate vendors. 
 

9 Review and 
Evaluate 
Quotes 

Buyer SAP Transaction Code ME47 – Follow these 
steps to access SAP Work Instructions (WI) (if 
available):  From within SAP, enter the 
Transaction Code>Help> DWR Help (or access 
WIs at 
http://sapwebhelp.water.ca.gov/nav/index.htm). 
 
Upon receipt of the RFQs, the Buyer evaluates and 
reviews the bid information received from the 
vendors and enters the quotations against the RFQ.  
Based on the information that is maintained, the 
SAP system will select the lowest responsible 
bidder. 
 

10 Check 
Delinquent 
Taxpayers Lists 

Buyer Checks to see if the lowest responsible bidder is on 
the Delinquent Taxpayers List for the Franchise Tax 
Board and the Board of Equalization.  If delinquent, 
document status and award to next lowest bidder.  
If not delinquent, proceed and document in the PO 
Header Note field. 

11 Create STD. 65 Buyer SAP Transaction Code ME21N – Follow these 
steps to access SAP Work Instructions (WI) (if 
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available):  From within SAP, enter the 
Transaction Code>Help> DWR Help (or access 
WIs at 
http://sapwebhelp.water.ca.gov/nav/index.htm). 
 
The Buyer uses the SAP RFQ or requisition to 
generate a STD. 65 in SAP.  The Buyer prints a 
copy of the STD. 65 and signs it. 
 
The Buyer documents the procurement file and 
must include the following: 
 

 Evidence of appropriate level of approval 
 Specifications 
 List of all vendors solicited (name, telephone 

number, address) 
 RFQ, quotes received, and evidence of 

evaluation of bids 
 Bid/Quote Worksheet (Procurement 

Summary) 
 Non-Competitively Bid Contract Justification 

form (if applicable) 
 Copy of STD. 65 and amendments 
 Preference program calculations 
 Related correspondence (paper or 

electronic) 
 

12 Send STD. 65 
to Vendor/  
DGS PD 

Buyer The Buyer faxes, or e-mails the original STD. 65 to 
the vendor and sends a copy through 
interdepartmental mail to DGS PD. 
 

13 Check Status 
of Requisition 

SAP 
Requisitioner 

SAP Transaction Code ME53N – Follow these 
steps to access SAP Work Instructions (WI) (if 
available):  From within SAP, enter the 
Transaction Code>Help> DWR Help (or access 
WIs at 
http://sapwebhelp.water.ca.gov/nav/index.htm). 
 
The SAP Requisitioner can check the status of a 
Requisition to see if a STD. 65 has been created 
and to obtain the PO number by displaying the 
requisition in SAP. 
 
Use the icon “Other Purchase Requisition” and 
enter the requisition number to display the 
requisition.  In the Item section of the display 
screen, make sure the appropriate requisition line 
item is displayed.  Click on the Status tab. 
If a PO has been created the number will be 
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displayed under Purchasing Document.  If not, the 
Purchasing Document column will be blank. 
 

14 Post Goods 
Receipt for 
Purchase 
Order 

Warehouse/ 
Materials 
Management 
Staff 

SAP Transaction Code MIGO – Follow these 
steps to access SAP Work Instructions (WI) (if 
available):  From within SAP, enter the 
Transaction Code>Help> DWR Help (or access 
WIs at 
http://sapwebhelp.water.ca.gov/nav/index.htm). 
 
Warehouse/Materials Management staff receives 
the specified item(s) or equipment and posts a 
Goods Receipt in SAP referencing the STD. 65.   
 
Note:  For more detailed information refer to EPG 
Material Management 4: Goods Receipt Using SAP. 
 

15 Distribute 
Completed 
Purchase 
Order 

Warehouse/ 
Materials 
Management 
Staff 
 
 
 
Field Divisions  

The Warehouse/Materials Management staff gather 
the packing slip and any other documents, and 
sends them to HQ Purchasing Services. 
 
Administrative staff within the Field Division 
Purchasing Group sends a complete copy of all 
transactions (the documents comprising the  
procurement file) to HQ Purchasing Services on a 
weekly basis for compliance purposes. 

16 File Completed 
Purchasing 
Documents 

Purchasing 
Services Office 

 

Upon receipt of packing slip and/or other 
documents from the Warehouse/Materials 
Management staff, the Purchasing Services Office 
files all documents with the PO. 

17 (Optional) 
Check Status 
of Payment 

SAP 
Requisitioner 

SAP Transaction Code ME23N – Follow these 
steps to access SAP Work Instructions (WI) (if 
available):  From within SAP, enter the 
Transaction Code>Help> DWR Help (or access 
WIs at 
http://sapwebhelp.water.ca.gov/nav/index.htm). 
 
The SAP Requisitioner can check the payment 
status of a PO by displaying it in SAP to see if an 
invoice has been posted by Accounting. 
 
Use the icon “Other Purchase Order” and enter the 
purchase order number to display the purchase 
order.  In the Item section of the display screen, 
make sure the appropriate line item is displayed.  If 
there is a tab for PO History, use it to display that 
history.  If there is no tab showing Purchase Order 
History then no payment has been made.  If an 
invoice has been posted, it will display an IR 
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Department of Water Resources 
Enterprise Process Guide 

Purchasing 5: Purchasing Under $5,000 (No RFQ) 
Revised: January 2, 2008 

 
Policy: It is the Department’s policy to provide for the purchase of commodities (equipment, 
materials, and supplies) within its purchasing authority and in compliance with State 
procurement guidelines.  The Department of General Services, Procurement Division (DGS PD) 
has granted the Department of Water Resources purchasing authority to purchase commodities 
to a limit of $100,000 per transaction (purchase order).  This purchasing authority is subject to 
the conditions specified in the State Contracting Manual, Volume 2 (Purchasing Authority 
Manual). 
 
It is not necessary to solicit quotes or bids for acquisitions valued at less than $5,000 if the 
prices can be determined to be fair and reasonable. 
Reference:  Government Code 14838.5 - Small Business Procurement and 

Contract Act 
 Public Contract Code 10332-10333 - Competitive Bidding and 

Other Acquisition Procedures 
 State Contracting Manual, Volume 2 (Purchasing Authority 

Manual) 
 SAM 3506 - Purchasing Authority 
 DAM 8320 - Purchasing, General Policies 
 DAM 8340.12 - Acquisitions Less Than $5,000 
 Management Memo 07-10 
 Department of General Services, Procurement Division 
 

Responsibility:  Program Requester 
 Supervisor 
 Authorized SAP Requisitioner 
 Buyer 
 DWR IT Service Center 
 Material Master Data Specialist 
 Asset Master Data Specialist 
 Vendor Master Data Specialist 
 Purchasing Services 

○ Commodity Purchasing 
○ Materials Management 

 Division of Fiscal Services 
 

Forms  Purchasing Authority Purchase Order (PO) (STD. 65) 
 SAP Material Master Data Record Request (DWR 9253) 
 SAP Multiple Material Master Data Record Request (DWR 

9523a) 
 SAP Vendor Master Data Request (DWR 9512) 
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General Information: 
 
The following forms may be used in the procurement process associated with this Enterprise 
Process Guide. 
 
 
STD. 65, Purchasing Authority Purchase Order 
 
The Purchasing Authority Purchase Order (PO) (STD. 65), will be used for all commodity 
contract purchases (DGS PD negotiated leveraged procurements) up to the dollar amount 
stipulated in the contract as well as competitive procurements under our delegation whose total 
cost is $100,000 or less per transaction (purchase order) excluding sales tax and freight 
charges. 
 
The STD. 65 will be used in the same manner for IT goods procurements whose total cost is 
$1,000,000 or less per transaction. 
 
Additional Information: 
 
Bid Lists 
 
The Department recommends developing a variety of avenues for finding potential suppliers, 
establishing bidder’s lists, and varying the use of bidders. Employees involved in the 
procurement process should solicit: 
 

a. Suppliers who are developing new and improved products or equipment; 
b. Suppliers located near departmental operations; 
c. Suppliers who have a track record of meeting specifications and delivery schedules; 
d. Small Businesses and DVBE suppliers to help meet participation goals; 
e. Suppliers providing recycled content products 

 
Final Documentation 
 
For procurement compliance reviews, audits, and consistent with good business practices, all 
procurement transactions must contain the following file documentation as appropriate: 
 

 Evidence of appropriate level of approval 
 Specifications 
 List of all vendors solicited (name, telephone number, address) 
 RFQ, quotes received, and evidence of evaluation of bids 
 Bid/Quote Worksheet 
 Non-Competitively Bid Contract Justification form (if applicable) 
 Copy of Purchase Order, and amendments 
 Preference program calculations 
 Related correspondence, paper or electronic 

 
Compliance with Prompt Payment Act 
 
The Department is committed to compliance with the Prompt Payment Act.  It is the policy of the 
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Department to either, 1) pay properly submitted, undisputed invoices within 45 days of receipt or 
contract specified payment dates, or 2) automatically calculate and pay late payment penalties.  
Interest penalties may not be waived, altered, or limited by any employee or vendor.  The 
prompt payment provisions apply to all businesses; however, DGS Office of Small Business and 
DVBE Certification (OSDC) certified small businesses with recognized nonprofits receive higher 
interest payments than other businesses.  The Prompt Payment Act applies to goods and 
services contracts, while construction payments are addressed under progress payment 
provision, Public Contract Code Section 10261.5. 
 
Prompt Payment Act – Late Payment Penalty Reporting 
 
The Department must report annually to the Director of DGS the number and amount of late 
payment interest penalty payments that were paid to vendors each year.  In accordance with the 
Act, the Accounting Office will collect, compile, and report this information to the DGS Director. 
 
Procedures: 

Action Responsible Party Procedure 

1 Identify Need 
for Purchase 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

HQ or FD Program 
Requester/ 
SAP Requisitioner 
 
 
 

 
 
 

Field Divisions  
 
 
 
 
 
 
 
 
 
 
 
 
 

The HQ Program Requester or FD Program 
Requester/SAP Requisitioner identifies the 
commodity to be ordered, the quantity, and when 
the commodity is needed.    
 
The HQ Program Requester then forwards all 
documents (quotes, specifications, etc.) to the HQ 
SAP Requisitioner. 
 
The FD Program Requester/SAP Requisitioner 
completes a SAP Requisition, giving consideration 
to whether the Material Master, Vendor Master, or 
Asset Master records are necessary.  (See Steps 
2a – 2d below.) The FD Program Requester/SAP 
Requisitioner may have the Buyer select a vendor 
based on the purchase being made or may identify 
a vendor.  
 
Note:  Certain guidelines should be followed when 
selecting suppliers or creating and evaluating a 
solicitation.  For more information please contact 
Purchasing Services. 

2 Review 
Documentation 
 

HQ SAP 
Requisitioner 

Upon receipt, the HQ SAP Requisitioner reviews 
the purchase documentation to determine if 
additional steps are required prior to creating a 
requisition in SAP. 
 

2a Display 
Material Master 
Record 

SAP Requisitioner/ 
MMR Super User 
(Field Division) 
 

SAP Transaction Code ZMMM – Material Master 
Review Report -- Follow these steps to access 
SAP Work Instructions (WI) (if available):  From 
within SAP, enter the Transaction 
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Field Divisions  

Code>Help>DWR Help (or access WIs at 
http://sapwebhelp.water.ca.gov/nav/index.htm). 
 
The SAP Requisitioner determines if a Material 
Master Record (MMR) is required.  MMR numbers 
are required for the following types of materials: 
 

 Stock materials in a storage 
location/warehouse 

 IT hardware, software or accessories 
 Non-stock materials ordered on a regular 

basis for direct consumption 
 
If the MMR exists and is extended to the correct 
Plant and/or Storage location, it will be available 
for selection when creating a requisition in SAP. 
 
If a MMR is required the SAP Requisitioner 
displays the Material Master Review Report 
(ZMMM) to determine if the material exists and if it 
is extended to the correct Plant and/or Storage 
location in SAP. 
 
If the MMR does not exist or is not extended to the 
correct Plant and/or Storage location, the SAP 
Requisitioner will need to access the DWR Fiscal 
Services website.  Select the Master Data section 
and then click on the Material Master Data link to 
access SAP Material Master Data Request (DWR 
9523).  The request, with completed DWR  9523 
attached, is sent via e-mail to the DWR IT Service 
Center, who will assign a ticket to the Material 
Master Data Specialist to create a new MMR.  The 
40-character description of a MMR is not to be 
changed by the end user. 
 
Note: Use SAP Multiple Material Master Data 
Record Request (DWR 9523a), for requesting 
multiple material master data. 
 
The MMR Super User reviews the request and 
forwards it to the DWR IT Service Center, who will 
assign a ticket to the Material Master Data 
Specialist to create a new MMR.  

 
A MMR is not required for one-time purchases of 
materials for direct consumption or for purchases 
of office or janitorial supplies for direct 
consumption. 
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Note:  Direct Consumption means that the goods 
(equipment, material or supply item) will be put into 
service or used immediately following receipt at a 
warehouse.  These goods are not meant to be 
stored in a designated Department storage 
location for withdrawal (a goods issue) at a later 
date. 
 
If a MMR is not required, the SAP Requisitioner 
enters a brief description (40-character maximum) 
of the item to be purchased in the “short text” field 
of the SAP Requisition.  The line item, text 
overview and item text field can also be used for 
additional descriptive information such as catalog 
numbers, ordering codes, product specifications, 
etc., that are specific to the item being purchased. 
 
Note:  When requesting a new MMR or entering 
short text, use industry recognized terms to 
describe the material.  Also, use the 
manufacturer’s part numbers and not the supplier’s 
stock number when possible for a new MMR. 
 

2b Create Material 
Master Record 

Material Master 
Data Specialist 
 
 
 
 
 
 
 
 
 
 
 
 
 

Field Divisions  

SAP Transaction Code MM01– Follow these 
steps to access SAP Work Instructions (WI) (if 
available):  From within SAP, enter the 
Transaction Code>Help>DWR Help (or access 
WIs at 
http://sapwebhelp.water.ca.gov/nav/index.htm). 
 
The Material Master Data Specialist creates a new 
MMR, or extends an existing MMR to the correct 
Plant and/or Storage location. 
 
The Material Master Data Specialist closes the IT 
Service Center ticket and notifies the requestor 
that the MMR has been created or extended. 
 
The Material Master Data Specialist notifies the 
Field Division’s MMR Super User that the new 
MMR has been created.  The MMR Super User 
notifies the FD Program Requestor/SAP 
Requisitioner. 
 

2c Display Vendor 
Data 

SAP Requisitioner SAP Transaction Code XK03 – Follow these 
steps to access SAP Work Instructions (WI) (if 
available):  From within SAP, enter the 
Transaction Code>Help>DWR Help (or access 
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WIs at 
http://sapwebhelp.water.ca.gov/nav/index.htm). 
 
If the Program Requester has identified a vendor, 
the SAP Requisitioner verifies that the vendor 
exists in SAP by using the Display Vendor 
transaction (XK03).  The Vendor Master Record 
will then be available for selection.  If a VMR does 
not exist, the SAP Requisitioner can request one 
using form SAP Vendor Master Data Request 
(DWR 9512).  The Fiscal Services’ website, 
Vendor Master Data section provides information 
about how to establish a VMR. 
 

2d Create Vendor 
Master Record 
(VMR) 

Vendor Master Data 
Specialist 

SAP Transaction Code XK01 – Follow these 
steps to access SAP Work Instructions (WI) (if 
available):  From within SAP, enter the 
Transaction Code>Help>DWR Help (or access 
WIs at 
http://sapwebhelp.water.ca.gov/nav/index.htm). 
 
The Vendor Master Data Specialist creates a new 
VMR and notifies the requester once the record 
has been completed. 
 

3 Create SAP 
Requisition 

SAP Requisitioner SAP Transaction Code ME51N – Follow these 
steps to access SAP Work Instructions (WI) (if 
available):  From within SAP, enter the 
Transaction Code>Help>DWR Help (or access 
WIs at 
http://sapwebhelp.water.ca.gov/nav/index.htm). 
 
Once all details have been addressed, the SAP 
Requisitioner creates a requisition in SAP for the 
specified item(s).  All supporting documents are to 
be scanned and attached to the requisition in SAP 
so that a Purchasing Authority Purchase Order 
(PO) (STD. 65) can be prepared. 
 

4 Release SAP 
Requisition 

SAP Requisitioner/ 
Approving Official 
 
 
 
 
 
 
 

 

SAP Transaction Code ME54N – Follow these 
steps to access SAP Work Instructions (WI) (if 
available):  From within SAP, enter the 
Transaction Code>Help>DWR Help (or access 
WIs at 
http://sapwebhelp.water.ca.gov/nav/index.htm). 
 
The SAP Requisitioner contacts their Approving 
Official to review, approve and electronically 
release the SAP requisition line items.  Through 
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the release process, the Approving Official 
validates the need for the requested goods and/or 
services, ensures the cost object is correct, and 
releases appropriate line item(s) on the SAP 
Requisition so that a PO can be prepared. 

 
Note:  It is very important that the employee 
releasing a requisition be knowledgeable of the 
requisitioning and release process.  Care should 
be taken to check the account assignment 
(Internal Order, WBS Element, or Plant 
Maintenance Order) specified and the cost 
elements(s) (General Expense, IT Hardware, 
Training, etc.) used on each line item of the 
requisition. 

5 Review 
Requisition 

Buyer The Buyer reviews the SAP requisition and any 
scanned attachments.  If the Program Requester 
has identified a vendor, the Buyer displays the 
Vendor Master Data Record to confirm the vendor 
exists in the SAP system and verifies the quotes 
received from the vendors. 
 
If the Program Requester has not specified a 
vendor, the Buyer identifies vendors to be included 
in a RFQ based on criteria outlined on the 
requisition (commodities, specifications, estimated 
price, delivery date, etc.).  After the vendors have 
been identified, the Buyer displays the Vendor 
Master Data Record to determine if the vendor(s) 
exist in the SAP System. 
 
Note:  Click here to view criteria for selecting 
suppliers. 
 

6 Check 
Deliquent 
Taxpayers 
Lists 

Buyer Checks to see if the lowest responsible bidder is 
on the Delinquent Taxpayers List for the Franchise 
Tax Board and the Board of Equalization.  If 
delinquent, document status and award to next 
lowest bidder.  If not delinquent, proceed and 
document in the PO Header Note field. 

7 Create  
Purchase 
Order  
(STD. 65) 

Buyer SAP Transaction Code ME21N – Follow these 
steps to access SAP Work Instructions (WI) (if 
available):  From within SAP, enter the 
Transaction Code>Help>DWR Help (or access 
WIs at 
http://sapwebhelp.water.ca.gov/nav/index.htm). 
 
The Buyer uses the SAP RFQ or requisition to 
generate a PO STD. 65 in SAP.  The Buyer prints 
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a copy of the PO and signs it. 
 
The Buyer documents the procurement file and 
must include the following: 
 

 Evidence of appropriate level of approval 
 Specifications 
 List of all vendors solicited (name, 

telephone number, address) 
 RFQ, quotes received, and evidence of 

evaluation of bids 
 Bid/Quote Worksheet (Procurement 

Summary) 
 Non-Competitively Bid Contract Justification 

form (if applicable) 
 Copy of PO and amendments 
 Preference program calculations 
 Related correspondence (paper or 

electronic) 
 

8 Send Purchase 
Order to 
Vendor/  
DGS PD 

Buyer The Buyer faxes, or e-mails, the original STD. 65 
PO to the vendor and sends a copy through 
interdepartmental mail to DGS PD. 
 

9 Check Status 
of Requisition 

SAP Requisitioner 
 
 
 
 
 
 
 
 
 

SAP Transaction Code ME53N – Follow these 
steps to access SAP Work Instructions (WI) (if 
available):  From within SAP, enter the 
Transaction Code>Help>DWR Help (or access 
WIs at 
http://sapwebhelp.water.ca.gov/nav/index.htm). 
 
The SAP Requisitioner can check the status of a 
Requisition to see if a PO has been created and to 
obtain the PO number by displaying the requisition 
in SAP. 
 
Use the icon “Other Purchase Requisition” and 
enter the requisition number to display the 
requisition.  In the Item section of the display 
screen, make sure the appropriate requisition line 
item is displayed.  Click on the Status tab.  If a PO 
has been created the number will be displayed 
under Purchasing Document.  If not, the 
Purchasing Document column will be blank. 
 

10 Post Goods 
Receipt for 
Purchase 
Order 

Warehouse/ 
Materials 
Management Staff 
 

SAP Transaction Code MIGO – Follow these 
steps to access SAP Work Instructions (WI) (if 
available):  From within SAP, enter the 
Transaction Code>Help>DWR Help (or access 
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WIs at 
http://sapwebhelp.water.ca.gov/nav/index.htm). 
 
Warehouse/Materials Management staff receives 
the specified item(s) or equipment and post a 
Goods Receipt in SAP referencing the PO. 
 
Note:  For more detailed information refer to 
Enterprise Process Guide, Material Management 
4: Goods Receipt Using SAP. 
 

11 Distribute 
Completed 
Purchase 
Order 

Warehouse/ 
Materials 
Management Staff 
 

Field Divisions  

The Warehouse/Materials Management staff 
gather the packing slip and any other documents 
and sends them to HQ Purchasing Services. 
 
Administrative staff within the Field Division 
Purchasing Group sends a complete copy of all 
transactions (the documents comprising the  
procurement file) to HQ Purchasing Services on a 
weekly basis for compliance purposes. 

 
12 File Completed 

Purchasing 
Documents 

Purchasing 
Services Office 
 

 

Upon receipt of packing slip and/or other 
documents from the Warehouse/Materials 
Management staff, the Purchasing Services Office 
files all documents with the PO. 

13 (Optional) 
Check Status 
of Payment 

SAP Requisitioner SAP Transaction Code ME23N – Follow these 
steps to access SAP Work Instructions (WI) (if 
available):  From within SAP, enter the 
Transaction Code>Help>DWR Help (or access 
WIs at 
http://sapwebhelp.water.ca.gov/nav/index.htm). 
 
The SAP Requisitioner can check the payment 
status of a PO by displaying it in SAP to see if an 
invoice has been posted by Accounting. 
 
Use the icon “Other Purchase Order” and enter the 
purchase order number to display the purchase 
order.  In the Item section of the display screen, 
make sure the appropriate line item is displayed.  If 
there is a tab for PO History, use it to display that 
history.  If there is no tab showing Purchase Order 
History then no payment has been made.  If an 
invoice has been posted, it will display an IR 
(invoice receipt), including a posting date and 
amount paid. 
 

 
Enterprise Process Guides are maintained by the Management Analysis Office. 
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If you have comments or suggestions on the Enterprise Process Guides, submit a Service Request via 

AquaAssist or contact the IT Service Center at 916-653-8723. 
  

Return to MAO’s Home Page  
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Department of Water Resources 
Enterprise Process Guide 

Purchasing 6: Purchase Estimates 
Revised: March 7, 2011 

 

Policy:  When a purchase request for commodities (materials, supplies, or equipment) is in 
excess of the Department’s purchasing authority, Purchasing Services prepares a Purchase 
Estimate (STD. 66) and forwards the documents to the Department of General Services 
Procurement Division (DGS PD) where the acquisition is performed. 
 
The Purchase Estimate is used for the purchase of non-contracted commodities when the total 
order exceeds $100,000 excluding taxes and freight charges, unless contracting with a small 
business pursuant to Government Code 14838.5. 
Reference:  Government Code 14838 (Small Business Procurement and 

Contract Act) 
 Public Contract Code 10311 (Competitive Bidding and Other 

Purchase Procedures) 
 Department of General Services, Procurement Division 
 SAM 3550-3558 (Requisitioning Procedures) 
 DAM 8320.3 (Orders Exceeding Purchasing Authority Limits 
 Purchasing Services Office 
 State Contracting Manual (SCM) Volume 2, Chapter 2, Section C 

6.0 (Purchase Requisition, General Use of the Purchase Estimate) 
Responsibility:  Program Requester 

 Supervisor (up through Division/Region/Office Chief) 
 SAP Requisitioner 
 Buyer 
 DWR Help Desk 
 Material Master Data Specialist 
 Asset Master Data Specialist 
 Vendor Master Data Specialist 
 Purchasing Services 

○ Commodity Purchasing 
○ Materials Management 

 Division of Fiscal Services 
Forms:  DWR 9505  SAP Asset Equipment Request 

 DWR 9512 SAP Vendor Master Data Request 
 DWR 9523  SAP Material Master Data Record Request 
 STD. 65  Purchasing Authority Purchase Order 
 STD. 66  Purchase Estimate 

Procedures: 

Action Responsible 
Party 

Procedure 

1 Identify need 
for purchase 

HQ or FD Program 
Requester/SAP 
Requisitioner 
 
 

The HQ Program Requester or FD Program 
Requester/SAP Requisitioner (1) identifies the 
commodity to be ordered, the quantity, and when it 
is needed and (2) prepares the commodity 
specifications.  The Program Requester may 

44

http://www.leginfo.ca.gov/cgi-bin/displaycode?section=gov&group=14001-15000&file=14835-14843
http://www.leginfo.ca.gov/cgi-bin/displaycode?section=gov&group=14001-15000&file=14835-14843
http://www.leginfo.ca.gov/cgi-bin/displaycode?section=pcc&group=10001-11000&file=10300-10334
http://www.leginfo.ca.gov/cgi-bin/displaycode?section=pcc&group=10001-11000&file=10300-10334
http://www.pd.dgs.ca.gov/default.htm
http://sam.dgs.ca.gov/TOC/3500/3550/default.htm
http://aquanet.water.ca.gov/mao/dam/8000/8300.htm#b8320_3
http://aquanet.water.ca.gov/purchasing/
http://www.dgs.ca.gov/pd/Resources/publications/SCM2.aspx
http://www.dgs.ca.gov/pd/Resources/publications/SCM2.aspx
mailto:helpdesk@water.ca.gov
http://aquanet.water.ca.gov/purchasing/
http://aquanet.water.ca.gov/fiscal/index.cfm
http://aquanet.water.ca.gov/mao/forms/9505.pdf
http://aquanet.water.ca.gov/mao/forms/9512.pdf
http://aquanet.water.ca.gov/mao/forms/9523.pdf
http://www.documents.dgs.ca.gov/osp/pdf/std065.pdf
http://www.documents.dgs.ca.gov/osp/pdf/std066.pdf


 
 
 
 
 
 
 
 
 
 
 
Field Divisions 

specify a source of supply (desired vendor); 
however, the DGS PD will select a vendor based 
on bid evaluations. 
  

NOTE:  Certain guidelines should be followed 
when selecting suppliers.  For more information 
please contact Purchasing Services. 
 
The HQ Program Requester then forwards all 
documents (quotes, specifications, etc.) to the 
SAP Requisitioner. 
 
The FD Program Requester/SAP Requisitioner 
completes an SAP Requisition, giving 
consideration to whether the Material Master, 
Vendor Master, or Asset Master records are 
necessary.  (See steps 2a-4 below)    
 
For information on Non-competitive Bid contracts 
refer to EPG Purchasing 12:  Non-Competitively 
Bid Contracts (For Goods). 
 
For information on Limit to Brand or Trade Name 
(LTB) transactions refer to Purchasing web site, 
form GSPD-08-001. 

2 Review 
Documentation 

HQ SAP 
Requisitioner 

Upon receipt, the HQ SAP Requisitioner reviews 
the purchase documentation to determine if 
additional steps are required prior to creating a 
requisition in SAP. 

2a Display 
Material 
Master Record 

SAP 
Requisitioner/MMR 
Super User (Field 
Division) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Display Material Master Review Report; 
Transaction code ZMMM -- Follow these steps 
to access SAP Work Instructions (WI) (if 
available): From within SAP, enter the 
Transaction Code>Help> DWR Help (or access 
Material Management – related WIs at 
http://sapwebhelp.water.ca.gov/nav/index.htm). 
  
The SAP Requisitioner determines if a Material 
Master Record (MMR) is required. MMR numbers 
are required for the following types of materials:  

 Stock materials in a storage 
location/warehouse.  

 IT hardware, software or accessories.  
 Non-stock materials ordered on a regular 

basis for direct consumption.  
 
A MMR is not required for one-time purchases of 
materials for direct consumption or for purchases 
of office or janitorial supplies for direct 
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Field Divisions 

consumption. 
 

NOTE:  Direct Consumption means that the 
goods (equipment, material or supply item) will be 
put into service or used immediately following 
receipt at a warehouse.  These goods are not 
meant to be stored in a designated DWR storage 
location for withdrawal (a good issue) at a later 
date. 
 
If the MMR exists and is extended to the correct 
Plant and/or Storage location, it will be available 
for selection when creating a requisition in SAP. 
  
If a MMR is required, the SAP Requisitioner 
displays the Material Master Review Report 
(ZMMM) to determine if the material exists and if it 
is extended to the correct Plant and/or Storage 
location in SAP. 
  
If the MMR does not exist or is not extended to the 
correct Plant and/or Storage location, the SAP 
Requisitioner will need to access the DWR Fiscal 
Services website, select the Master Data section, 
and then click on the Material Master Data link to 
access form DWR 9523, SAP Material Master 
Data Request. The request, with completed form 
DWR 9523 attached, is sent via e-mail to the DWR 
Help Desk, who will assign a ticket to the Material 
Master Data Specialist to create a new MMR. The 
40-character description of a MMR is not to be 
changed by the end user. 
 
The MMR Super User reviews the request                       
and forwards it to the DWR Help Desk, who will 
assign a ticket to the Material Master Data 
Specialist to create a new MMR.  
 
 
If a MMR is not required, the SAP Requisitioner 
enters a brief description (40-character maximum) 
of the item to be purchased in the “short text” field 
of the SAP Requisition. The line item, text 
overview, item text field, can also be used for 
additional descriptive information such as catalog 
numbers, ordering codes, product specifications, 
etc., that are specific to the item being purchased. 
  

NOTE: When requesting a new MMR or 
entering short text, use industry recognized terms 
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to describe the material. Also, use the 
manufacturer’s part numbers and not the 
supplier’s stock number when possible for a new 
MMR. 

2b Create Material 
Master Record 

Material Master 
Data Specialist 
 
 
 
 
 
 
 
 
 
Field Divisions 

Create Material Master Record; Transaction Code 
MM01 
 
The Material Master Data Specialist creates a new 
MMR, or extends an existing MMR to the correct 
Plant and /or Storage location. 
 
The Material Master Data Specialist closes the 
help desk ticket and notifies the requestor that the 
MMR has been created or extended. 
 
The Material Master data Specialist notifies the 
Field Division’s MMR Super User that the new 
MMR has been created.  The MMR Super User 
notifies the FD Program Requestor/SAP 
Requisitioner. 

2c Display Vendor 
Data 

SAP Requisitioner Display Vendor; Transaction Code XK03 
 
If the Program Requester has identified a vendor, 
the SAP Requisitioner verifies that the vendor 
exists in SAP by using the Display Vendor 
transaction (XK03).  The Vendor Master Record 
will then be available for selection.  If a VMR does 
not exist, the SAP Requisitioner can request one 
using form DWR 9512, SAP Vendor Master Data 
Request.  The Fiscal Services’ website, Vendor 
Master Data section, provides information about 
how to establish a VMR. 

2d Create Vendor 
Master Record 
(VMR) 

Vendor Master 
Data Specialist 

Create Vendor (Centrally); Transaction Code 
XK01 
 
The Vendor Master Data Specialist creates a new 
Vendor Master Data Record and notifies the 
requester once the record has been completed. 

3 Obtain Asset 
Master Record 
(AMR) 

SAP Requisitioner Generally, if an individual item for purchase is over 
$5,000, an Asset Master Record (AMR) is 
required.  The SAP Requisitioner can request an 
AMR using form DWR 9505, SAP Asset 
Equipment Request.  The Fiscal Services’ 
website, Financial Reporting and Analysis Office, 
provides information about how to establish an 
asset or you may contact the Asset Master Data 
Specialist for more information. 

4 Create Asset Asset Master Data 
Specialist 

Create Asset Master Record; Transaction Code 
AS01 
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The Asset Master Data Specialist creates a new 
Asset Master Data Record and notifies the 
requester once the record has been completed. 

5 Create SAP 
Requisition 

HQ or FD SAP 
Requisitioner 

Create a Requisition; Transaction Code ME51N 
 
Once all details have been addressed, the HQ or 
FD SAP Requisitioner creates a requisition in SAP 
for the specified item(s).  
 
All supporting documents are to be scanned and 
attached to the Requisition in SAP so that a 
STD.66, Purchase Estimate can be prepared. 
 
To attach document in SAP; click the Services 
For Object icon.  Select Create, then Create 
Attachment. 

6 Release SAP 
Requisition 

SAP Requisitioner/ 
Approving Official 

Release Purchase Requisition; Transaction Code 
ME54N 
 
The SAP Requisitioner contacts their Approving 
Official to review, approve, and electronically 
release the SAP requisition line items.  Through 
the release process, the Approving Official 
validates the need for the requested goods and/or 
services, ensures the cost object is correct, and 
releases appropriate line item(s) on the SAP 
Requisition so that a STD. 66 Purchase Estimate 
can be prepared. 
 

Note:  It is very important that the employee 
releasing a requisition be knowledgeable of the 
requisitioning and release process.  Care should 
be taken to check the account assignment 
(Internal Order, WBS Element, or Plant 
Maintenance Order) specified and the cost 
elements(s) (General Expense, IT Hardware, 
Training, etc.) used on each line item of the 
requisition. 

7 Display 
outstanding 
Requisitions 

FD Buyer The Field Division Buyer displays outstanding 
requisitions and notifies the HQ Buyer of the SAP 
requisition to be processed. 

8 Review 
Requisition 

HQ Buyer The HQ Buyer reviews the SAP requisition and 
any scanned attachments.  If the Program 
Requester has identified a vendor, the Buyer 
displays the Vendor Master Data Record to 
determine if the vendor exists in the SAP system 
and verifies the quote received from the vendor. 
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If the Program Requester has not specified a 
vendor, the Buyer identifies vendors to be included 
in a Request for Quotation based on criteria 
outlined on the requisition (estimated price, 
delivery date, etc.).  After the vendors have been 
identified, the Buyer displays the Vendor Master 
Data Record to determine if the vendor(s) exists in 
the SAP System. 
 

Note:  Click here to view criteria for selecting 
vendors. 

9 Create 
Purchase 
Estimate (STD. 
66) 

HQ Buyer Create an RFQ for a Purchase Estimate Type PE; 
Transaction Code ME 41 
 
The Buyer will then use the SAP Requisition to 
generate the Purchase Estimate (STD. 66) in 
SAP.  If the Program Requester has specified a 
vendor(s), the Buyer will note to DGS PD which 
vendor(s) should receive a copy of the bid 
package. 
 
The Buyer then prints a copy of the Purchase 
Estimate (STD. 66) and signs it.  The Chief, 
Purchasing Services Office also signs the 
Purchase Estimate. 

10 Forward 
Purchase 
Estimate (STD. 
66)   

HQ Buyer The Buyer forwards the original Purchase 
Estimate (STD. 66) and any attachments to DGS 
PD. 

11 Check Status 
of Requisition 

SAP Requisitioner Display an RFQ; Transaction Code ME43 
 
The SAP Requisitioner can check the status of the 
SAP Requisition and display within the text 
overview: 
 

 When and if a Purchase Estimate has been 
generated from the SAP Requisition. 

 The Purchase Estimate number. 
12 Solicit bids Department of 

General Services, 
Procurement 
Division 

The Purchase Estimate (STD. 66) is processed by 
the DGS PD.  Solicitation is prepared and sent to 
prospective bidders.  Bids are received, evaluated, 
and awarded.  DGS PD prepares a Purchase 
Order (STD. 65) and sends the original Purchase 
order (STD. 65) to the vendor.  Copies of the 
Purchase Order are sent to the Department’s 
Purchasing Services Office. 

13 Create 
Purchase 
Order STD. 65 

HQ Buyer Create Purchase Order; Transaction Code ME21N 
 
Upon receipt of the Purchase Order (STD. 65) 

49

http://aquanet.water.ca.gov/purchasing/supplier.cfm
http://www.documents.dgs.ca.gov/osp/pdf/std066.pdf
http://www.documents.dgs.ca.gov/osp/pdf/std066.pdf
http://www.documents.dgs.ca.gov/osp/pdf/std066.pdf
http://www.documents.dgs.ca.gov/osp/pdf/std066.pdf
http://www.documents.dgs.ca.gov/osp/pdf/std065.pdf
http://www.documents.dgs.ca.gov/osp/pdf/std065.pdf
http://www.documents.dgs.ca.gov/osp/pdf/std065.pdf


from DGS PD, the Buyer creates a Purchase 
Order (STD. 65) in SAP so that payment can be 
made.  For internal use only. 
 
A copy of both the DGS purchase order and the 
PO for payment are sent to the FD Buyer, the 
Accounts Payable supervisor and the HQ 
warehouse, if appropriate.     
 
Both purchase orders are then filed with the file 
documentation in the Purchasing Services Office. 

14 Send copies of 
purchase 
orders 

FD Buyer The FD Buyer forwards a copy of the PO to the 
Program Requestor and appropriate warehouse 
staff. 

15 Post Goods 
Receipt for 
Purchase 
Order 

Warehouse/ 
Inventory 
Management Staff 

Goods Receipt with Reference to Purchase Order; 
Transaction Code MIGO 
 
The Warehouse/Inventory Management staff 
receives the specified item(s) or equipment and 
performs the following: 
 

 Creates the Goods Receipt from the 
Purchase Order in SAP. 

 Notifies the Program Requester. 
 Makes arrangements for delivery. 
 Forwards packing slip and/or other 

documents to the Buyer for filing. 
 
If the items are for stock, the items are received 
and put into stock for a Goods Issue at a later 
date. 

16 Complete 
purchase order 
file 

Purchasing 
Services Office 

Upon receipt of the packing slip and/or other 
documents from the Warehouse/Material 
Management staff, the Purchasing Services Office 
files all documents with the purchase order. 

17 (Optional) 
Check status 
of payment 

SAP Requisitioner Display Purchase Order; Transaction Code 
ME23N 
 
The SAP Requisitioner can check the payment 
status of a PO by displaying it in SAP to see if an 
invoice has been posted by Accounting. 
 
Use the icon “Other Purchase Order” and enter 
the purchase order number to display the 
purchase order.  In the Item section of the display 
screen, make sure the appropriate line item is 
displayed.  If there is a tab for PO History, use it to 
display that history.  If there is no tab showing 
Purchase Order History then no payment has 
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been made.  If an invoice has been posted, it will 
display an IR (invoice receipt), including a posting 
date and amount paid. 

 
 
 

Enterprise Process Guides are maintained by the Management Analysis Office. 
 

If you have comments or suggestions on the Enterprise Process Guides send an email to the  
IT Service Center. 

 
Return to MAO’s Home Page  
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Department of Water Resources 
Enterprise Process Guide  

Purchasing 7: Ownership of Mobile Equipment Costing Less Than $5,000 
Date Posted: June 9, 2010 

 

Policy:  The Department uses a pool concept in the management of mobile equipment for 
maximum distribution and use.  Exceptions may be granted by the Fleet Management Office as 
described below. 
 
Reference:  SAM 4102- No Smoking in Sate Vehicles 

 DAM 4122.2- Defensive Driver Training  
 DAM 1143.3- Transportation Office 

 

Responsibility:  Program Requester  
 Supervisor (up through Division/Region/Office Chief)  
 Authorized SAP Requisitioner  
 Purchasing Services  

o Buyer  
o Warehouse / Inventory Management staff  

 Division of Fiscal Services  
 Fleet Management Office 

Forms:  DWR 220-- Requisition/Competitive Quotations 
 DWR 160- Receipt of New Equipment and Disposition of Property 

Procedures: 

Action Responsible 
Party 

Procedure 

1 Completes a 
DWR 220 

 

Program 
Requestor 

To request new or replacement equipment 
costing less than $5,000.  
 

The Program Requestor completes a 
Requisition/Competitive Quotation, DWR 220, with a 
justification of need for ownership and returns it to the 
Fleet Management Office.  
 
The Fleet Management Office reviews the 
Requisition if unit ownership is approved, denotes 
approval on the Requisition and forwards to the 
Program Requestor for processing of the Purchase 
Order through the Appropriate Buyer. 
Appropriate Buyers are as follows: 

 Field Division buyers from Operations & 
Maintenance (O&M) 

 HQ Purchasing Services Office buyers from 
Sacramento/Sutter Offices 

 
 

2 Completes a  
DWR 160 

Program 
Requestor 

When equipment is received a DWR 160, Receipt of 
New Equipment and Disposition of Property will be 
completed and signed by unit supervisor, Equipment 
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Custodian and Administrator Officer.  The DWR 160 
will be kept on file by the administration staff. 

3  
Completes a 
DWR 160 

 

 
Program 
Requestor 

To request a transfer of ownership on existing 
equipment purchased for less than $5,000.  
 
Program Requestor prepares a DWR 160, Receipt of 
New Equipment and Disposition of Property and 
transfers existing equipment to new Division. 
 

 

 
 

Enterprise Process Guides are maintained by the Management Analysis Office. 
 

If you have comments or suggestions on the Enterprise Process Guides send an email to the  
IT Service Center. 

 
Return to MAO’s Home Page  
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Department of Water Resources 
Enterprise Process Guide 

Purchase 8:  Standard IT Purchases 
Date:  May 27, 2010  

Policy:  It is the Department's policy to provide for the purchase of information technology 
goods and services within its delegated authority and in compliance with State IT procurement 
guidelines.  The Department of General Services, Procurement Division has granted the 
Department of Water Resources a delegation to purchase information technology goods and 
services up to $1,000,000 per transaction.  This delegation is subject to the conditions specified 
in the delegation authority guidelines issued by the Department of General Services, 
Procurement Division to the Department of Water Resources.    

Each Division must develop and maintain an annual computer replacement plan and budget for 
their organization.  It is the Department's policy, as stated in the appropriate Delegation Order, 
that Division/Office Chiefs have the delegated authority to approve the purchase of standard IT 
items including, but not limited to, desktop computers, laptop computers, peripherals, and 
software, in accordance with plans and budgets outlined in the IT Plan and if items are in 
conformance with the Department's IT Standards (click here to view IT Standards).   Purchases 
of non-standard IT items are forwarded to the Division of Technology Services (DTS) for 
approval via an Action Request; refer to Enterprise Process Guide Purchasing 9:  Non-
Standard IT Purchases for additional information on this process. If the purchase is part of a 
project a Feasibility Study Report (FSR) may be needed. If an FSR is needed please consult 
DTS. 

Department policy is to encourage desktop or workstation replacement or upgrade no more than 
four years after purchase.  Any replacement purchase made within the first three years will be 
approved on a case-by-case basis by the DTS and must cite the business need for the 
replacement  (e.g. failure to operate as required or exceptionally high maintenance costs). DTS 
can, upon request, provide listings of desktop systems indicating processor speeds, operating 
system version, and other relevant information to assist divisions in their evergreening plans. 
 

Note:  This is an interactive document that will lead you through the business 
process.  Click on the links to access (1) reference information or (2) the appropriate SAP end 
user procedure for a detailed procedure on the business process. 
 
Reference:  Government Code 14838.5 (Small Business 

Procurement and Contract Act)  
 Public Contract Code 12100 (Acquisition of Information 

Technology Goods and Services)  
 SAM 4819.2 (Definitions)  
 SAM 4819.41 (Certification for Procurement)  
 SAM 4832 (Certification of Compliance with Policies)  
 SAM 5200.5 (Responsibilities and Authority)  
 SAM 5201 (General Procurement Process)  
 SAM 5203 (Productive Use Requirements)  
 SAM 5221 (Model Invitation for Bids)  
 DAM 8330 (Information Technology Procurement)  
 DAM 8330.4 (Certification of Compliance with Policies)  
 DWR Delegation Orders  
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 Purchasing Services  

o Purchasing Authority for Goods and Services  
 Approved IT Standards 

Responsibility:  Program Requester (staff who wishes to make an IT 
purchase)  

 Approving Official  
 LAN Administrator  
 SAP Requisitioner  
 Division IT Purchasing Coordinator and/or Administrative 

Officer  
 Division/Office Chief  
 Division of Technology Services  

o IT Purchase Review  

 DWR Help Desk  

 Material Master Data Specialist  
 Asset Master Data Specialist  
 Vendor Master Data Specialist  
 Purchasing Services  

o IT Purchasing  
o Materials Management 

Forms  DWR 220 Requisition 
 STD. 65 Purchasing Authority Purchase Order 
 STD. 66 Purchase Estimates 
 STD. 96 Purchase Order/Estimate Change Request 
 STD. 802 Federal Excise Tax Exemption Certificate 
 DWR 4072 Desktop and Workgroup Computer Request 
 DWR 9523 SAP Material Master Data Record Request 
 DWR 160 Receipt of New Equipment and Disposition of 

Property 

General Information: 
 
Follow the purchasing process outlined within this Enterprise Process Guide for incidental and 
exempt non-standard IT purchases that fall within the criteria as documented below. 

The process steps outlined within Enterprise Process Guide Purchasing 8: Standard IT 
Purchases are followed for Incidental Non-Standard IT Purchases and Exempt Non-Standard IT 
Purchases.  Further information regarding these exceptions are as follow: 

 Incidental Non-Standard IT Purchases -- Division/Office Chief may approve the 
purchase of incidental non-standard IT items.  Click here for information regarding the 
criteria for incidental non-standard IT purchases.  

 Exempt Non-Standard IT Purchases -- Division/Office Chiefs may approve the 
purchase of exempt non-standard IT Purchases. Click here for information regarding the 
criteria for exempt non-standard IT purchases.    

Statement of Exception (one of the items listed above) must be clearly identified on the 
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Requisition (DWR 220) for each Exempt Non-Standard IT Purchase. 

The following forms may be used in the procurement process associated with this 
Enterprise Process Guide. 

Requisition, DWR 220  

For purchases by Headquarters, Sacramento area satellite offices, and Region Office 
employees, a Requisition (DWR 220) form is required for requesting commodities and IT goods 
and services, in addition to a SAP requisition. Field Division employees use only the SAP 
requisition and do not use the DWR 220 form.  

Purchasing Authority Purchase Order, STD. 65  

The Purchasing Authority Purchase Order, STD. 65, will be used for all commodity contract 
purchases (DGS PD negotiated leveraged procurements) as well as competitive procurements 
under our delegations whose total cost is $100,000 or less per transaction (purchase order) 
excluding sales tax and freight charges.  

The STD. 65 will be used in the same manner for IT goods and services procurement whose 
total costs is $1,000,000 or less per transaction.  

Purchase Estimate, STD. 66  

Buyers in the Purchasing Services Office will prepare all Purchase Estimates, STD. 66 from 
requisitions and specifications submitted by purchasing coordinators and buyers. The STD. 66 
form is used for the purchase of materials, supplies and equipment not available from leveraged 
procurements whose total cost exceeds $100,000 per transaction ($1,000,000 for IT goods and 
services) excluding sales tax and freight charges. Refer to Enterprise Process Guide 
Purchasing 6: Purchase Estimates, for detailed procedures.  

For commodity transactions over $100,000 or IT goods and service purchases over $1,000,000, 
Purchase Orders are issued by the Department of General Services’ PD from information 
submitted on Purchase Estimates. The Purchase Order furnishes the supplier’s name and 
address, items purchased, correct prices, delivery date, and other necessary information. 

Purchase Estimate Change, STD. 96  

The Purchasing Services Office will prepare a Request for Purchase Order or Estimate Change, 
STD. 96, when the DGS PD notifies Purchasing Services that the actual cost of items exceeds 
the Purchase Estimate, when it is necessary to increase or decrease the number of items 
ordered or for other reasons identified by the DGS PD.  

Authorization to Exceed Monetary Limits, GSOP 42 (Emergency Authorization)  

Authorization to Exceed Monetary Limits (GSOP 42) is issued by the Department of General 
Services PD when, in an emergency situation, it is necessary to exceed the normal limits of the 
Department’s purchasing delegation.  

56

http://aquanet.water.ca.gov/mao/forms/220_one.xls
http://www.documents.dgs.ca.gov/osp/pdf/std065.pdf
http://www.documents.dgs.ca.gov/osp/pdf/std066.pdf
http://aquanet.water.ca.gov/mao/epgs/lo_purchasing/06_purchase_estimates.pdf
http://aquanet.water.ca.gov/mao/epgs/lo_purchasing/06_purchase_estimates.pdf
http://www.documents.dgs.ca.gov/osp/pdf/std096.pdf


All requests for emergency authorization purchases must be in memo form and made to the 
Headquarters’ Purchasing Services Office. It is Purchasing Services’ responsibility to contact 
the Department of General Services PD to request a GSOP 42. See Enterprise Process Guide 
Purchasing 3: Emergency Purchases (Form 42) for detailed procedures.  

Federal Excise Tax Exemption Certificate, STD. 802  

The State is exempt from the payment of federal excise tax. STD. 802 is prepared in single copy 
by the Purchasing Group when items are subject to federal excise tax. That copy is attached to 
the supplier’s copy of the order. The following notation must be typed in the body of the order: 
“The State of California is exempt from federal excise tax; Exemption Certificate is attached”.  

It is not necessary to submit a Federal Excise Tax Exemption Certificate to suppliers for 
merchandise ordered from State Price Schedules or Contracts. Additional information on this 
subject and a listing of items subject to this tax is contained in SAM 3574.1 and SAM 3585. 
 

Surplus IT Property 

When submitting a requisition for all media but be placed in destruct containers in order to 
permanently erase confidential data and information. Please refer to Facilities 9: Surplus IT 
Property for additional information regarding this policy.   
Additional Information: 

Bid Lists  

The Department recommends developing a variety of avenues for finding potential suppliers, 
establishing bidder’s lists, and varying the use of bidders. Employees involved in the 
procurement process should solicit:  

a. Suppliers who are developing new and improved products or equipment;  
b. Suppliers located near departmental operations;  
c. Suppliers who have a track record of meeting specifications and delivery schedules;  
d. Small Businesses and DVBE suppliers to help meet participation goals;  
e. Suppliers providing recycled content products.  

Bidder Instructions  

All solicitations greater than $5,000 must include the current Bidder's Instructions (GSPD-451, 
Rev. 1-1-04 or later revision) available for printing on PD’s Internet site. DWR employees may 
add any additional bidder instructions as may be required to suit the special needs of an 
individual solicitation.  

GSPD-401IT, General Provisions, Information Technology  

All solicitations greater than $5,000 must include the current GSPD-401IT, IT General 
Provisions. The General Provisions should be incorporated into solicitations by reference to 
DGS PD’s Internet site. Additional Provisions may be added in certain instances and should be 
included as Special Provisions, and referenced as such, on the STD. 65 PO.  Any addition, 
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deletion or alteration of Special Provisions may not occur without prior approval by DWR’s 
Office of the Chief Counsel.  Evidence of legal review and approval must be maintained in the 
procurement file. Updated versions of the GSPD-401IT are available for printing on the DGS PD 
Internet site.  

Bid Evaluation  

The Department recommends that authorized buyers use the request for quotation (RFQ) 
process to “maintain” quotes received from vendors using our enterprise software.  For complex 
or potentially problematic acquisitions, the “Bid/Quote Worksheet”, developed by DGS-PD is 
also to be used to document the transaction. This worksheet will facilitate easy documentation 
and evaluation of quotations received and will assist in final selection.  

 File Documentation  

For procurement compliance reviews, audits, and consistent with good business practices, all 
procurement transactions must contain the following file documentation.  

 Evidence of appropriate level of approval  
 Specifications  
 List of all vendors solicited (name, telephone number, address)  
 RFQ, quotes received, and evidence of evaluation of bids  
 Bid/Quote Worksheet  
 Non-Competitively Bid Contract Justification form (if applicable)  
 Copy of Purchase Order, and amendments  
 Preference program calculations  
 Related correspondence, paper or electronic  

Compliance with Prompt Payment Act  

The Department is committed to compliance with the Prompt Payment Act. It is the policy of the 
Department to either 1) pay properly submitted, undisputed invoices within 45 days of receipt or 
contract specified payment dates, or 2) automatically calculate and pay late payment penalties. 
Interest penalties may not be waived, altered or limited by any employee or vendor. The prompt 
payment provisions apply to all businesses; however, the DGS Office of Small Business and 
DVBE Certification (OSDC) certified small businesses and recognized nonprofits receive higher 
interest payments than other businesses. The Prompt Payment Act applies to goods and 
services contracts while construction payments are addressed under progress payment 
provision, Public Contract Code Section 10261.5.  

Prompt Payment Act - Late Payment Penalty Reporting  

The Department will report annually to the Director of the Department of General Services the 
number and amount of late payment interest penalty payments that were paid to vendors each 
year. In accordance with the Act, the Accounting Office will collect, compile and report this 
information to the Director. 
Procedures: 

Action Responsible Party Procedure 

1 Complete Requisition 
(DWR 220)  

Program 
Requester/LAN 

The Program Requester identifies the 
need to purchase IT goods and 
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Administrator completes a Requisition (DWR 220) 
with the assistance of their LAN 
Administrator and the Division of 
Technology Services, as 
necessary.  The Program Requester 
checks the IT Standards web page for 
selection of IT software, hardware and 
accessories.  If the purchase is not 
within the Department's IT standards, 
refer to Enterprise Process Guide 
Purchasing 9:  Non-Standard IT 
Purchases.  

The Program Requester may identify 
suppliers or may have the IT Buyer 
select a supplier based on the purchase 
being made. 

Certain guidelines should be followed 
when creating and evaluating a 
solicitation: 

  NOTE: Click here to view criteria 
for selecting suppliers. 

   NOTE: Click here and refer to 
the Delegation Program Guidelines, 
Solicitation Creation and Evaluation. 

Upon completion of the Requisition 
(DWR 220) and any supplemental 
documentation (refer to Items 1a and 
1b), the Program Requester submits the 
IT Purchasing Package to the 
appropriate Approving Official. 

1a Prepare Desktop and 
Workgroup Computer 
Request (DWR 4072)  

Program Requester If a Requisition (DWR 220) includes the 
purchase of a desktop or portable 
computer, a Desktop and Workgroup 
Computer Request (DWR 4072) must 
be completed.  
 

  NOTE:  This does not include 
hand-held IT equipment such as a Palm 
Pilot or RF Terminal (bar coding 
reader). 

1b Prepare Certification of 
Compliance with Policy  

Program Requester SAM Section 4819.41 specifies that 
signed certifications of compliance with 
the state's information technology 
policies must be included with the 
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transmittal of certain procurement 
packages to the procurement agency or 
authority.  The required format of the 
certification is provided in SAM 4832, 
Illustration 1. 

Signature Authority - Certification for 
procurements of $100,000 or more 
must be signed by the Director or his 
designee. 

Certifications for procurement under 
$100,000 in support of development 
projects; may be signed by the Director, 
the Director's designee or any staff 
authorized to contractually obligate 
funds. 

Upon completion of the Requisition 
(DWR 220) and all appropriate 
supplemental documentation (refer to 
items 1a and 1b), the Program 
Requester submits the IT Purchasing 
package to the appropriate Approving 
Official. 

NOTE:   Refer to SAM 4819.2 
(Definitions) for additional definitions.  

NOTE:   Refer to SAM 4819.41 
(Certificate for Procurement) for 
additional requirements. 

NOTE:   Refer to SAM 4832 
(Certificate of Compliance with Polices) 
for additional requirements and 4832 
Illustration 1. 

2 Approve Requisition 
(DWR 220)  

Approving Official Upon receipt of the IT Purchasing 
Package, the Approving Official reviews 
the Requisition (DWR 220) ensuring 
that the cost object is 
appropriate.  Upon concurrence, the 
Approving Official signs the Requisition 
(DWR 220) and forwards it to the 
Purchasing Coordinator and/or 
Administrative Officer.  
 

NOTE:  Additional approval 
signatures may be necessary 
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depending on the total amount of the 
requisition. The authorization levels for 
supervisors and other approving 
officials are listed on the DWR 220. 

3 Review Purchasing 
Package  

IT Purchasing 
Coordinator and/or 
Administrator Officer 

Upon receipt of the IT purchasing 
package, the IT Purchasing Coordinator 
and/or Administrative Officer reviews it 
to ensure the following:  

 Desktop and Workgroup 
Computer Request (DWR 4072) 
is correct and complete.  

 The cost object and G/L account 
is correct.  

 Sufficient funds are available.  
 The purchase is part of the 

Division's computer replacement 
plan and budget.   

 The purchase conforms to 
Department standards and IT 
purchasing rules.  If the purchase 
is not within the Department's IT 
standards, refer to Enterprise 
Process Guide Purchasing 
9:  Non-Standard IT Purchases.  

 Certification of Compliance with 
Policy is prepared.  

 Reviews the solicitation details of 
the package to verify low bidder 
determination and/or Best Value 
criteria.  

After ensuring that the IT purchasing 
package is complete and correct, the IT 
Purchasing Coordinator and/or 
Administrative Officer forwards it to the 
SAP Requisitioner to create an SAP 
requisition. 

4 Review Purchasing 
Package 

SAP Requisitioner Upon receipt of the IT Purchasing 
Package, the SAP Requisitioner 
reviews the Requisition (DWR 220) to 
determine if additional steps are 
required prior to creating a requisition in 
SAP.  

4a Display Material Master 
Record 

SAP Requisitioner Display Master Record: DWR 
Logistics Reports; Transaction Code 
ZLOG. Select the Material Master 
Review Report.  
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The SAP Requisitioner displays the 
Material Master Review Report to 
determine if the material exists and if it 
is extended to the correct Plant and/or 
Storage location in SAP. 

If the MMR exists and is extended to the 
correct Plant and/or Storage location, it 
will be available for selection when 
creating a requisition in SAP.   

If a MMR does not exist or is not 
extended to the correct Plant and/or 
Storage location, the SAP Requisitioner 
will need to access the DWR Fiscal 
Services web site. Here, select the 
Master Data section and then click on 
the Material Master Data link to access 
the DWR 9523 (SAP Material Master 
Data Request). Complete this form, 
attach the form to an E-Mail and send 
the request to the DWR Help Desk, who 
will assign a ticket to the Material 
Master Data Specialist to create a new 
MMR.  The 40-character description of 
a MMR is not to be changed by the end 
user.  

If a MMR is required, the SAP 
Requisitioner displays the Material 
Master Review Report to determine if 
the material exists and if it is extended 
to the correct Plant and/or Storage 
location in SAP.  

A MMR is not required for one-time 
purchases of materials for direct 
consumption or for purchases of office 
or janitorial supplies for direct 
consumption.   

If a MMR is not required, the SAP 
Requisitioner enters a brief, 40-
character description of the item to be 
purchased in the “short text” field of the 
SAP Requisition.  The line item, text 
overview, item text field, can also be 
used for additional descriptive 
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information such as catalog numbers, 
ordering codes, product specifications, 
etc., that are specific to the item being 
purchased.   

NOTE: When requesting a new 
MMR or entering short text use industry 
recognized terms to describe the 
material. Also use the manufacturer’s 
part numbers and not the supplier’s 
stock number when possible.  

NOTE: Direct Consumption means 
that the good (equipment, material or 
supply item) will be put into service or 
used immediately following receipt at a 
warehouse. This good is not meant to 
be stored in a designated DWR storage 
location for withdrawal (a goods issue) 
at a later date. 

4b Create Material 
Master Record 

Material Master Data 
Specialist 

Create Material Master Record; 
Transaction Code MM01   
The Material Master Data Specialist 
creates a new MMR number or extends 
an existing MMR number to the correct 
Plant and/or Storage location. This will 
resolves the help desk ticket and 
notifies the requester that MMR has 
been created or extended. 

4c (Optional) 
Obtain Asset Master 
Record  

SAP Requistioner If an individual item for purchase 
(including internal components to a 
system) is over $5,000, an Asset Master 
Record is required. IT software over 
$5,000.00 does not require an Asset 
Master Record.    

The SAP Requisitioner can access the 
DWR Fiscal Services web site to obtain 
more information and the form 
necessary to create the asset record. 

4d Create Asset Master 
Record 

Asset Master Data 
Specialist 

Create Asset Master Record; 
Transaction Code AS01    
The Asset Master Data Specialist 
creates a new Asset Master Record 
(AMR) and notifies the SAP 
Requisitioner once the AMR has been 
created.   

5 Create SAP Requisition  SAP Requisitioner Create a Requisition; Transaction 
Code ME51    
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Once the IT purchasing package has 
been reviewed and all issues have been 
addressed, the SAP Requisitioner 
creates a requisition in SAP for the 
specified item(s).  

Upon completion of the Requisition, the 
SAP Requisitioner saves the SAP 
Requisition, notes the SAP document 
number on the original hardcopy 
Requisition (DWR 220), and forwards 
the IT purchasing package to the 
Division/Office Chief. 

6 Review/Approve/Release 
Purchasing Package  

Division/Office Chief The Division/Office Chief reviews, 
approves and releases the IT 
purchasing package and signs all 
necessary documents which may 
include:  

 Desktop and Workgroup 
Computer Request (DWR 4072)  

 Certification of Compliance with 
Policy  

 Requisition (DWR 220)  
 Certification of Compliance with 

Policies 

After approval of the IT Purchasing 
Package, it is then returned to the SAP 
Requisitioner. 

7 Release Requisition  SAP Requisitioner Release Purchase Requisition; 
Transaction Code ME54    

Upon receipt of the approved IT 
purchasing package, the SAP 
Requisitioner releases the appropriate 
line item(s) (if they haven't already been 
released by the Division/Office Chief) on 
the SAP Requisition and sends the 
original IT purchasing package to the IT 
Buyer within the appropriate 
Purchasing Group.  

NOTE: It is very important that the 
employee releasing a requisition be 
knowledgeable of the requisitioning and 
release process. Care should be taken 
to check the cost object (Cost Center, 
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Internal Order, or WBS Element) 
specified and the cost element(s) 
(General Expense, IT Hardware, 
Training, etc.) used on each line item of 
the requisition. 

8 Review Requisition  IT Buyer Upon receipt of the approved IT 
purchasing package, the IT Buyer 
reviews it to ensure that all areas are 
correct and complete and to determine 
if additional steps are required prior to 
creating a purchase order in SAP.  

If the Program Requester has obtained 
solicitations and has identified the 
lowest cost (or best value) supplier, the 
IT Buyer displays the Vendor Master 
Data Record to verify that the supplier 
exists in the SAP, and that the mailing 
and remit to addresses are correct. 

If the Program Requester has not 
identified a supplier, the IT Buyer will 
determine the best procurement method 
and supplier (State contract, CMAS, 
WSCA, IT Delegation purchase, or 
Purchase Estimate through DGS-PD) 
based on the criteria outlined within the 
IT purchasing package, prepare the 
solicitation (RFQ), identify potential 
bidders, evaluate the bids, and identify 
the lowest cost, responsive and 
responsible, supplier. 

If the IT Buyer handles the solicitation 
and selects an appropriate supplier, the 
IT Buyer will use an existing supplier 
within SAP, or will be responsible for 
establishing the vendor master record in 
SAP. 

NOTE: Click here and refer to 
Information Technology Delegation 
Program Guidelines, Solicitation 
Creation and Evaluation. 

NOTE: Click here to view criteria 
for selecting suppliers. 

NOTE:   Click here and refer to 
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Information Technology Delegation 
Program Section F. Procurement 
Standards and for more information on 
competitive bidding requirements. 

9 Create Purchase Order 
(STD. 65)  

IT Buyer Create Purchase Order; Transaction 
Code ME21    

Once the IT purchasing package has 
been reviewed and all issues have been 
addressed, the IT Buyer uses the SAP 
Requisition to generate the Purchasing 
Authority Purchase Order (STD. 
65).  Upon completion of the Purchase 
Order, the IT Buyer prints a copy and 
signs it. 

The Buyer documents the procurement 
file and must include the following:  

 Requisition (DWR 220)  
 Evidence of appropriate level of 

approval  
 Specifications  

 List of all vendors solicited 
(name, telephone number, 
address)  

 RFQ, quotes received, and 
evidence of evaluation of bids  

 Bid/Quote Worksheet 
(Procurement Summary)  

 Non-Competitively Bid Contract 
Justification form (if applicable)  

 Copy of Purchase Order, and 
amendments  

 Preference program calculations  

 Related correspondence, paper 
or electronic 

10 Send Purchase Order to 
Supplier 

IT Buyer The IT Buyer faxes or mails the original 
Purchase Order to the supplier and 
mails a copy of the Purchase Order to 
the Department of General Services, 
Procurement Division. 

11 Check Status of 
Requisition 

SAP Requisitioner /me53_mm.htm">Display Purchase 
Orders; Transaction Code ME53    

The SAP Requisitioner can check the 
status of a Requisition to see if a 
Purchase Order (PO) has been created 
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and to obtain the PO number by 
displaying the requisition in SAP. 

Enter the SAP Purchase Requisition 
number in the initial screen for T-code 
ME53.  Highlight a line item.  Use  the 
Menu Path: Environment, Purchase 
Order, Last Purchase Order. 

If a PO has been created, it will display 
the selected Line item detail.  If not, the 
user will get an Error message 
indicating, "No purchase order exists for 
item 000XX." 

12 Post Goods Receipt for 
Purchase Order  

Warehouse/Materials 
Management staff 

Goods Receipt for Purchase Order; 
Transaction Code MB01    

Warehouse/Materials Management staff 
receive the specified item(s) and 
perform the following:  

 Enters the Goods Receipt 
referencing the Purchase Order 
into SAP  

 Notifies the Program Requester  
 Makes arrangements for delivery 

to the Program Requester  
 Files the packing slip and any 

supplemental documentation 

If the supplier fails to deliver item(s) as 
specified in the Purchase Order or 
Item(s) is damaged, the 
Warehouse/Materials Management staff 
performs the following:  

 Enters the Goods receipt for 
purchase order into GR 
blocked stock transaction 
(Movement type 103) and 
(Reason for Movement number) 
in SAP. This will block payment 
and further goods movements.  

 Notifies the Buyer that the 
supplier has failed to deliver 
item(s) as specified in the 
Purchase Order or item(s) is 
damaged.  

 If the item(s) needs to be 
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returned to the supplier, the 
requestor or 
Warehouse/Materials 
Management staff will initiate the 
return and inspect the item(s) at 
the storage location. The 
requestor or 
Warehouse/Materials 
Management staff will notify the 
Buyer if the item(s) need to be 
returned. The Buyer will follow up 
with the supplier to resolve 
discrepancies and obtain a 
Return Material Authorization 
(RMA) number and the return 
shipment address and terms. 
The Buyer notifies the requestor 
or Warehouse Material 
Management staff of the Return 
Material Authorization (RMA) 
number and the return shipment 
address and terms. The RMA 
number must be entered on all 
copies of correspondence. The 
Warehouse/Materials 
Management staff enters the 
Return delivery from GR 
blocked stock transaction 
(Movement type 124) and 
(Reason for Movement number) 
in SAP and prepares the goods 
for return shipment or pickup by 
the supplier. The RMA number is 
to be included with the shipment. 
If failure to perform becomes a 
repetitive problem, the buyer 
notifies DGS-PD buyer listed as 
the contact for the State contract.  

If the goods are to be accepted, 
Warehouse/Materials Management staff 
release the goods from blocked stock 
by entering the Release GR blocked 
stock for warehouse transaction 
(Movement type 105) and (Reason for 
Movement number) in SAP. 

If the item purchased is an asset, the 
Warehouse/Materials Management 
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staff:  

 Affixes DWR tags on the 
appropriate items  

 Completes Receipt of New 
Equipment and Disposition of 
Property (DWR 160), submits an 
original signed copy to the 
Property unit, and e-mails a copy 
to the Asset Master Data 
Specialist 

13 Complete Supplemental 
processing and/or 
paperwork  

Warehouse/Materials 
Management staff 

Additionally, the Warehouse/Materials 
Management staff completes the 
following, as appropriate:  

 Notifies the Program Requester  
 Makes arrangements for delivery  

 If the items are for stock, the 
items are received and put into 
stock for a Goods Issue at a later 
date. 

14 Distribute Documents  Warehouse/Materials 
Management staff 

The Warehouse/Materials Management 
staff distributes the following:  

 Completed Receipt of New 
Equipment and Disposition of 
Property (DWR 160) to 
Purchasing Services  

 Packing slip to IT Buyer (for files) 

15 Deploy Standard IT 
Goods  

Program 
Requester/LAN 
Administrator 

Upon notification from the 
Warehouse/Materials Management 
staff, the Program Requester, working 
with their LAN Administrator, completes 
the following:  

 Deploys and/or installs IT goods 
to appropriate staff  

 Reassigns or surpluses old IT 
goods 

 Adds IT goods to IT AIMS, as 
necessary 

16 (Optional) 
Check status of Payment 
to Supplier 

SAP Requisitioner Display Purchase Orders; 
Transaction Code ME23    

The SAP Requisitioner can check the 
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payment status of a Purchase Order by 
displaying it in SAP to see if an invoice 
has been posted by Accounting. 

Enter the SAP Purchase Order number 
in the initial screen for T-code 
ME23.  Highlight a line item.  Use the 
Tool bar and select the PO History 
button. 

If an invoice has been posted, it will 
display an IR (invoice receipt), including 
a posting date, quantity paid, and the 
value of the invoice.  If not, the user will 
get a message indicating, "No purchase 
order history records found." 

 
 
 

Enterprise Process Guides are maintained by Management Analysis Office 
 

If you have comments or suggestions on the Enterprise Process Guides send an email to the  
IT Service Center. 

 
Return to MAO’s Home Page  
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Department of Water Resources 
Enterprise Process Guide 

Purchasing 9:  Non-Standard IT Purchases 
Date: April 19, 2010 

  

Policy:  It is the Department's policy to provide for the purchase of information technology 
goods and services within its delegated authority and in compliance with State IT procurement 
guidelines.  The Department of General Services, Procurement Division has granted the 
Department of Water Resources a delegation to purchase information technology goods and 
services up to $500,000 per transaction.  This delegation is subject to the conditions specified in 
the delegation authority guidelines issued by the Department of General Services, Procurement 
Division to the Department of Water Resources.    

Each Division must develop and maintain an annual computer replacement plan and budget for 
their organization.  It is the Department's policy, as stated in the appropriate Delegation Order, 
that Division/Office Chiefs have the delegated authority to approve the purchase of non-
standard IT items including, but not limited to, desktop computers, laptop computers, 
peripherals, and software, in accordance with plans and budgets outlined in the IT Plan and if 
incidental items are in conformance with the Department's IT Standards (please see the IT 
Standards).  Purchases of non-standard IT items are forwarded to the Division of Technology 
Services (DTS) for approval via an Action Request. If the purchase is part of a project a 
Feasibility Study Report (FSR) may be needed. If an FSR is needed please consult DTS. 

Department policy is to encourage desktop or workstation replacement or upgrade no more than 
four years after purchase.  Any replacement purchase made within the first three years will be 
approved on a case-by-case basis by DTS and must cite the business need for the 
replacement (e.g. failure to operate as required or exceptionally high maintenance costs). DTS 
can, upon request, provide listings of desktop systems indicating processor speeds, operating 
system version, and other relevant information to assist divisions in their evergreening plans. 

 Note: This is an interactive document that will lead you through the business 
process. Click on the links to access (1) reference information or (2) the appropriate SAP 
end user procedure for a detailed procedure on the business process. 
Reference:  Government Code 14838.5 (Small Business Procurement and 

Contract Act)  
 Public Contract Code 12100 (Acquisition of Information 

Technology Goods and Services)  
 SAM 4819.2 (Definitions)  
 SAM 4819.41 (Certification for Procurement)  
 SAM 4832 (Certification of Compliance with Policies)  
 SAM 5200.5 (Responsibilities and Authority)  
 SAM 5201 (General Procurement Process)  
 SAM 5203 (Productive Use Requirements)  
 SAM 5221 (Model Invitation for Bids)  
 DAM  8330 (Information Technology Procurement)  
 DAM 8330.3 (Non-Standard IT Purchases)  
 DAM 8330.4 (Certification of Compliance with Policies)  
 DWR Delegation Orders  
 Purchasing Services  
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o Purchasing Authority for IT Goods and Services  
 Approved IT Standards 

Responsibility:  Program Requester (staff who wishes to make an IT purchase)  
 Approving Official  
 LAN Administrator  
 SAP Requisitioner  
 Division IT Purchasing Coordinator and/or Administrative Officer  
 Division/Office Chief  
 Division of Technology Services  

o IT Purchase Review  
 Governance Board  
 DWR Help Desk  
 Material Master Data Specialist  
 Asset Master Data Specialist  
 Vendor Master Data Specialist  
 Purchasing Services  

o IT Purchasing  
o Materials Management  

General Information: 

Action Request -- An Action Request is a Department document which must be completed to 
request approval from the Division of Technology Services and/or the Governance Board before 
proceeding with a non-standard IT procurement or an IT Project. An Action Request may be 
approved as written or DTS and/or the Governance Board may require more detailed 
information. An Action Request includes the following:  

 Issue Statement  
 Issue Discussion  
 Alternatives  
 Estimated Cost  
 Estimated Benefit  
 Recommendations  
 Business Considerations  

Instructions for completing Action Requests are provided on the actual Action Request 
template.  Place your computer mouse over the highlighted text to view the comments providing 
information on completing each portion of the Action Request. 

Consult with the Division of Technology Services if an IT purchase requires an Action Request 
or a Feasibility Study Report. Consult with Purchasing Services on Non-Competitively Bid 
transactions. 

Follow the purchasing process outlined within this Enterprise Process Guide for incidental and 
exempt non-standard IT purchases that fall within the criteria as documented below. 

The process steps outlined within Enterprise Process Guide Purchasing 8: Standard IT 
Purchases are followed for Incidental Non-Standard IT Purchases and Exempt Non-Standard IT 
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Purchases.  Further information regarding these exceptions are as follow: 

 Incidental Non-Standard IT Purchases -- Division/Office Chief may approve the 
purchase of incidental non-standard IT items.  Please see the Incidental Non-Standard 
IT Purchases attachment  for information regarding the criteria for incidental non-
standard IT purchases.  

 Exempt Non-Standard IT Purchases -- Division/Office Chiefs may approve the 
purchase of exempt non-standard IT Purchases. Please see the Exempt Non-Standard 
IT Purchases attachment for information regarding the criteria for exempt non-standard 
IT purchases.    

Statement of Exception (one of the items listed above) must be clearly identified on the 
Requisition (DWR 220) for each Exempt Non-Standard IT Purchase. 

IT Purchases over $1,000,000 must be submitted to the Department of General Services via a 
Purchase Estimate unless the Department receives delegation from DGS to perform purchasing 
functions for the specific IT purchase. 

When a Program Requester wishes to use a specific supplier or if there is only one supplier 
which can provide the item, a Non-Competitively Bid Contract Justification form must be 
completed and included in the IT Purchasing Package. For more information please refer to 
Enterprise Process Guide Purchasing 12: Non-Competitively Bid Contracts. 

The following forms may be used in the procurement process associated with this 
Enterprise Process Guide. 

Requisition, DWR 220  

For purchases by Headquarters, Sacramento area satellite offices, and Region Office 
employees, a Requisition (DWR 220) form is required for requesting commodities and IT goods 
and services, in addition to a SAP requisition. Field Division employees use only the SAP 
requisition and do not use the DWR 220 form.  

Purchasing Authority Purchase Order, STD. 65  

The Purchasing Authority Purchase Order, STD. 65, will be used for all commodity contract 
purchases (DGS PD negotiated leveraged procurements) as well as competitive procurements 
under our delegations whose total cost is $100,000 or less per transaction (purchase order) 
excluding sales tax and freight charges.  

The STD. 65 will be used in the same manner for IT goods and services procurement whose 
total costs is $500,000 or less per transaction.  

Purchase Estimate, STD. 66  

Buyers in the Purchasing Services office will prepare all Purchase Estimates, STD. 66 from 
requisitions and specifications submitted by purchasing coordinators and buyers. The STD. 66 
form is used for the purchase of materials, supplies and equipment not available from leveraged 
procurements whose total cost exceeds $100,000 per transaction ($1,000,000 for IT goods and 
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services) excluding sales tax and freight charges. Refer to Enterprise Process Guide 
Purchasing 6: Purchase Estimates, for detailed procedures.  

For commodity transactions over $100,000 or IT goods and service purchases over $1,000,000, 
Purchase Orders are issued by the Department of General Services’ PD from information 
submitted on Purchase Estimates. The Purchase Order furnishes the supplier’s name and 
address, items purchased, correct prices, delivery date, and other necessary information.  

Purchase Estimate Change, STD. 96  

The Purchasing Services office will prepare a Request for Purchase Order or Estimate Change, 
STD. 96, when the DGS PD notifies Purchasing Services that the actual cost of items exceeds 
the Purchase Estimate, when it is necessary to increase or decrease the number of items 
ordered or for other reasons identified by the DGS PD.  

Authorization to Exceed Monetary Limits, GSOP 42 (Emergency Authorization)  

Authorization to Exceed Monetary Limits (GSOP 42) is issued by the Department of General 
Services PD when, in an emergency situation, it is necessary to exceed the normal limits of the 
Department’s purchasing delegation.  

All requests for emergency authorization purchases must be in memo form and made to the 
Headquarters’ Purchasing Services office. It is Purchasing Services’ responsibility to contact the 
Department of General Services PD to request a GSOP 42. See Enterprise Process Guide 
Purchasing 3: Emergency Purchases (Form 42) for detailed procedures.  

Federal Excise Tax Exemption Certificate, STD. 802  

The State is exempt from the payment of federal excise tax. STD. 802 is prepared in single copy 
by the Purchasing Group when items are subject to federal excise tax. That copy is attached to 
the supplier’s copy of the order. The following notation must be typed in the body of the order: 
“The State of California is exempt from federal excise tax; Exemption Certificate is attached”.  

It is not necessary to submit a Federal Excise Tax Exemption Certificate to suppliers for 
merchandise ordered from State Price Schedules or Contracts. Additional information on this 
subject and a listing of items subject to this tax is contained in SAM 3574.1 and SAM 3585.  

Surplus IT Property 

When submitting a requisition for all media but be placed in destruct containers in order to 
permanently erase confidential data and information. Please refer to Facilities 8: Surplus 
Property for additional information regarding this policy.   

 
Additional Information:  

Bid Lists  

 The Department recommends developing a variety of avenues for finding potential suppliers, 
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establishing bidder’s lists, and varying the use of bidders. Employees involved in the 
procurement process should solicit:  

a. Suppliers who are developing new and improved products or equipment;  
b. Suppliers located near departmental operations;  
c. Suppliers who have a track record of meeting specifications and delivery schedules;  
d. Small Businesses and DVBE suppliers to help meet participation goals;  
e. Suppliers providing recycled content products.  

Bidder Instructions  

All solicitations greater than $5,000 must include the current Bidder's Instructions (GSPD-451, 
Rev. 1-1-01 or later revision) available for printing on PD’s Internet site. DWR employees may 
add any additional bidder instructions as may be required to suit the special needs of an 
individual solicitation.  

GSPD-401IT, General Provisions, Information Technology  

All solicitations greater than $5,000 must include the current GSPD-401IT, IT General 
Provisions. The General Provisions should be incorporated into solicitations by reference to 
DGS PD’s Internet site. Additional Provisions may be added in certain instances and should be 
included as Special Provisions, and referenced as such, on the STD. 65 PO.  Any addition, 
deletion or alteration of Special Provisions may not occur without prior approval by DWR’s 
Office of the Chief Counsel.  Evidence of legal review and approval must be maintained in the 
procurement file. Updated versions of the GSPD-401IT are available for printing on the DGS PD 
Internet site.  

Bid Evaluation  

The Department recommends that authorized buyers use the request for quotation (RFQ) 
process to “maintain” quotes received from vendors using our enterprise software.  For complex 
or potentially problematic acquisitions, the “Bid/Quote Worksheet”, developed by DGS-PD is 
also to be used to document the transaction. This worksheet will facilitate easy documentation 
and evaluation of quotations received and will assist in final selection.  

 File Documentation  

For procurement compliance reviews, audits, and consistent with good business practices, all 
procurement transactions must contain the following file documentation.  

 Evidence of appropriate level of approval  
 Specifications  
 List of all vendors solicited (name, telephone number, address)  
 RFQ, quotes received, and evidence of evaluation of bids  
 Bid/Quote Worksheet  
 Non-Competitively Bid Contract Justification form (if applicable)  
 Copy of Purchase Order, and amendments  
 Preference program calculations  
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 Related correspondence, paper or electronic  

Compliance with Prompt Payment Act  

The Department is committed to compliance with the Prompt Payment Act. It is the policy of the 
Department to either 1) pay properly submitted, undisputed invoices within 45 days of receipt or 
contract specified payment dates, or 2) automatically calculate and pay late payment penalties. 
Interest penalties may not be waived, altered or limited by any employee or vendor. The prompt 
payment provisions apply to all businesses, however the DGS Office of Small Business and 
DVBE Certification (OSDC) certified small businesses and recognized nonprofits receive higher 
interest payments than other businesses. The Prompt Payment Act applies to goods and 
services contracts while construction payments are addressed under progress payment 
provision, Public Contract Code Section 10261.5.  

Prompt Payment Act - Late Payment Penalty Reporting  
The Department will report annually to the Director of the Department of General Services the 
number and amount of late payment interest penalty payments that were paid to vendors each 
year. In accordance with the Act, the Accounting Office will collect, compile and report this 
information to the Director.  
Procedures: 

Action Responsible Party Procedure 

1 Complete 
Requisition (DWR 
220) 

Program 
Requester/LAN 
Administrator 

The Program Requester identifies the need to 
purchase IT goods and completes a 
Requisition (DWR 220) with the assistance of 
their LAN Administrator and the Division of 
Technology Services, as necessary.  The 
Program Requester checks the IT Standards 
web page for selection of all IT hardware, 
software and accessories.  If the purchase is 
within the Department's approved IT 
standards, refer to Enterprise Process Guide 
Purchasing 8:  Standard IT Purchases.  

The Program Requester may identify suppliers 
or may have the IT Buyer select a supplier 
based on the purchase being made. 

Certain guidelines should be followed when 
creating and evaluating a solicitation: 

  NOTE: Please see the Supplier 
Selection for criteria for selecting suppliers. 

   NOTE: For more information please 
see the Delegation Program Guidelines, 
Solicitation Creation and Evaluation. 

Upon completion of the Requisition (DWR 
220) and any supplemental documentation 
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(refer to Items 1a and 1b), the Program 
Requester submits the IT Purchasing Package 
to the appropriate Approving Official. 

1a Prepare Desktop 
and Workgroup 
Computer Request 
(DWR 4072)  

Program Requester If a Requisition (DWR 220) includes the 
purchase of a desktop or portable computer, a 
Desktop and Workgroup Computer 
Request (DWR 4072) must be completed.  

 NOTE:  This does not include hand-held 
IT equipment such as a Personal Digital 
Assistant or RF Terminal (bar coding reader). 

1b Prepare Action 
Request  

Program Requester For the purchase of non-standard IT items, an 
Action Request is required.  An Action 
Request is a Department document which 
must be completed to request approval from 
the DTS and/or the Governance Board before 
proceeding with a non-standard IT 
procurement.  

 NOTE:  Division of Technology 
Services staff is available for assistance  for 
guidance for IT Purchases requiring an Action 
Request, Feasibility Study Report, software 
licensing, hardware configuration issues, etc. 

1c Prepare 
Certification of 
Compliance with 
Policy  

Program Requester SAM Section 4819.41 specifies that signed 
certifications of compliance with the state’s 
information technology policies must be 
included in the procurement transaction file. 
The required format of the certification is 
provided in SAM Section 4832, Illustration 1.  

Signature Authority – Certification for 
procurements of $100,000 or more MUST be 
signed by the Director or his designee. 

Certifications for procurement under $100,000 
in support of development projects; may be 
signed by the Director, his designee, or any 
staff authorized to contractually obligate funds. 

Upon completion of the Requisition (DWR 
220) and all appropriate supplemental 
documentation (refer to items 1a, 1b, and 1c), 
the Program Requester submits the IT 
Purchasing package to the appropriate 
Approving Official. 

Note: Refer to PAM Chapter 2, Section C, 
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Topic 7. 

 Refer to SAM 4819.2 (Definitions) for 
additional definitions.  

 NOTE:  Refer to SAM 4819.41 
(Certificate for Procurement) for additional 
requirements. 

 NOTE:  Refer to SAM 4832 (Certificate 
of Compliance with Polices) for additional 
requirements and 4832 Illustration 1. 

2 Approve 
Requisition (DWR 
220), Action 
Request & 
Certification of 
Compliance 

Approving Official Upon receipt of the IT Purchasing Package, 
the Approving Official reviews the Requisition 
(DWR 220) ensuring that the cost object is 
complete. Upon concurrence, the Approving 
Official signs the Requisition (DWR 220) and 
forwards it to the Purchasing Coordinator 
and/or Administrative Officer.  

NOTE: The Approving Official must also 
make sure that the Action Request or Feasible 
Study Report is complete. 

NOTE: Additional approval signatures 
may be necessary depending on the total 
amount of the requisition. The authorization 
levels for supervisors and other approving 
officials are listed on the DWR 220. 

3 Review 
Purchasing 
Package  

IT Purchasing 
Coordinator and/or 
Administrator Officer 

Upon receipt of the IT purchasing package, 
the IT Purchasing Coordinator and/or 
Administrative Officer reviews it to ensure the 
following:  

 The cost object and G/L account are 
correct.  

 Sufficient funds are available.  
 The purchase is part of the Division's 

computer replacement plan and 
budget.   

 SAP Asset Equipment Request (DWR 
9505).  

 Certification of Compliance with Policy 
is prepared.  

 The Action Request is correct and 
contains all pertinent information.  

 Reviews the solicitation details of the 
package to verify low bidder 
determination and/or Best Value 
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criteria. 

After ensuring that the IT purchasing package 
is complete and correct, it is forwarded to the 
SAP Requisitioner to create an SAP 
requisition.  

4 Review 
Purchasing 
Package   

SAP Requisitioner Upon receipt of the IT Purchasing Package, 
the SAP Requisitioner reviews the Requisition 
(DWR 220) to determine if additional steps are 
required prior to creating a requisition in SAP.  

4a Display Material 
Master Record  

SAP Requisitioner Display Master Record: DWR Logistics 
Reports; Transaction Code ZLOG. Select 
the Material Master Review Report    

Material Master Record (MMR) Numbers are 
required for all purchases of IT hardware, 
software and accessories. The SAP 
Requisitioner displays the Material Master 
Review Report to determine if the material 
exists and if it is extended to the correct Plant 
and/or Storage location in SAP. 

If the MMR exists and is extended to the 
correct Plant and/or Storage location, it will be 
available for selection when creating a 
requisition in SAP.   

If a MMR does not exist or is not extended to 
the correct Plant and/or Storage location, the 
SAP Requisitioner will need to access the 
DWR Fiscal Services web site. Here, select 
the Master Data section and then click on the 
Material Master Data link to access the DWR 
9523 (SAP Material Master Data Request). 
Complete this form, attach the form to an E-
Mail and send the request to the DWR Help 
Desk, who will assign a ticket to the Material 
Master Data Specialist to create a new MMR.  
The 40-character description of a MMR is not 
to be changed by the end user.  

If a MMR is required, the SAP Requisitioner 
displays the Material Master Review Report to 
determine if the material exists and if it is 
extended to the correct Plant and/or Storage 
location in SAP.  

A MMR is not required for one-time purchases 
of materials for direct consumption or for 
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purchases of office or janitorial supplies for 
direct consumption.   

If a MMR is not required, the SAP 
Requisitioner enters a brief, 40-character 
description of the item to be purchased in the 
“short text” field of the SAP Requisition.  The 
line item, text overview, item text field, can 
also be used for additional descriptive 
information such as catalog numbers, ordering 
codes, product specifications, etc., that are 
specific to the item being purchased.   

NOTE: When requesting a new MMR or 
entering short text use industry recognized 
terms to describe the material. Also use the 
manufacturer’s part numbers and not the 
supplier’s stock number when possible.  

NOTE: Direct Consumption means that 
the good (equipment, material or supply item) 
will be put into service or used immediately 
following receipt at a warehouse. This good is 
not meant to be stored in a designated DWR 
storage location for withdrawal (a goods issue) 
at a later date. 

4b (Optional) 
Create Material 
Master Record 

Material Master Data 
Specialist 

Create Material Master Record; Transaction 
Code MM01  

The Material Master Data Specialist creates a 
new MMR or extends an existing MMR to the 
correct Plant and/or Storage location. The 
Material Master Data Specialist closes the 
help desk ticket and notifies the requester that 
MMR has been created or extended. 

4c (Optional) 
Obtain Asset 
Master Record  

SAP Requistioner If an individual item for purchase (including 
internal components to a system) is over 
$5,000, an Asset Master Record is required. 
IT software over $5,000.00 does not require 
an Asset Master Record.    

The SAP Requisitioner can access the DWR 
Fiscal Services web site to obtain more 
information and the form necessary to create 
the asset record. 

4d Create Asset 
Master Record  

Asset Master Data 
Specialist 

Create Asset Master Record; Transaction 
Code AS01    

The Asset Master Data Specialist creates a 
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new Asset Master Record (AMR) and notifies 
the SAP Requisitioner once the AMR has 
been created.   

5 Create SAP 
Requisition 

SAP Requisitioner Create a Requisition; Transaction Code 
ME51    

Once the IT purchasing package has been 
reviewed and all issues have been addressed, 
the Authorized SAP Requisitioner creates a 
requisition in SAP for the specified item(s).  

Upon completion of the SAP Requisition, the 
Authorized SAP Requisitioner saves the 
Requisition, notes the SAP document number 
on the original, hardcopy Requisition (DWR 
220), and forwards the IT purchasing package 
to the Division/Office Chief.  

6 Review IT 
Purchasing 
Package  

Division/Office Chief The Division/Office Chief reviews, approves 
and releases the IT purchasing package and 
signs all necessary documents which may 
include:  

 Desktop and Workgroup Computer 
Request (DWR 4072)  

 SAP Asset Equipment Request (DWR 
9505)  

 Action Request  
 Certification of Compliance with 

Policies  

 Feasibility Study Report 

The Division/Office Chief then forwards the IT 
purchasing package to DTS's Review of 
Information Technology and Project Requests 
staff. 

7 DTS Staff Reviews 
IT Purchasing 
Package 

DTS's Review of 
Information 
Technology and 
Project Requests 
staff 

Upon receipt of the Division-approved IT 
purchasing package, DTS's Review of 
Information Technology and Project Requests 
staff reviews the IT purchasing package 
(which may include consultation with Program 
Requester) and determines the level of 
approval required.  The three levels of 
approval are:  (1) DTS approval, (2) joint DTS 
Chief/Governance Board Chair approval, and 
(3) Governance Board approval. 

7a (Optional)  

Chief, DTS 
Reviews/Approves 

Chief, DTS  If the requested item(s) are compatible with 
established Department replacement 
purchases and/or do not represent a departure 
from existing business practices or 
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Action Request  

 

technology, the Chief of DTS will approve the 
IT purchasing package which may include 
signing:  

 Action Request  
 Certification for Compliance with Policy 

The approved IT purchasing package is then 
forwarded to the IT Buyer for further 
processing.  

7b (Optional) 
Chief, DTS makes 
arrangements for 
submitting Action 
Request to the 
Governance Board 

Chief, DTS If the requested item(s) are not clearly 
compatible with established Department 
replacement purchases, necessitate a change 
in established business practices, represent 
introduction of new technology, have 
implications across the Department, or are for 
items which the Department has existing 
standards, the Chief, DTS discusses the IT 
purchasing package to the Governance Board 
Chair for consideration and/or approval. 

7c (Optional) 
Chief, 
DTS/Governance 
Board Chair Jointly 
Reviews/Approves 
Action Request 

Chief, DTS and 
Governance Board 
Chair 

Action Request (from the IT purchasing 
package) for non-standard IT purchases is 
jointly reviewed by the Chief, DTS and the 
Governance Board Chair.  The Action Request 
may be jointly approved as written or may be 
forwarded to Governance Board members for 
consideration.  Action Requests jointly 
approved by the Chief, DTS and the 
Governance Board Chair:  

 Will be regularly reported at 
Governance Board meetings  

 Will be returned to DTS's Review of 
Information Technology and Project 
Requests staff for further processing 

Action Requests not approved will be returned 
to the appropriate Division/Office Chief. 

NOTE:  Action Requests are posted to 
the Governance Board web site. 

7d (Optional) 
Governance Board 
Reviews/ approves 
Action Request 

Governance Board Upon joint decision by the Chief, DTS and the 
Governance Board Chair, the Governance 
Board Chair forwards Action Requests for the 
Purchase of Non-Standard IT Items to 
Governance Board members.  Action 
Requests may be forwarded to the IT 
Standards Committee for further review and 
recommendation.  

82



Action Requests approved/not approved by 
the Governance Board are returned to DTS's 
Review of Information Technology and Project 
Requests staff for further processing. 

7e (Optional) 
IT Standards 
Committee 
reviews and 
Makes 
Recommendation 

IT Standards 
Committee 

Upon request from the Governance Board, the 
IT Standards Committee reviews Action 
Requests for non-standard IT purchases to 
ensure that the request is compatible with 
enterprise-wide IT technology. IT Standards 
Committee makes a recommendation to the 
Governance Board based on technical merit. 

8 DTS Forwards 
Approved IT 
Purchasing 
Package 

DTS's Review of IT 
and Project 
Requests staff 

Upon approval of a Non-Standard IT 
Purchase, DTS Review of Information 
Technology and Project Requests staff 
ensures that the Certification of Compliance 
With Policy is signed by the Chief of DTS who 
forwards the approved IT purchasing package 
to the IT Buyer for further processing and 
notifies the Program Requester. If Action 
Requests are not approved, DTS will return it 
to the appropriate Division/Office Chief.  

9 Review 
Requisition  

IT Buyer Upon receipt of the approved IT purchasing 
package, the IT Buyer reviews it to ensure that 
all areas are correct and complete and 
determines if additional steps are required 
prior to creating a purchase order in SAP.  

If the Program Requester has obtained 
solicitations and has identified the lowest cost 
(or best value) supplier, the IT Buyer displays 
the Vendor Master Data Record to verify that 
the supplier exists in the SAP, and that the 
mailing and remit to addresses are correct. 

If the Program Requester has not identified a 
supplier, the IT Buyer will determine the best 
procurement method and supplier (State 
contract, CMAS, WSCA, IT Delegation 
purchase, or Purchase Estimate through DGS-
PD) based on the criteria outlined within the IT 
purchasing package, prepare the solicitation 
(RFQ), identify potential bidders, evaluate the 
bids, and identify the lowest cost, responsive 
and responsible, supplier. 

If the IT Buyer handles the solicitation and 
selects an appropriate supplier, the IT Buyer 
will use an existing supplier within SAP, or will 
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be responsible for establishing the vendor 
master record in SAP. 

NOTE: Please refer to the Information 
Technology Delegation Program 
Guidelines, Solicitation Creation and 
Evaluation. 

NOTE: Please see the Supplier 
Selection which gives the criteria for selecting 
suppliers. 

NOTE:  Please see the Information 
Technology Delegation Program Section F. 
Procurement Standards for more information 
on competitive bidding requirements. 

10 Create Purchase 
Order (STD. 65)  

IT Buyer Create Purchase Order; Transaction Code 
ME21    

Once the IT Purchasing Package has been 
reviewed and all issues have been addressed, 
the IT Buyer will use the SAP Requisition to 
generate the Purchase Order (STD. 65). Upon 
completion of the Purchase Order (STD. 65), 
the IT Buyer then prints a copy and signs it. 

The Buyer documents the procurement file 
and includes the following:  

 Requisition (DWR 220)  
 Evidence of appropriate level of 

approval  
 Specifications  
 List of all vendors solicited (name, 

telephone number, address)  
 RFQ, quotes received, and evidence of 

evaluation of bids  
 Bid/Quote Worksheet (Procurement 

Summary)  
 Non-Competitively Bid Contract 

Justification form (if applicable)  
 Copy of Purchase Order, and 

amendments  
 Preference program calculations  
 Related correspondence, paper or 

electronic 

11 Send Purchase 
Order to Supplier 

IT Buyer The IT Buyer faxes or mails the original 
Purchasing Authority Purchase Order (STD. 
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65) to the supplier and mails a copy of it to the 
Department of General Services, Procurement 
Division. 

12 Check Status of 
Requisition 

SAP Requisitioner Display Purchase Requisition; Transaction 
Code ME23    

The SAP Requisitioner can check the status of 
a Requisition to see if a Purchase Order (PO) 
has been created and to obtain the PO 
number by displaying the requisition in SAP. 

Enter the SAP Purchase Requisition number 
in the initial screen for T-code 
ME53.  Highlight a line item.  Use  the Menu 
Path: Environment, Purchase Order, Last 
Purchase Order. 

If a PO has been created, it will display the 
selected line item detail.  If not, the user will 
get an Error message indicating, "No purchase 
order exists for item 000XX." 

13 Post Goods 
Receipt for 
Purchase Order  

Warehouse/Materials 
Management staff 

Goods Receipt for Purchase Order; 
Transaction Code MB01    

Warehouse/Materials Management staff 
receive the specified item(s) and perform the 
following:  

 Enters the Goods Receipt referencing 
the Purchase Order into SAP  

 Notifies the Program Requester  
 Makes arrangements for delivery to the 

Program Requester  
 Files the packing slip and any 

supplemental documentation 

If the supplier fails to deliver item(s) as 
specified in the Purchase Order or item(s) is 
damaged, the Warehouse/Materials 
Management staff performs the following:  

 Enters the Goods receipt for 
purchase order into GR blocked 
stock transaction (Movement type 103) 
and (Reason for Movement number) in 
SAP. This will block payment and 
further goods movements.  

 Notifies the Buyer that the supplier has 
failed to deliver item(s) as specified in 
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the Purchase Order or item(s) is 
damaged.  

 If the item(s) needs to be returned to 
the supplier, the requestor or 
Warehouse/Materials Management 
staff will initiate the return and inspect 
the item(s) at the storage location. The 
requestor or Warehouse/Materials 
Management staff will notify the Buyer if 
the item(s) need to be returned. The 
Buyer will follow up with the supplier to 
resolve discrepancies and obtain a 
Return Material Authorization (RMA) 
number and the return shipment 
address and terms. The Buyer notifies 
the requestor or Warehouse Material 
Management staff of the Return 
Material Authorization (RMA) number 
and the return shipment address and 
terms. The RMA number must be 
entered on all copies of 
correspondence. The 
Warehouse/Materials Management 
staff enters the Return delivery from 
GR blocked stock transaction 
(Movement type 124) and (Reason for 
Movement number) in SAP and 
prepares the goods for return shipment 
or pickup by the supplier. The RMA 
number is to be included with the 
shipment. If failure to perform becomes 
a repetitive problem, buyer notifies 
DGS-PD buyer listed as the contact for 
the State contract.  

If the goods are to be accepted, 
Warehouse/Materials Management staff 
release the goods from blocked stock by 
entering the Release GR blocked stock for 
warehouse transaction (Movement type 105) 
and (Reason for Movement number) in SAP. 

If the item purchased is an asset, the 
Warehouse/Materials Management staff:  

 Affixes DWR tags on the appropriate 
items  

 Completes Receipt of New Equipment 
and Disposition of Property (DWR 
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160) submits an original signed copy to 
the Property unit, and e-mails a copy to 
the Asset Master Data Specialist 

14 Complete 
Supplemental 
processing and/or 
paperwork  

Warehouse 
/Materials 
Management staff 

Additionally, the Warehouse/Materials 
Management staff completes the following, as 
appropriate:  

 Notifies the Program Requester  
 Makes arrangements for delivery 

15 Distribute 
Documents 

Warehouse/Materials 
Management staff 

The Warehouse/Materials Management staff 
distributes the following:  

 Completed Receipt of New Equipment 
and Disposition of Property (DWR 160) 
to the Purchasing Unit  

 Packing slip to IT Buyer (for files)  

16 Deploy IT Goods Program 
Requester/LAN 
Administrator 

Upon notification from the Warehouse 
/Materials Management staff, the Program 
Requester, working with their LAN 
Administrator, completes the following:  

 Deploys and/or installs IT goods to 
appropriate staff  

 Reassigns or surpluses old IT goods  

 Adds new IT goods to IT AIMS, as 
necessary  

 Deletes replaced IT goods from IT 
AIMS, as appropriate 

17 (Optional) 
Check Status of 
Payment to 
Supplier 

SAP Requisitioner Display Purchase Orders; Transaction 
Code ME23    

The SAP Requisitioner can check the payment 
status of a Purchase Order by displaying it in 
SAP to see if an invoice has been posted by 
Accounting. 

Enter the SAP Purchase Order number in the 
initial screen for T-code ME23.  Highlight a line 
item.  Using the Tool bar, select the PO 
History button. 

If an invoice has been posted, it will display an 
IR (invoice receipt), including a posting date, 
quantity paid, and the value of the invoice.  If 
not, the user will get a message indicating, 
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"No purchase order history records found." 
 
 

Enterprise Process Guides are maintained by Management Analysis Office 
 

If you have comments or suggestions on the Enterprise Process Guides send an email to the  
IT Service Center. 

 
Return to MAO’s Home Page  
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Department of Water Resources 

Enterprise Process Guide 
Purchasing 11: SB/DVBE Bid Option for SB/DVBE Purchases 

Revised: January 2, 2008 
 
Policy:  DWR buyers and others involved in the procurement process may award contracts 
greater than $5,000 but less than $100,000 for commodities to certified small businesses or 
certified DVBE vendors, as long as price quotations have been obtained from at least two 
responsible and responsive certified small businesses or DVBE vendors and the award is to a 
certified Small Business or DVBE vendor. 
 
Reference:  Government Code 14838.5 (Small Business Procurement 

and Contract Act) 
 Public Contract Code 10300-10334 (Competitive Bidding 

and Other Acquisition Procedures)  
o PCC 10301 (Lowest Responsible Bidder)  

 State Contracting Manual, Volume 2 (Purchasing Authority 
Manual) 

 DAM 8350 (Small Business/Disabled Veteran Enterprise 
(DVBE) Preference and Goal Programs)  

 Department of General Services 
o Procurement Division 
o Office of Small Business and DVBE Services (OSDS) 

 Purchasing Services  

Responsibility:  Headquarters (HQ) Program Requester 
 Field Division (FD) Program Requester 
 DWR Small Business/DVBE Advocate 
 Vendor Master Data Specialist 
 Material Master Data Specialist 
 Asset Master Data Specialist 
 HQ SAP Requisitioner 
 FD SAP Requisitioner 
 HQ Buyer 
 FD Buyers 
 Approving Official 

General Information:  

 Note:  Using the Small Business/Disabled Veteran Business Enterprises (SB/DVBE) Bid 
Option can expedite the processing of the purchase order by allowing the Department to 
process these orders without having to send the request to the Department of General Services 
(DGS).  For orders $5,000.01 through $99,999.99 quotes from either two certified small 
businesses or two certified DVBE vendors are necessary.  

In order to attain the State's 25 percent participation goal for Small Business and 3 percent 
participation goal for DVBE in contract and procurement efforts, state agencies are allowed to 
solicit two or more certified small or DVBE businesses for commodities and IT goods using an 
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informal, streamlined bid process.  

This EPG pertains to commodities and IT goods only. If the purchase includes services, the 
determination should be made by the Program Requester and the appropriate Buyer and/or 
Contract Specialist as to whether the purchase is considered a good or service. 

For HQ, the Program Requester is responsible for obtaining price solicitations. 

For the Field Divisions, the Buyer is responsible for obtaining Request for Quotations (RFQs) 
and selecting a vendor. 

All Buyers are responsible for the following:  

 Verification of the vendor's Small Business or DVBE certification status 
 Evaluation of the quotes as responsive and responsible 
 Documentation of reasons for vendor selection 
 Creation of the purchase order 

Procedures: 

Action Responsible 
Party 

Procedure 

1 Identify Need for 
Purchase of 
Commodities or IT 
Goods 

HQ/FD Program 
Requester 

The HQ/FD Program Requester identifies the 
commodity (equipment, materials or supplies) to 
be ordered, the quantity, and when the commodity 
is needed.  
 
For HQ, the determination should be made that 
the purchase qualifies to use the SB/DVBE Bid 
Option.  

For Field Divisions, the Buyer will determine if the 
purchase qualifies to use the SB/DVBE Bid Option 
and source it accordingly.  (See action 7) 

 Note: Field Divisions please skip to action 
4, Complete SAP Requisition 
 

2 Identify Vendors HQ Program 
Requester 

The HQ Program Requester should contact the 
Purchasing Services Office for help in locating 
SB/DVBE vendors.  

The DWR SB/DVBE Advocate may also be 
contacted to help find qualified vendors. 

The HQ Program Requester should verify through 
the Office of Small Business and DVBE 
Services (OSDS) website that the vendors 
solicited are currently certified.   
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3 Solicit Vendors 
and Submit 
Documentation 

HQ Program 
Requester 

The HQ Program Requester should solicit at least 
two certified Small Business or two DVBE vendors 
and request quotes. 
 
The HQ Program Requester then submits all 
documentation (quotes, specifications, etc.) to the 
HQ SAP Requisitioner. 
 

4 Complete SAP 
Requisition 

HQ/FD SAP 
Requisitioner  

  

SAP Transaction Code ME51N – Follow these 
steps to access SAP Work Instructions (WI) (if 
available):  From within SAP, enter the 
Transaction Code>Help>DWR Help (or access 
WIs at 
http://sapwebhelp.water.ca.gov/nav/index.htm). 
 
The HQ/FD SAP Requisitioner completes a SAP 
Requisition giving consideration to whether 
Material Master, Vendor Master, or Asset Master 
records are necessary.  (Please see EPG 
Purchasing 4: Purchases Over $5,000 [RFQ], 
steps 3a – 5).  

The HQ/FD SAP Requisitioner scans and  
attaches all supporting documentation (quotes and 
specifications) to the SAP requisition and contacts 
their Approving Official (via email) to review, 
approve and electronically release the SAP 
requisition line items. 
 

5 Approve and 
release SAP 
Requisition 

Approving Official SAP Transaction Code ME54N – Follow these 
steps to access SAP Work Instructions (WI) (if 
available):  From within SAP, enter the 
Transaction Code>Help> DWR Help (or access 
WIs at 
http://sapwebhelp.water.ca.gov/nav/index.htm). 
 
The Approving Official validates the need for the 
requested goods and/or services, ensures the cost 
object and general ledger account are correct, and 
releases the appropriate line item(s) on the SAP 
Requisition so that a purchase order can be 
prepared.  

 Note: It is very important that 
supervisors/management releasing a requisition 
know the requisitioning and release processes.  
They should ensure that the account assignment 
and cost element are specified on each line item 
of the requisition.  The account assignment 
consists of the Order or WBS element.  The cost 
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element(s) includes general expense, IT 
hardware, training, etc. 
 

6 Review and 
Evaluate Quotes 

HQ Buyer The HQ Buyer reviews and evaluates the quote 
information received from the vendors and uses 
this information to award the purchase to the 
appropriate vendor. 
 
The HQ Buyer verifies and documents the 
information for the file by printing a copy of the 
OSDS certification for each vendor. 
 

 Note:  For HQ skip to action 9, Create a 
Purchase Order. 
 

7 Review SAP 
Requisition/Create 
an RFQ in SAP 

FD Buyer SAP Transaction Code ME41 – Follow these 
steps to access SAP Work Instructions (WI) (if 
available):  From within SAP, enter the 
Transaction Code>Help>DWR Help (or access 
WIs at 
http://sapwebhelp.water.ca.gov/nav/index.htm). 

The FD Buyer reviews the SAP requisition to 
determine if the SB/DVBE bid option can be used. 
The DWR SB/DVBE Advocate may also be 
contacted to help find qualified vendors. 

The FD Buyer creates a Request for Quotation (a 
bid document) within SAP.  The FD Buyer prints 
out the RFQ and sends it to the appropriate 
certified small business and DVBE vendors. 
 

8 Review & 
Evaluate Quotes 

FD Buyer SAP Transaction Code ME47 – Follow these 
steps to access SAP Work Instructions (WI) (if 
available):  From within SAP, enter the 
Transaction Code>Help>DWR Help (or access 
WIs at 
http://sapwebhelp.water.ca.gov/nav/index.htm). 

Upon receipt of the RFQ from the vendor(s), the 
FD Buyer evaluates and reviews the bid 
information and enters the quotations from each 
vendor against the RFQ. Based on the information 
that is maintained, the SAP system will select the 
lowest responsible bidder. 

The FD Buyer prints a price comparison list from 
the RFQs for the purchasing file. 
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If the SB/DVBE Bid Option is used, the FD Buyer 
should document the file with the appropriate 
certifications from the DGS, Office of Small 
Business and DVBE Services website. 
 

9 Create a 
Purchase Order 

HQ /FD Buyer The HQ/FD Buyer creates a purchase order. 
Please continue with EPG Purchasing 4: 
Purchases Over $5,000 (RFQ), step 11. 
 

 
 

Enterprise Process Guides are maintained by the Management Analysis Office. 
 

If you have comments or suggestions on the Enterprise Process Guides send an email to the  
DWR IT Service Center. 

 
Return to MAO’s Home Page 
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Department of Water Resources 
Enterprise Process Guide 

Purchasing 12:  Non-Competitively Bid Contracts (For Goods) 
Revised: February 24, 2011 

  

Policy:  The Department of Water Resources discourages Non-Competitively Bid (NCB) 
transactions for goods unless an absolutely essential need exists.  In the event the acquisition of 
information technology goods and non-IT goods is restricted to one supplier and the proposed 
acquisition cost is over $5,000, it is State of California policy to comply with the requirements of 
the NCB Contract justification process.  A special NCB form has been prepared for this purpose 
by the Department of General Services, Procurement Division.  DWR organizations proposing 
an NCB purchase will complete this form explaining why the acquisition is restricted to one 
supplier, why the supplier was chosen, the consequences of not purchasing the goods, the 
market research that was done to substantiate the lack of competition, and complete a price 
analysis to determine that the price is fair and reasonable, including cost savings or avoidance 
that is applicable. 
 
Reference:  Public Contract Code 12102(a)(1), 12102(a)(2) (Acquisition of 

Information Technology Goods and Services)  
 Public Contract Code 10301, 10302 (Competitive Bidding and Other 

Acquisition Procedures)  
 Government Code 14838.5 (Small Business Procurement and 

Contract Act: General Provisions)  
 State Contracting Manual, Volume 3, Chapter 4 (NCB Contracts – 

IT Goods) 
 State Contracting Manual, Volume 2, Chapter 5, (NCB Contracts – 

Non-IT Goods) 
 DAM 8320.3 (Orders Exceeding Delegation Limits)  
 DAM 8340 (Competitive Bidding)  
 DAM 8340.21 (Non-Competitively Bid Contracts)  
 DWR Delegation Orders  
 Purchasing Services  
 IT Purchasing  

Responsibility:  Program Requester (staff member proposing the NCB purchase)  
 Authorized SAP Requisitioner  
 Administrative Officer  
 Division/Office Chief  
 Purchasing Services  

o Buyer 
 Procurement and Contracting Officer 
 Natural Resources Agency Secretary 

Forms:  Non-Competitively Bid (NCB) Justification form 
 DWR 430 Correspondence Control Slip 
 Agency Control Slip 

General Information: 
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When a Program Requester elects to use a specific vendor or if there is only one vendor that 
can provide the goods, a Non-Competitively Bid (NCB) Contract Justification form must be 
completed and included in the procurement package. The Department of Water Resources’ 
Procurement and Contracting Officer and the Natural Resources Agency Secretary will review 
and approve proposed NCB transactions from $5,000 to $25,000 using this form.  For 
transactions over $25,000, additional approval is required from the Department of General 
Services Procurement Division (DGS – PD). The competitive bidding process is not required for 
transactions under $5,000.  

Approved NCB forms are required for:  

A.  Acquisitions within the Department’s purchasing authority for Commodities and for IT 
goods over $5,000.  

B.  Purchase Estimates (STD. 66) for acquisitions to be handled by DGS Procurement 
Division that exceed our Department’s purchasing authority.  

C.  California Multiple Award Schedule (CMAS) orders over $5,000 where only one source is 
known.  

D.  Some Master Agreement orders over $5,000 where only one source is known.  

 NOTE: It is highly recommended that you consult with Purchasing Services staff as soon 
as you determine you have a NCB transaction. For example, there are a number of acquisitions 
for goods that are exempt from the NCB process.  These goods are exempted by statute and by 
policy. Purchasing Services can assist you with this determination.  
Procedures: 

Action Responsible 
Party 

Procedure 

1 Complete Non-
Competitively Bid 
(NCB) Contract 
Justification Form 

Program 
Requester 

See the General Information above.  The 
procedures explained here assume that you have 
completed all of the steps, with the exception of 
competitive bidding, required for preparing 
requisitions for goods over $5,000.  These 
procedures are detailed in the following EPGs:  

 Purchasing 4 - Purchases Over $5,000  
 Purchasing 6 - Purchase Estimates  
 Purchasing 8 - Standard IT Purchases  
 Purchasing 9 - Non-Standard IT Purchases 

The Program Requester identifies the need to 
purchase NCB goods and completes a Non-
Competitively Bid (NCB) Justification form.  If the 
goods being purchased are from a vendor who is a 
sole developer, manufacturer and supplier (seller), a 
Certificate of Exclusivity letter is requested from the 
vendor, and is included in the package as a 
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supporting document.   

Click here to see an example of a Certificate of 
Exclusivity. 

2 Prepare Formal 
Draft Cover 
Memo/Route 
Formal Draft 
Cover Memo for 
Approval 

Program 
Requester  

Purchasing 
Coordinator 

Administrative 
Officer 

Division Chief 

Purchasing 
Services 

DWR's 
Procurement & 
Contracting 
Officer 

 

The Program Requester prepares a formal draft 
cover memo to accompany the NCB form, and 
attaches copies of the requisition and copies of any 
other supporting documents.  This memo briefly 
summarizes the acquisition, including the goods the 
contractor will provide.  The memo is from the 
Procurement and Contracting Officer, Department of 
Water Resources to the Natural Resources Agency 
Secretary, asking for concurrence on the NCB 
transaction.   

The memo should be routed to the Purchasing 
Coordinator, Administrative Officer, Division Chief, 
Purchasing Services Chief, and DWR's 
Procurement and Contracting Officer. Once the 
Procurement and Contracting Officer has approved 
the draft memo it will be returned to the requester to 
be finalized.  

Click here for a sample of a Formal Draft Cover 
Memo.  

 NOTE: Ask your Administrative Officer for 
assistance with drafting the memo from the 
Procurement and Contracting Officer to the Natural 
Resources Agency Secretary requesting approval of 
the NCB acquisition. 

3 Prepare and 
Route the Final 
Cover Memo and 
Package for 
Review and 
Approval 

Requester  

Procurement 
and Contracting 
Officer  

Natural 
Resources 
Agency 
Secretary 

Administrative 
Officer 

Program administrative staff prepares a final cover 
memo and routes it for approval with the pink 
Correspondence Control Slip (CCS) (DWR 430), the 
NCB form, original requisition and any supporting 
documents.  The package is finalized and sent to 
the Procurement and Contracting Officer, 
Department of Water Resources for signature.  
Upon approval, Procurement and Contracting Office 
(PCO) staff will remove the CCS, attach the Agency 
Route Slip, and include only those documents 
requiring approval by the Natural Resources Agency 
Secretary.  Scanned copies of the document to be 
provided to the Deputy Director of Business 
Operations and to the Chief Deputy Director for 
informational purposes.  The package will be 
returned to the Administrative Officer (AO) after all 
approvals have been obtained. The AO forwards the 
package to the SAP Requisitioner. 
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4 Return Approved 
NCB Form to 
Division 
Purchasing 
Coordinator 

Administrative 
Officer  

Purchasing 
Coordinator/SAP 
Requisitioner 

  

Once the NCB form is approved, it is returned with 
the supporting documents to the Purchasing 
Coordinator or Requisitioner for completion of the 
SAP requisition. The NCB form is electronically 
linked to the requisition as a supporting document.  

 NOTE: Resume normal purchasing steps 
according to procurement type. Please refer to the 
following EPGs:  

 Purchasing 4 - Purchases Over $5,000  
 Purchasing 6 - Purchase Estimates  
 Purchasing 8 - Standard IT Purchases  
 Purchasing 9 - Non-Standard IT Purchases 

5 Send Non-
Competitively Bid 
(NCB) Package to 
DGS-PD for 
Approval or 
Processing 

Buyer For NCB transactions over $25,000, DWR 
Purchasing Services Office will submit the NCB 
request to the DGS – PD for approval after it has 
been received from the Purchasing 
Coordinator/SAP Requisitioner.   

If the NCB acquisition exceeds DWR's purchasing 
authority, the purchase order will be issued by DGS-
PD. 

6 Create Purchase 
Order (STD. 65) 

Buyer For NCB transactions under $25,000 the package is 
then processed by the appropriate DWR Purchasing 
Group as per the procurement type.  (See Step 1 for 
procurement types.) 

7 Submit Non-
Competitive Bid 
Quarterly Report 

Purchasing 
Services 

Non-Competitive Bid Contract Quarterly Report: 
NCB transactions approved by the Department of 
Water Resources in the range of $5,000 to $25,000 
are reported to DGS-PD on a quarterly basis by 
Purchasing Services. Since NCB transactions over 
$25,000 must be approved by DGS, it is not 
necessary for DWR to report these transactions. 

 
 

Enterprise Process Guides are maintained by the Management Analysis Office. 
 

If you have comments or suggestions on the Enterprise Process Guides send an email to the  
IT Service Center. 

 
Return to MAO’s Home Page 
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Department of Water Resources 
Enterprise Process Guide 

Purchasing 13:  Rental of an Off-Site Facility 
Current as of: December 28, 2004 

 

Policy:  The Department recognizes the need to rent off-site facilities for meetings, public 
workshops, conferences, conventions, or training events when sufficient or appropriate space is 
unavailable within DWR facilities or through other State entities at no cost.  Organizations, with 
the approval of the Division Chief, may rent an off-site facility for public meetings and 
hearings.  All other requests to rent an off-site facility require Deputy Director approval. The 
Department has implemented the Department of General Services' American Express Meeting 
Planner Account program to facilitate the rental of these facilities. 
Reference:  State Administrative Manual (SAM) 1233(3)(s) (Contracts 

Exempt From California State Contracts Register Advertising)  
 State Contract Manual (SCM) 3.20 (Convention and 

Conference Service Contracts)  
 SCM 5.80(3)(s) (Contracts Exempt From Advertising In the 

CSCR and Competitive Bidding)   
 Management Memo (MM) 03-10  

 DAM 3747.2 (Sponsoring or Co-sponsoring Conferences, 
Conventions, and other Events)  

 DAM 4242 (State-Sponsored Functions)  
 DAM 8380.8 (American Express Meeting Planner Account 

Program)  
 DAM 8380.9 (Renting an Off-site Facility)  

Responsibility:  Deputy Director  
 Division Chief  
 District/Field Division Chief  
 Division of Fiscal Services  

o  Accounts Payable Section  

 Contract Services Office  

 Division Contract Coordinator  
 Division Purchasing Coordinator  
 Meeting Planner Account Coordinator (MPAC)  
 Requester  

Forms:  DWR 9556 Event Inquiry Sheet, 
 DWR 4384 Off-site Facility Rental Request 

General Information: 

Off-Site Facilities include:  

 Private facilities including, but not limited to, hotel, college, and university 
meeting/conference rooms  

 State college and university meeting/conference rooms  

State-owned facilities operated by concessionaires such as Asilomar and the Marconi 
Conference Center. 
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Additional Information: 
 

Renting an Off-Site Facility to facilitate the rental of off-site facilities, the Department has 
acquired an American Express Meeting Planner Account, a method of payment designed to 
simplify the rental of off-site facilities for meetings, conferences, training, etc.  The Department 
of General Services developed this program with American Express for State agencies to use 
as their preferred procurement and payment method for off-site facility rentals.  This function 
has been centralized in the Department's Purchasing Services Office (PSO). 

The Department’s Meeting Planner Account Coordinator in the PSO is responsible for the 
rental of all off-site facilities and serves as the liaison with the rental facilities that accept the 
American Express Meeting Planner Account.  The MPAC assists in locating off-site rental 
venues, negotiates rates and services, and coordinates and reconciles payment on all events 
and related expenses pertaining to this method of payment.   

NOTE:  Advance planning is critical to scheduling an off-site facility rental.  Depending on 
the type and complexity of the event, it could take up to 3 to 4 months to locate a suitable 
facility that meets the requester's needs.  Sufficient time must be allowed for the MPAC to 
search for an appropriate facility prior to the event date. 

NOTE:   If the preferred facility/vendor currently does not accept the American Express 
Meeting Planner Account and they desire to become an AE merchant, they may contact 
American Express at 1-800-492-1477.  Or the MPAC may submit their request to American 
Express as a courtesy, and an AE representative will contact the vendor.   

If the preferred facility does not wish to be an AE merchant, the requesting DWR organization is 
responsible for securing an agreement with the facility (i.e. Department Service Authorization, 
Interagency Agreement or Contract) and coordinating the agreement with the Contract Services 
Office (CSO).  The DWR organization is also responsible for coordinating the method of 
payment. 

For assistance in the contracting process, requesters should work with their Division/Office 
Contract Coordinator.   If this contracting method is to be used, the requesting organization 
needs to allow enough lead time to work on the agreement with the CSO prior to the event.  It 
could take 3 to 6 months to complete the contract process. 

If the Cash in Advance payment method is required for facilities that are not coordinated by the 
MPAC, requesters may contact their division Purchasing Coordinator, or Division of Fiscal 
Services Accounts Payable staff at 653-9668.  

NOTE:  The MPAC handles all other aspects (i.e. room set-up, equipment and service 
requirements, etc.) of coordinating the event if the requesting division would like this 
assistance.   

The MPAC ensures that Americans with Disabilities Act requirements are considered when 
making arrangements for an off-site facility.  Staff may also contact the Department’s Disability 
Coordinator for assistance. 
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For procedures on sponsoring and co-sponsoring conferences, conventions and other events 
refer to Enterprise Process Guide Training 4: Conferences/Conventions. 

Questions regarding rental of off-site facilities should be referred to the MPAC in the 
Purchasing Services Office at (916) 654-0633, or click here to visit the Purchasing Services 
Office website. 
Procedures: 

Action Responsible 
Party 

Procedure 

 
1 

Complete and 
Submit Event 
Inquiry Sheet 

Requester The requester completes the Event Inquiry Sheet, 
(DWR 9556) with information pertaining to their 
event needs and forwards it via e-mail or fax, to 
the Meeting Planner Account Coordinator.   The 
requester may consult with the MPAC before 
completing the form. 

2 Search for 
Appropriate 
Facility 

MPAC The MPAC refers to the DWR 9556 to search (via 
Internet, convention and visitors bureau, cold-
calling via e-mail/phone, site visit) for the 
appropriate facility best suited to the requester’s 
needs.  Facilities are selected based on the 
requirements for the event, best value, location, 
and availability.  

NOTE:  If the requester has a specific 
property in mind (i.e. past rental, only facility 
available for area, meets special need, etc.), the 
name of facility, contact person, and phone 
number should be included on the DWR 9556 in 
the comments section. 

NOTE:  Most State facilities do not charge for 
using their rooms and will be considered first 
during the facility search.  

3 Request Quotes MPAC The MPAC requests quotes via e-mail, fax or 
phone from the selected facilities. 

4 Review Quotes 
with Requester 

MPAC/Requester The MPAC reviews the quotes received from the 
potential rental facilities with the requester to 
select the site best suited to their needs. 

5 Complete Offsite 
Facility Rental 
Request 

Requester Once the requester has selected a facility, they 
complete an Off-site Facility Rental Request 
(DWR 4384) and forward it to the Division/Office 
Chief for approval. 

NOTE:  This form is required before the 
MPAC can formally contract to rent a facility. 

NOTE:  For procedures on sponsoring or co-
sponsoring conferences, conventions or other 
events, refer to Enterprise Process Guide 
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Training 4:  Conferences/Conventions. 
6a Review Off-site 

Facility   Rental 
Request 

Division/Office 
Chief/Requester 

The Division/Office Chief reviews and approves or 
denies the request to rent an off-site facility in 
accordance with DAM Sections 3747.2 and 
8380.9.  

If approved and the rental is for a public meeting 
or hearing, the requester forwards a copy to the 
MPAC so they can complete the facility rental 
process.   

For all other events, the DWR 4384 is forwarded 
to the organization’s Deputy Director for approval. 

6b (If 
applicable)  Revie
w Off-site Facility 
Rental Request 

Deputy Director/ 
Requester 

The Deputy Director reviews and approves or 
denies the request to rent an off-site facility in 
accordance with DAM Sections 3747.2 and 
8380.9. 

The form is returned to the requester.  If 
approved, requester forwards an approved copy of 
the DWR 4384 to the MPAC so they can complete 
the facility rental process. 

7a Submit and 
Review Contract 

MPAC The MPAC issues a standard DWR formal 
Hotel/Meeting Venue Agreement with the rental 
facility that documents what may be charged to 
the American Express Meeting Planner Account 
and how the charges are to appear or be detailed 
on the billing statement. 

NOTE:  A facility is considered rented once 
the agreement is approved and signed by both the 
rental facility sales representative and the MPAC. 

 NOTE:  The rental facility may also require 
their own rental agreement that the MPAC must 
review to ensure the terms and conditions are 
acceptable.  If acceptable, the MPAC signs the 
facility’s agreement.  If the agreement is not 
acceptable, the MPAC lines out the terms and 
conditions that the State does not agree to and 
returns it to the facility unsigned, for their 
review.  If the facility agrees to the changes, the 
contract is signed by both parties.  If there is no 
agreement, the MPAC searches for another 
venue. 

If the Hotel/Meeting Venue Agreement is used, go 
to Step 8. 

7b (If Requester/   Divi If the preferred rental facility does not accept the 
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applicable)  Devel
op Appropriate 
Contract 

sion Contract 
Coordinator/ 
Contract 
Services Office 

AE MPA, the MPAC notifies the requester.  The 
requester then works with their Division/Office 
Contract Coordinator for assistance in developing 
and processing the appropriate document (i.e., 
Department Service Authorization, Interagency 
Agreement or Contract).  The requester may also 
refer to the Enterprise Process Guide Index - 
Logistics/Contracts for assistance. 

7c (If 
applicable)  Coordi
nate Payment 

Requester/ 
Accounts 
Payable Section 

If the preferred facility does not accept the AE 
MPA and requires a Cash in Advance method of 
payment, the requesting organization contacts 
their division Purchasing Coordinator or Accounts 
Payable staff at 653-9668 for assistance. 

8 Event 
Concluded/Review 
Charges 

MPAC/Rental 
Facility 

Once the event has concluded, the rental facility 
faxes the detailed invoice to the MPAC.  The 
MPAC reviews the charges for accuracy before 
issuing the AE MPA number and expiration date to 
accept the expenses. The MPAC works with the 
facility to resolve any discrepancies before 
approving the invoice. 

9 Submit Approved 
Statement to 
Accounting 

American 
Express  

MPAC 

At the conclusion of the monthly billing cycle, AE 
submits a statement to the MPAC.  The MPAC 
annotates the billing statement with the required 
cost object and cost element and submits the 
American Express MPA statement to the Division 
of Fiscal Services, Accounts Payable Section, for 
processing. 

10 Review/Process 
Statement 

Accounts 
Payable Section 

The Accounts Payable Section reviews the 
statement for completeness and accuracy and, if 
all the information is correct, processes for 
payment. 

If the statement is incomplete (e.g. missing 
invoices, does not reconcile, etc.) Accounts 
Payable contacts the MPAC to resolve the 
discrepancies before issuing payment. 

 
Enterprise Process Guides are maintained by the Management Analysis Office. 

 
If you have comments or suggestions on the Enterprise Process Guides send an email to the  

IT Service Center. 
 

Return to MAO’s Home Page  
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Department of Water Resources 
Enterprise Process Guide 

Purchasing 14: Purchasing Proprietary Subscriptions and Publications 
New: April 17, 2013 

 

Policy:  Proprietary subscriptions and publications may be paid with departmental funds 
providing the subscription or publication benefits the Department of Water Resources 
(Department) and is appropriate for the requester’s position and duties.  A brief written 
justification from the requester as well as a letter from the vendor verifying the proprietary 
nature of the subscription content must be included when requesting this type of purchase.  
This applies to the purchase of proprietary books, periodicals, magazines, newspapers, 
technical manuals, technical services related to publications, or access to on-line data 
sources.  
 
Department of General Services, Procurement Division (DGS, PD) policy exempts proprietary 
subscriptions and publications up to $250,000 from advertising, competitive bidding, or the 
Non-Competitive Bid (NCB) process.  This exemption does not supersede DGS delegated 
purchasing authority dollar thresholds, which still apply. 
 
Requests for purchases that exceed the delegated purchasing authority dollar thresholds must 
be submitted to the appropriate Purchasing Group Buyer or Contract Specialist.  The Buyer or 
Contract Specialist will review, approve, and submit the request to DGS, PD or the DGS, 
Office of Legal Services (DGS, OLS) for review and approval or execution of the purchase.  
Reference:  State Contracting Manual Volume 1 Chapter 5 – Competitive 

Bidding Methods 
 State Contracting Manual Volume 1 Chapter 7 – 

Miscellaneous Contracting Issues 
 State Contracting Manual Volume 2 Chapter 5 – Non-

Competitively Bid (NCB) Contracts 
 State Contracting Manual Volume 2 Chapter 9 – 

Disbursements, Invoice Payment, Finance and Payment 
Programs  

 State Contracting Manual Volume 3 Chapter 5 – Non-
Competitively Bid (NCB) Contracts 

 State Contracting Manual Volume 3 Chapter 9 – 
Disbursements, Financing and Payment Programs             

 DAM 8320 – Purchasing 
 DAM 8320.13 – Purchasing Proprietary Subscriptions and 

Publications 
 For detailed procedures, please refer to Accounts Payable 

and Purchasing Enterprise Process Guides (EPGs). 
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Responsibility:  Program Requester 
 SAP Requisitioner 
 Approving Official 
 Buyer 
 Contract Specialist 
 Material Master Data Specialist 
 Vendor Master Data Specialist 
 AquaAssist 
 Contract Services (CS) 
 IT Contracting and Purchasing Services (ITCPS) 
 Purchasing Services (PS) 
 Division of Fiscal Services 

○   Payables Office  
 Office of the Chief Counsel (OCC) 

o Staff Counsel 
Forms:  SAP Material Master Data Record Request (DWR 9253)  

 SAP Vendor Master Data Request (DWR 9512)  
 Cash In Advance (DWR 9600)  
 Darfur Contracting Act (DWR 9657)  
 Additional Bidder Instructions (DWR 9678)  
 Drug-Free Workplace Certificate (STD. 21)  
 Purchasing Authority Purchase Order (PO) (STD. 65)  
 Purchase Estimate (STD. 66)  
 Payee Data Record (STD. 204)  
 Standard Agreement (STD. 213)  
 Non-Competitively Bid (NCB) Contract Justification (GSPD-

09-007)  
 Special Category NCB Request (GSPD-09-008)  
 Bidder Declaration (GSPD-05-106)  
 Non-IT Service Contract Action Request Form (SCARF)  

General Information: 
 
The nature of a subscription dictates that it be obtained through advance payment.  The 
Department’s goal is to take initiative on obtaining discounts or efficiencies.  All possibilities 
should be considered, for example: establishing proprietary subscriptions for multiple years, 
taking advantage of promotional or sale prices or combining purchases in an effort to reduce 
overall costs.   
 
When the overall purchase for proprietary subscriptions and publications is $5,000 or less, the 
Program Requester/SAP Requisitioner or Buyer will use the State’s CAL-Card to purchase the 
proprietary subscription or publication for an annual subscription fee.  This option may not 
be used for monthly payments.  In the event the vendor does not accept the CAL-Card or 
Purchase Order (PO), the Program Requester/SAP Requisitioner will use the Cash in Advance 
request procedure that is available through the Payables Office in the Division of Fiscal 
Services.  If the documentation (sales agreement or invoice) does not state “payment in 
advance is mandatory” the Payables Office may contact the vendor for confirmation. 
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Proprietary subscriptions and publications over $5,000 are categorized into three types for the 
purpose of allocating work to the correct section within the Department’s purchasing and 
contracting staff structure: 
 

1. Non-IT Goods  
2. IT Goods and Services  
3. Contract Services 

 
Consult with procurement or contracting staff when determining where a request should be 
submitted.   
 
Some organizational memberships include on-line subscriptions to data sources, in which 
case payment of the annual membership fee entitles the member to access the data 
source(s).  
 
Minor technical services associated with subscriptions are acceptable, e.g. providing some 
minimal training on use of the on-line resources. 
 
Legal Considerations: 
 
General Provisions or General Terms and Conditions are to be included in all procurements 
for proprietary subscriptions and publications in excess of $100.  These Provisions and 
Conditions apply as follows, if the purchase is transacted by:  
 

 Purchasing Services (GSPD-401 Non-IT Commodities) 
 IT Contract and Purchasing Services (GSPD-401 IT) 
 Contract Services (GTC 610) 

 
Prior to execution of a purchasing document, the vendor must be provided with an opportunity 
to review and accept the General Provisions or General Terms and Conditions. 
 
When subscribing to a magazine, newspaper, or on-line service, the subscriber is accepting a 
use agreement by virtue of purchasing that intellectual property. 
 
Contract forms, license agreements, sales agreements, or ordering forms provided by a 
vendor must be submitted to the appropriate Purchasing Group Buyer or Contract Specialist.  
At an appropriate point in the process, the Buyer or Contract Specialist will submit the 
package, including these documents, to the Department’s Office of the Chief Counsel (OCC) 
for review and approval for legal form and sufficiency.  Employees may sign such vendor 
contracts or agreements only after receiving OCC’s approval.  
 
The DGS, OLS reviews proprietary subscriptions over $50,000 that are prepared by Contract 
Services using the Standard Agreement (STD. 213) service contract form. 
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Definitions and Reference: 
 
Subscription:  

 An arrangement for providing, receiving, or making use of something of a continuing or 
periodic nature on a prepayment plan.  
 

 An agreement to receive or be given access to electronic texts or services, especially 
over the Internet.  
 

Product of the Mind 
 Intellectual property; a product of the intellect that has commercial value, including 

copyrighted property such as literary or artistic works, and ideational property, such as 
patents, business methods, and industrial processes.  

 
Technology 

 Technology includes, but is not limited to, all electronic technology systems and 
services, automated information handling, system design and analysis, conversion of 
data, computer programming, information storage and retrieval, and business 
telecommunications systems and services. (GC §11532) 
 

Information Technology  
 Information technology means all computerized and auxiliary automated information 

handling, including systems design and analysis, conversion of data, computer 
programming, information storage and retrieval, voice, video, data communications, 
requisite systems controls, and simulation.  The term “information technology” is 
commonly abbreviated as “IT.” (SAM 4819.2) 

 
Proprietary Subscriptions 

 Proprietary subscriptions, proprietary publications and/or technical manuals (manuals, 
law books, technical manuals, technical services related to publications, etc.) 
regardless of media format, up to $250,000 are exempted from advertising, competitive 
bidding, and the Non-Competitive Bid (NCB) process by DGS, PD policy.  (SCM 
Volume 2, Chapter 5.5.1 Purchases Exempt by the DGS Policy) 

 
Final Documentation 
 
For procurement compliance reviews, audits, and to sustain good business practices,  
transactions for proprietary subscriptions must contain the following file documentation as 
appropriate: 

 Evidence of appropriate level of approval 
 Specifications 
 Price quote(s) received for proprietary subscription or publication 
 Documentation of proprietary nature of the content being accessed through the 

subscription or publication  
 Copy of procurement documents (approved Cash In Advance request, CAL-Card 

Statement, Purchase Order, Standard Agreement, and amendments, etc.) 
 Vendor license or sales agreement with documentation of legal review and approval 
 Related correspondence, paper or electronic 
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Procedure 

Action Responsible 
Party 

Procedure 

1 Identify 
Subscription 
and Prepare 
Appropriate 
Documents  
 

Program 
Requester/ 
SAP 
Requisitioner/ 
Buyer/ 
Contract 
Specialist 
 

 
 

Requester identifies the proprietary subscription to be 
ordered, the quantity, the proprietary subscription 
period, and the cost. 
 
Send a copy of the Department’s General 
Provisions/Terms and Conditions to the vendor for 
quote requests and/or purchases over $100.  If the 
purchase is transacted by: 

 Purchasing Services (GSPD-401 Non-IT 
Commodities) 

 IT Contract and Purchasing Services (GSPD-401 
IT) 

 Contract Services (GTC 610) 
 
For quote requests and purchases over $5,000, provide 
vendor with a copy of the Department’s Bidder 
Instructions, Additional Bidder Instructions (DWR 9678), 
Bidder Declaration (GSPD-05-106), and Darfur 
Contracting Act (DWR 9657), if applicable, with the 
appropriate General Provisions/Terms and Conditions. 
 
Obtain written acceptance of the Department’s General 
Provisions/Terms and Conditions from the vendor. 
 
Forward all documents (quotes, specifications, vendor 
forms, etc.) to the SAP Requisitioner. 
 
Note: 
1)  Because proprietary subscriptions are often renewed 
annually, it is advisable to establish a material master 
record. 

 
2)  Requisitioners must specify the material group, 
“Publications/Subscriptions” to categorize the purchase. 

 
3)  Contract forms, license agreements, sales 
agreements, or ordering forms provided by a vendor 
must be sent to the appropriate Purchasing Group 
Buyer or Contract Specialist.  The Buyer or Contract 
Specialist will submit the procurement package to the 
Department’s OCC for review and written approval.   

 
4)  The DGS, OLS reviews proprietary subscriptions 
over $50,000 when prepared by CS using the Standard 
Agreement (STD. 213). 
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2 Categorize and 
Submit the 
Order for 
Processing 

Program 
Requester/ 
SAP 
Requisitioner/ 
Buyer/ 
Contract 
Specialist 

Proprietary subscriptions and publications up to 
$5,000 are purchased using a CAL-Card.  Refer to 
Enterprise Process Guide, Purchasing 1: CAL-Card 
Purchasing, for detailed procedures.   
 
If the vendor will not accept CAL-Card payment, a 
Purchase Order (PO) should be prepared.    
 
If the vendor will accept a PO, refer to Enterprise 
Process Guide, Purchasing 5: Purchasing Under $5,000 
(no RFQ), for detailed procedures.   
 
If the vendor will not accept either CAL-Card or a PO, 
use the Cash In Advance procedure.  Refer to 
Enterprise Process Guide, Accounts Payable 2: 
Requesting a Cash In Advance, for detailed procedures, 
and complete the Cash In Advance (DWR 9600). 
 
From $5,001 to $100,000 for hard copy books, 
manuals, periodicals, magazines, and newspapers, or 
proprietary subscriptions that require access to on-line 
data sources to retrieve data are purchased by PS.  
Refer to Enterprise Process Guide, Purchasing 4: 
Purchases Over $5,000 (RFQ), for detailed procedures. 
 
From $100,001 to $250,000 are purchased by DGS, 
PD via a Purchase Estimate (STD. 66).  Refer to 
Enterprise Process Guide, Purchasing 6: Purchase 
Estimates, for detailed procedures. 
 
Over $250,000 are purchased by DGS, PD via an NCB 
Contract Justification (GSPD-09-007) or Special 
Category NCB Request (GSPD-09-008).  Refer to 
Enterprise Process Guide, Purchasing 12: Non-
Competitively Bid Contracts (For Goods), for detailed 
procedures. 
 
IT Proprietary subscriptions need careful analysis. 
SCM Volume 3, Topic 5.6.1, Purchases exempt by the 
DGS policy, permits the acquisition of proprietary 
subscriptions, proprietary publications, and/or technical 
manuals (manuals, law books, technical manuals, 
technical services related to publications, etc.) 
regardless of media format, up to $250,000 using the IT 
Goods and Services purchasing authority.  Questions 
regarding IT proprietary services policy and procedures 
should be addressed to the IT Contracting and 
Purchasing Services (ITCPS).  Refer to Enterprise 
Process Guide, Purchasing 8: Standard IT Purchases, 
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http://aquanet.water.ca.gov/mao/epgs/lo_purchasing/08_standard_it_purchases.pdf
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for detailed procedures. 
 
Services related to proprietary subscriptions are 
purchased by CS using a Standard Agreement (STD. 
213).  Refer to Non-IT Service Contract Action Request 
Form (SCARF).  

3 OCC Review 
(if applicable) 

Buyer/ 
Contract 
Specialist/ 
Staff Counsel 

When contract forms, license agreements, sales 
agreements, or ordering forms are provided by a 
vendor, the Buyer or Contract Specialist will submit the 
procurement package, including the vendor’s forms, to 
the Department’s OCC for review and written approval.  
 
The OCC may: 
 

 Authorize signing the contract form, license 
agreement, sales agreement or ordering form 
provided by the vendor. 

 Deny approval of the form(s) provided by the 
vendor and require vendor acceptance of the 
State’s Terms, Conditions, and General 
Provisions. 

 Prepare Special Terms, Conditions, and General 
Provisions applicable to the specific acquisition. 

 
Note:  Only upon the Department’s OCC approval, may 
Department staff sign vendor agreements and complete 
the acquisition.  

4 Complete the  
Procurement 
Transaction 

Buyer/ 
Contract 
Specialist 
 

Upon conclusion of processing, including receipt of 
OCC approval when applicable, the Buyer or Contract 
Specialist completes the transaction and distributes 
documents accordingly as detailed in the EPGs listed in 
Step 2. 

 
 

Enterprise Process Guides are maintained by the Management Analysis Office. 
 

If you have comments or suggestions on the Enterprise Process Guides, submit a Service Request via 
AquaAssist or contact the IT Service Center at 916-653-8723. 

  
Return to MAO’s Home Page  
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Department of Water Resources 
Enterprise Process Guide 

Mobile Equipment 1: Procurement of Mobile Equipment 
Revised July 27, 2010 

 

Policy:  The Department of General Services’ (DGS) Office of Fleet and Asset Management 
(OFAM) have delegated full fleet management authority to the Department of Water 
Resources’(Department) Fleet Management Branch to manage the mobile equipment fleet 
owned by the Department. This includes procurement approval, inspection, maintenance, 
utilization, repairs, modification and disposal of mobile equipment owned by the Department. 
Mobile equipment is defined as any vehicle, nautical, construction and/or maintenance-type 
equipment that is operated with an internal combustion engine. 
Reference:  Government Code 13332.09 - Acquisition or Replacement of Motor 

Vehicles  
 SAM 3620 - Acquisition of Vehicles 
 SAM 4110 - Mobile Equipment Purchases  
 DAM 1143.3 - Transportation Office 
 DAM 4122- 4122.1 - Department of Water Resources Cars 
 Delegation of Authority dated 7/16/98 from Department of General 

Services, Office of Fleet and Asset Management  
Responsibility:  Fleet Management Branch 

o Chief of the Fleet Management Branch 
o Mobile Equipment Superintendent II 
o Fleet Management Office Equipment Engineers 
o Fleet Management Office Authorized SAP Requisitioner  

 Division Equipment Coordinators  
 Division Approving Officials (Section/Branch/Region/Field Division 

Chief) 
 Purchasing Services  

o Buyer  
 Division of Fiscal Services  

o Budget Office  
 Department of General Services (DGS) 

o Office of Fleet and Asset Management (OFAM) 
o Procurement Division  

Forms  Receipt of New Equipment and Disposition of Property (DWR 160) 
 Requisition (DWR 220) 
 Application for Assignment of Mobile Equipment (DWR 509) 
 Mobile Equipment Inspection Report (DWR 4381) 
 Mobile Equipment Asset Plan for Department of General Services, 

Fleet and Asset Management (OFA 160) 
 Property Survey Report (STD. 152) 

 
General Information: 
 
The Fleet Management Branch will provide assistance if any Division has equipment questions 
or comments.  Click here to contact the Chief of the Fleet Management Branch. 
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Mobile Equipment Not Requiring DGS OFAM Approval 
 
Departments are not required to obtain the DGS’ Office of Fleet and Asset Management 
approval on the following fleet type assets regardless of being registered by the DMV or not: 
 

 Golf Cart 
 Mower 
 Generator 
 Mobile home and/or office 
 Forklift 
 Pallet jack 
 Personnel hoist 
 Trailer 
 Agriculture or construction equipment pulled by a vehicle 
 Other fleet-related equipment as determined by the OFAM 

 
Procedures: 

Action Responsible 
Party 

Procedure 

1 Review 
Department Fleet 
and determine 
possible survey 
equipment 

Chief of the Fleet 
Management 
Branch 

Identify Replacement Equipment  

Chief of the Fleet Management Branch prepares 
the Scheduled Mobile Equipment Replacement 
List each year and meets with the Equipment 
Coordinators to discuss the list and agree on 
survey/replacement items. This list identifies 
possible Department-owned equipment scheduled 
for replacement. 

Due Date to Equipment Coordinators: by   
April 1st. 

2 Conduct Annual 
Survey of Mobile 
Equipment 

Fleet Management 
Branch 

Complete Necessary Forms  

The Fleet Management Branch will:  

 Inspect identified items from the Scheduled 
Mobile Equipment Replacement list to 
evaluate equipment based on established 
criteria (mileage, maintenance, etc.)  

 Determine if survey/replacement items 
meet criteria  

 Prepare the following forms for those 
survey/replacement items:  

 Mobile Equipment Inspection Report (DWR 
4381) 

 Property Survey Report (STD. 152 
 Receipt of New Equipment and Disposition 
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of Property (DWR 160) 

Upon completion of the above, the Fleet 
Management Branch forwards the forms to the 
DGS, Office of Fleet and Asset Management 
(OFAM) for their review and stamp of approval. 

Note: Surveys are conducted by the Fleet 
Management Branch in May. 

3 Prioritizes the 
equipment list. 

Equipment 
Coordinator 

Prioritizes Equipment List  

Upon DGS, Office of Fleet and Asset 
Management review/approval of STD. 152, the 
Equipment Coordinator prioritizes equipment 
requests within their organization based on 
operational needs and equipment budget. 
Equipment Coordinator is also responsible for 
prioritizing and justifying additional equipment 
needs and/or upgrades. 

Due Date: Completed by June 1st. 

4 Complete Mobile 
Equipment 
Application (DWR 
509) 

Equipment 
Coordinator 

Complete Equipment Application Request  

The Equipment Coordinator completes the 
Application for Assignment of Mobile Equipment 
(DWR 509), for the following:  

1. Direct Replacement - same 
classification/type of vehicle and/or 
equipment)  

2. Upgrade - change of classification/type of 
vehicle and/or equipment)  

3. Additional – additional vehicles and/or 
equipment to their unit  

The Equipment Coordinator signs all of the DWR 
509s and forwards them to the appropriate 
Approving Official. 

Due Date to Section/Branch/Region/Field 
Division Chief: by June 15th 

5 Mobile equipment 
request approval 
process (DWR 
509) 

Approving Official  

(Section / Branch / 
Region/Field 
Division Chief) 

Equipment Request Approved  

The designated Approving Official reviews each 
DWR 509 request form and determines the correct 
Internal Order/Functional Area based on each 
Unit’s equipment budget.  

Note: Schedule 9 authority resides within the 
Fleet Management Branch. 
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6 Final Approval of 
Equipment 
Request 

Division Chief  The Division Chief reviews and approves each 
DWR 509.  Once equipment requests have been 
signed, the entire Equipment Package is forward 
to the Fleet Management Branch. 
 
Due Date to the Fleet Management Branch: by 
July 15th. 

7 Annual Equipment 
Request Package 
is Created 

Chief of the Fleet 
Management 
Branch 

Final Approval of DWR 509 Equipment 
Request  

The Chief of the Fleet Management Branch 
evaluates each DWR 509 form and approves.  An 
Annual Equipment Package is created for the 
Department.  The Equipment Package reflects 
equipment costs for approved new purchases, 
upgrades, and any additional equipment 
requested. 

Note: Only approved equipment will be 
purchased. 

8 Approved 
Equipment 
Package 

Fleet Management 
Branch 

Approved Equipment Package  

Upon receipt of the approved Equipment Package, 
the Fleet Management Branch will:  

 Verify available Schedule 9 authority and 
funds against the DWR 509.  

 Gather cost information  
 Prepare Mobile Equipment Asset Plan for 

Department of General Services, Fleet and 
Asset Management (OFA 160). 

 Forward Mobile Equipment Asset Plan to 
the Chief of Fiscal Services for approval.  
Package includes OFA 160 and Budget 
spreadsheet. 

 Forward Mobile Equipment Asset Plan to 
the appropriate Deputy Director authorized 
by the Director to approve Plan. 

 Forward Mobile Equipment Asset Plan to 
DGS, Office of Fleet and Asset 
Management. 
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9 Acquisition of 
Approved Mobile 
Equipment Asset 
Plan 

Fleet Management 
Branch 

Purchasing new Vehicles and Equipment  

Upon receipt of the approved Mobile Equipment 
Asset Plan, the Fleet Management Branch carries 
out the following: 

 Prioritize requests. 
 Create SAP Master Data for each DWR 

509 Equipment Request. 
 Help Desk ticket is created to have SAP 

Master Data Assets tied to an Internal 
Order number as per DWR 509.  Request 
is sent to the Financial Reporting and 
Analysis Office. 

Fleet Management Branch Engineers develop 
technical specifications for fabrication and 
purchase of mobile equipment which will include 
meeting with end users and appropriate vendors.  
The Engineers will submit individual equipment 
packages to the Fleet Management Branch SAP 
Requisitioner, package consist of: 

 DWR 509 
 Technical specifications 
 Requisition (DWR 220) 

The Fleet Management Branch SAP Requisitioner 
creates Requisitions for various Mobile 
Equipment. 

Chief of the Fleet Management Branch reviews 
each requisition, releases and emails the 
appropriate Buyer and requests a Purchase Order 
or Purchase Estimate to be created. 

Upon receipt of the Purchase Order or Purchase 
Estimate, the Fleet Management Branch takes the 
Equipment package to the DGS, Office of Fleet 
and Asset Management for final approval of 
purchase. 

 Upon receipt of approved Purchase Order 
from DGS, the package is faxed or emailed 
to the awarding vendor. 

 Upon receipt of the approved Purchase 
Estimate from DGS, the package is forward 
to the appropriate Buyer who then forwards 
the package to DGS, Procurement 
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Department of Water Resources 
Enterprise Process Guide 

Contracts 3: Consultant Contracts 
Date:  May 6, 2002 

Policy:  The Department may retain the services of a consultant when the services required are 
of an advisory nature that provides a recommended course of action or personal experience.  

REQUIREMENT:   You must comply with the provisions regarding conflict of interest when 
considering a consultant contract.  See Enterprise Process Guide, Contracts 10: Compliance 
with the Political Reform Act. 

The Director of the Department of Water Resources is the final authority in determining the 
selection of departmental consultants. 
Reference:  Government Code 4525 - Contracts with Private Architects, 

Engineering, Land Surveying, and Construction Project 
Management Firms  

 Public Contract Code 10295 - Approval of Contracts  
 SAM 1200 - Contracts  
 State Contracting Manual  

o Section 3.02 (Consultant Services Contract)  
o Section 3.09 (Amendments)  

 DAM 6500 - Consultant Services  
 DWR Contract Guidelines  
 Contracts 10: Compliance with the Political Reform Act  

Responsibility:  Program Requester / Contracts Coordinator  
 Program Manager  
 DWR Help Desk  
 Contract Buyer (Contract Services)  
 Vendor Master Data Specialist  
 Approving Officials (Field Divisions only)  
 Division/District/Office Chief  
 Human Resources Office  
 Office of the Chief Counsel  
 Division of Fiscal Services  

o Budget Office  
o Payables Office  

 Department of General Services  
o Legal Office  
o Procurement Division  

 Secretary for Resources  

Forms:  Contract Advertising Exemption Request (STD. 821) 
 Payee Data Record (STD. 204) 
 Agreement/Summary (STD. 215) 
 Agreement and Transmittal Checklist (DWR 3715) 

 

http://aquanet.water.ca.gov/mao/epgs/lo_contracts/10_compliance.htm
http://aquanet.water.ca.gov/mao/epgs/lo_contracts/10_compliance.htm
http://www.leginfo.ca.gov/cgi-bin/displaycode?section=gov&group=04001-05000&file=4525-4529.5
http://www.leginfo.ca.gov/cgi-bin/displaycode?section=pcc&group=10001-11000&file=10295-10299.1
http://sam.dgs.ca.gov/TOC/1200.aspx
http://www.ols.dgs.ca.gov/Contract+Manual/default.htm
http://aquanet.water.ca.gov/mao/dam/6000/6500.htm
http://aquanet.water.ca.gov/mao/epgs/lo_contracts/10_compliance.htm
mailto:helpdesk@water.ca.gov
http://aquanet.water.ca.gov/personnel/
http://dwrfiscal.water.ca.gov/
http://aquanet.water.ca.gov/fiscal/budget/
http://aquanet.water.ca.gov/fiscal/genacct/payables/
http://www.dgs.ca.gov/
http://www.dgs.ca.gov/ols
http://www.pd.dgs.ca.gov/
http://www.documents.dgs.ca.gov/dgs/fmc/pdf/std821.pdf
http://www.documents.dgs.ca.gov/dgs/fmc/pdf/std204.pdf
http://www.documents.dgs.ca.gov/ols/CONTRACTING%20INFO/STD215_Rev_1-2014.doc
http://aquanet.water.ca.gov/mao/forms/3715.doc


General Information: 

Definition 

A consultant services contract is a contract between the State and a private firm which provides 
services that are of an advisory nature and provides a recommended course of action or 
personal expertise (SCM 3.02). Consultant Services contracts have the following characteristics:  

1. The contract calls for a product of the mind rather than the rendition of mechanical or 
physical skills.  

2. The product may include anything from answers to specific questions to the design of a 
system or plan.  

3. Consulting services may include workshops, seminars, retreats, and conferences for 
which paid expertise is retained by contract, grant, or other payment for services.  

Consultant services contracts do not include:  

1. Contracts between state agencies and the federal government.  
2. Contracts with local agencies, as defined in Revenue and Taxation Code Section 2211, 

to subvene federal funds for which no matching state funds are required.  
3. Contracts for the development, maintenance, administration, or use of licensing or 

proficiency testing examinations.  
4. Contracts for architectural and engineering services. (Government Code 4525)  
5. Contracts that are expressly exempted from the provisions of Public Contract Code 

Section 10295.  

SCM 3.02.1 outlines the contract requirements for consultant services contracts.  

Solicitation Methods 

The Department’s preferred method for soliciting consultant services is through the use of a 
Request for Proposal (RFP); however, an Invitation for Bid may be used when the exact job 
description can be defined. Enterprise Process Guide Contracts 2: Solicitation and Competitive 
Bidding outlines the general procedure for selecting a consultant through the solicitation 
process. If there is a question as to which solicitation method should be used, contact the 
Contract Services Office. 

This guide documents the preferred RFP process for selecting consultants. The development 
and award of consultant services contracts by an RFP is discussed in Section 3.02 of the State 
Contracting Manual. Contract Preparers should coordinate with their program managers and 
administrative officers when an RFP is to be developed. Contract Services' Buyers are also 
available to provide consultation, if needed. The use of an RFP does not eliminate the need for 
competition in selecting the consultant. Advertising in the California State Contracts Register 
(CSCR) and appropriate trade papers will be necessary in the majority of situations. An RFP 
should not be used in situations where there is an accepted industry standard associated with 
the services to be obtained. For example, a CPA firm would be solicited by the use of an 
Invitation for Bid rather than an RFP where the required service is to conduct a financial audit.  

A Request for Proposal is used when the desired service or expertise can be defined, but a 

http://aquanet.water.ca.gov/mao/epgs/lo_contracts/02_competitive-bid.htm
http://aquanet.water.ca.gov/mao/epgs/lo_contracts/02_competitive-bid.htm


comparison of approaches or methodologies, qualifications, or cost is necessary to obtain that 
service or expertise at a reasonable cost. At a minimum, the RFP must include:  

1. A clear description of the services or expertise required;  
2. A description of the format the proposals shall follow and the elements they shall contain;  
3. The standards to be used to evaluate the proposals; and  
4. A timetable for submission, review, evaluation, and award.  

There are two selection methods for the RFP process:  

 The preferred and primary method, sometimes referred to as the "two-envelope method", 
requires that the consultant's proposal for accomplishing the work is submitted in one 
envelope, and the cost proposal is submitted in a separate, sealed envelope. The eligible 
proposals (i.e., those filed on time and in the manner prescribed) are reviewed, and only 
those proposals meeting the minimum standards and format requirements are rated or 
scored. The sealed envelopes containing the cost information for the rated proposals only 
are opened and read publicly. The contract is then awarded to the lowest responsible 
proposer meeting the established standards.  

 The second method, while not recommended, utilizes a review committee that rates the 
proposals which meet the established format requirements and assigns a score. This 
method is also referred to as the "highest score" method. DGS discourages the use of 
this method because it has the incidental effect of diluting the benefit of the small 
business preference. If the Department chooses to use this method, DGS advance 
approval is required prior to RFP advertisement, and the Department must demonstrate 
in detail that responsible certified small businesses were not excluded from the process 
by the use of the secondary RFP selection method. This method should be limited to 
those instances in which the Department is seeking a unique solution to a problem or 
situation that cannot necessarily be resolved by the lowest proposer.  

Legal Services 

When it is necessary to hire an outside attorney for legal counsel, prior approval must be 
obtained from the Secretary of Legal Affairs and Counsel to the Governor. Consult your 
Contract Buyer in the Contract Services Office for the appropriate point of contact. Consultant 
contracts for outside attorneys are exempt from advertising.  

Note:  TAX DELINQUENT STATUS VERIFICATION  
 

a. Effective July 1, 2012 Public Contract Code 10295.4, requires state agencies to 
verify the tax delinquent status of bidders responding to state solicitations.   
 

b. At the time of bid evaluation, prior to contract award and execution, DWR will 
verify all bidders and identified subcontractors as not listed as tax delinquent by 
the Franchise Tax Board and the Board of Equalization.  Any bidder or 
subcontractor listed as tax delinquent shall result in a bid rejection and will not be 
considered for contract award.  Bidders wanting further clarification can refer to the 
statute above or to the web sites listed below for additional information.  

http://www.leginfo.ca.gov/cgi-bin/displaycode?section=pcc&group=10001-11000&file=10295-10299.1


 
Board of Equalization – Top 500 Sales Tax and Use Delinquencies 
http://www.boe.ca.gov/cgi-bin/deliq.cgi 
 
Franchise Tax Board – Top 500 Delinquent Tax Payers 
https://www.ftb.ca.gov/aboutFTB/Delinquent_Taxpayers.shtml 

 
Procedure: 

Action Responsible 
Party 

Procedure 

1 Prepare service 
specifications  

Program 
Requester / 
Contracts 
Coordinator 

The Program Requester / Contracts 
Coordinator determines the need for a service 
and prepares detailed service specifications. It 
is important that the RFP thoroughly 
communicates the Department’s specific needs, 
requirements, goals, and objectives for the 
service.  

REFERENCE: 

DWR Contract Guidelines 

SCM 5.15, Request for Proposals (RFP) 

Estimated Time: 5-10 work days  
2 (Optional) 

Obtain Governor’s 
Office prior approval 
when hiring outside 
legal counsel 

Contracts 
Coordinator/ 
Office of the 
Chief Counsel 

When it is necessary to contract for outside 
legal counsel, prior approval must be obtained 
from the Governor’s Office.  

The Contracts Coordinator prepares an 
approval memo from the Division/District/Office 
Chief to the Secretary of Legal Affairs and 
Counsel to the Governor, Governor’s Office. 
The memo should be forwarded through the 
Department’s Office of the Chief Counsel. 

Estimated time: 7-10 work days  
3 Create service 

requisition 
Contracts 
Coordinator 

Create a Service Requisition for Services; 
Transaction Code ME51 (opens a new browser 
window)  

The Contracts Coordinator creates a service 
requisition (Document type is RV) in SAP. The 
requisition number created in SAP serves as 
the RFP number in the advertisement and must 
appear on all documents submitted by bidders. 

Estimated Time: 1 work day  
4 (Optional) Contracts If exemption from advertising in the electronic 

http://www.boe.ca.gov/cgi-bin/deliq.cgi
https://www.ftb.ca.gov/aboutFTB/Delinquent_Taxpayers.shtml


Obtain request for 
exemption from 
advertising 

Coordinator California State Contracts Register will be 
requested, the Contracts Coordinator 
completes and obtains approval of a Contract 
Advertising Exemption Request (STD. 821). 
The STD. 821 must be signed by the program 
Manager and mailed directly to the Department 
of General Services' Procurement Division for 
approval.  

REFERENCE: 

DWR Contracts Guidelines 

Click the appropriate link or reference the 
following:  

 STD. 821  

 SAM 1233 Contract Exemption from 
California State Contracts Register 
Advertising  

 SCM 5.80 Contracts Exempt from 
Advertising in the CSCR and 
Competitive Bidding  

Estimated Time: 5-7 work days  
5 (Optional) Obtain 

Request for DVBE 
exemption 

Contracts 
Coordinator 

If DVBE exemption will be requested, the 
Contracts Coordinator should contact the DWR 
DVBE Advocate for detailed information on 
requesting DVBE exemption.  

Estimated Time: 5-7 work days  
6 (Optional) 

Obtain prior approval 
for multi-year 
contracts 

Contracts 
Coordinator 

The Contracts Coordinator prepares a 
memorandum requesting approval for contracts 
with a minimum term of three years and 
forwards it to the Department of General 
Services' Legal Office for approval. The 
approved memorandum is forwarded to 
Contract Services with the RFP package.  

REFERENCE: 

SCM 7.80 Multiple Year Contracts 

Estimated Time: 5-7 work days  
7 Create request for 

Proposal 
Contracts 
Coordinator 

It is important to have the RFP prepared for 
mailing prior to placing your ad electronically in 
the California State Contracts Register. 

http://www.documents.dgs.ca.gov/dgs/fmc/pdf/std821.pdf
http://sam.dgs.ca.gov/TOC/1200.aspx
mailto:halll@water.ca.gov
mailto:halll@water.ca.gov


Potential bidders may request an RFP from the 
first date advertised through the bid opening 
date or, if there is a mandatory pre-bid meeting 
or walk-through, up to the date and time of that 
meeting or walk-through.  

REFERENCE: 

Contract Buyer or DWR Contract Guidelines 

SCM 5.35 What to Include in an RFP. 

Estimated Time: 5-10 work days  
8 Advance RFP Contracts 

Coordinator 
The Contracts Coordinator places an electronic 
advertisement in the California State Contracts 
Register. The Contracts Coordinator contacts 
Contract Services for lists and assistance if 
other advertising sources are required. These 
sources include, but are not limited to, trade 
papers, professional publications, veterans' 
organizations, etc.  

REFERENCE: 

Contract Buyer or Contract Guidelines for 
detailed instructions on advertising for RFPs. 

Time Required to Publish Ad: 3 work days 
Advertisement Run Time: 14 calendar days  

9 Distribute RFP 
packages  

Contracts 
Coordinator 

The Contracts Coordinator distributes RFP 
packages to all parties responding to the CSCR 
or other advertisements. In addition, RFPs 
should be sent to any other known interested or 
qualified potential bidders who have not 
responded to the advertisement.  

Check both the certified Disabled Veteran and 
Small Business lists (SB/DVBE Queries) on the 
Internet for businesses that should receive an 
RFP package.  

REFERENCE: 

DWR DVBE Advocate 

Estimated Time: 10 work days  
10 (Optional) Conduct 

pre-bid conference or 
walk-through  

Contracts 
Coordinator 

A pre-bid meeting, walk-through, or bid opening 
date may not be scheduled until at least 7 days 
after the ad has run its full 14-day term. This is 

http://www.dgs.ca.gov/pd/Programs/eprocure.aspx
http://www.dgs.ca.gov/pd/Programs/eprocure.aspx
http://www.dgs.ca.gov/pd/Programs/eprocure.aspx
mailto:halll@water.ca.gov


to allow time for potential bidders who 
requested an RFP package on the 14th day 
sufficient time to review the package and make 
arrangements to attend the pre-bid meeting or 
walk-through.  

Estimated Time: 10 work days  
11 Receive responsive 

proposals 
Contracts 
Coordinator 

The Contracts Coordinator collects and records 
the proposals from responsive vendors.  

The Contracts Coordinator must reject any late 
proposals and return them unopened. 

Estimated Time: 1 work day  
12 Evaluate proposals  Contracts 

Coordinator 
The Contracts Coordinator evaluates the 
proposals pursuant to the procedure specified 
in the RFP to determine which bidder is the 
lowest responsible bidder meeting the minimum 
technical standards, taking into consideration 
the small business preference.  

Note: The Department may, at its discretion, 
reject all proposals. 

Estimated Time: 1 work day  
13 Evaluate contractor’s 

prior performance 
Contract Buyer 
/ Contracts 
Coordinator 

With consulting services contracts of $5,000 or 
more, the Contract Buyer must request a copy 
of any negative evaluations from the 
Department of General Services, Office of 
Legal Services, and will forward results to the 
designated Contracts Coordinator.  

The Contracts Coordinator will document the 
review of any negative evaluations received on 
the Agreement/Summary (STD. 215) in the 
Summary of Bids section. 

REFERENCE: 

SCM 3.02.3 Review of Prior Performance 
Evaluations 

Estimated time: 7-10 work days  
14 Request director’s 

approval 
Program 
Manager / 
Contracts 
Coordinator 

The Program Manager/Contracts Coordinator 
prepares a memorandum and routes it through 
the Division Chief, Personnel Office, the 
appropriate Deputy Director, and the Director, 
for approval before the consultant agreement 
can be entered into. The memorandum must 

http://www.documents.dgs.ca.gov/ols/CONTRACTING%20INFO/STD215%20Rev%204-2002.doc


contain:  

 Description of the consultant services 
and identification of consultant selected;  

 Justification and discussion of consultant 
selection, including special expertise, 
knowledge, and/or skills, and total 
contract cost to be paid;  

 Identification of the Department’s 
program manager, coordinator, or 
contact person, including phone number;  

 Anticipated term of contract;  

 Approval blocks for the Personnel 
Officer, the appropriate Deputy Director, 
and the Director.  

The memorandum is routed through channels 
for signature approval prior to development of 
the contract package. 

Estimated time: 5 work days  
15 Post intent to award Contracts 

Coordinator 
The Contracts Coordinator posts a notice of 
intent to award in a public location within the 
Department’s offices at least five working days 
before the contract can be awarded.  

The Contracts Coordinator may also notify all 
bidders of the intent to award by telephone, fax, 
or letter.  

Estimated Time: 5 work days  
16 Obtain contractor's 

documentation  
Contracts 
Coordinator 

The Contracts Coordinator gathers required 
documentation, as necessary, for the contract 
package and forwards it to Contract Services 
with the RFP package.  Include all items listed 
on RFP package checklist, such as:  

 Payee Data Record (STD. 204) 
 Contractor’s Certification Clause 

(mandatory for all agreements)  

 Insurance Certificate  

Estimated Time: 5 work days  
17 (Optional) Contracts A bidder may protest the award based on the 

http://www.documents.dgs.ca.gov/dgs/fmc/pdf/std204.pdf


Protest RFP Coordinator claim that he/she should have received the 
award because either he/she was the lowest 
responsible bidder (meeting the minimum 
technical requirements) or DWR had not 
followed the procedures prescribed in the 
Public Contract Code for RFPs.  

A protest must be filed with the Department of 
Water Resources and the Department of 
General Services after the notice of intent to 
award the contract but before the actual award.  

The contract award is delayed when a protest is 
received by the Department of Water 
Resources or the Department of General 
Services. The contract may not be awarded 
until the protest is withdrawn or DGS has 
rendered a decision. 

REFERENCE: 

SCM 6.10 Procedures for Protesting an Award 

Estimated Time: 5 work days  
18 Update and finalize 

service requisition 
Contracts 
Coordinator 

Change a Service Requisition; Transaction 
Code ME52 (opens a new browser window)  

Upon the award of the contract, the Contracts 
Coordinator revises the service requisition with 
the following information:  

 The total amount for each year of the 
contract.  

 The winning bidder in the Desired 
Vendor field (the Contracts Coordinator 
selects the appropriate matchcode from 
the Vendor Master Data Record OR 
contacts the DWR Help Desk to assign a 
help desk ticket to the Vendor Master 
Data Specialist to create a new Vendor 
Master Data Record. The Contracts 
Coordinator must forward the original 
STD. 204 to the Vendor Master Data 
Specialist for the Division of Fiscal 
Service's records.  

 The vendor name and address will be 
entered in the item text field in the 

mailto:helpdesk@water.ca.gov


requisition specs screen.  

 Thecontract term start and end dates, 
program manager's name, name and 
address of contractor person authorized 
to sign contract, must also be included in 
the item text field.  

The requisition will then be used by the 
Contract Buyer to create the contract. 

Estimated Time: 1 work day  
18a (Optional) Create 

A Vendor Master 
Data Record 

Vendor Master 
Data Specialist 

Create Vendor (Centrally); Transaction Code 
XK01 (opens a new browser window)  

Upon receipt of the STD. 204, the Vendor 
Master Data Specialist creates a new Vendor 
Master Data Record, if necessary, and notifies 
the requester once the record has been 
completed. 

Estimated Time: 1/2 work day 
19 Release Requisition Contracts 

Coordinator/ 
Approving 
Officials 

Release Strategy; Transaction Code ME54 
(opens a new browser window)  

Upon completion of the SAP requisition, 
Contract Coordinators contact the appropriate 
Approving Official to review, approve, and 
release SAP requisition line item(s). 

The Contracts Coordinator will then notify the 
appropriate Contract Buyer to alert him/her of 
the released SAP requisition.  Contract Buyer 
will issue contract number. 

Estimated Time: 1 work day  
20 Draft Agreement/ 

Summary (STD. 215) 
Contracts 
Coordinator 

The Contracts Coordinator prepares a draft 
Agreement/Summary (STD. 215), in 
accordance with the Agreement and Transmittal 
Checklist (DWR 3715), and forwards it to 
Contract Services electronically either via e-
mail or on a diskette. The Contract Buyer will 
review the STD. 215 and notify coordinator of 
changes, if necessary.  Contract Coordinator 
obtains two originally signed STD. 215s.  

Estimated Time: 1-3 work days  
21 Forward RFP 

documentation and 
Contracts 
Coordinator 

The Contracts Coordinator forwards all RFP 
documentation to the Contract Buyer, including 

http://www.documents.dgs.ca.gov/ols/CONTRACTING%20INFO/STD215%20Rev%204-2002.doc
http://aquanet.water.ca.gov/mao/forms/3715.doc


specifications to 
Contract Services 

the service specifications (on diskette) and all 
attachments to the STD. 215 as listed on the 
DWR 3715.  

Estimated Time: 1 work day  
22 Review contract data Contract Buyer Contract Buyer reviews existing contract data in 

the Contract Services Office to verify if the 
Department has any other active contracts with 
the consultant.  

If so, DGS approval may be required. 

Estimated time: 2-4 work days  
23 Prepare contract 

package and Create 
purchase order  

Contract Buyer Upon receipt of the RFP documentation and 
service specifications, the Contract Buyer 
prepares the final contract package in 
accordance with the Standardized Contract 
Process and applicable contracting rules and 
regulations.  

The Contract Buyer uses the SAP contract to 
create the Purchase Order in SAP (Document 
50). 

Note:  For multi-year contracts, a new 
Purchase Order is created in SAP at the 
beginning of the next Fiscal Year to encumber 
funds. 

The Contract Buyer routes the complete 
package to obtain the appropriate signatures. 

Estimated Time: 5-10 work days  
24 Obtain legal approval 

and Budget Office 
review  

Office of the 
Chief Counsel / 
Budget Office 

The Contract Buyer forwards the contract 
package to the DWR Legal and Budget Offices. 
Legal reviews the contract and approves it as to 
legal form and sufficiency. The Budget Office 
verifies funding.  

Estimated Time: 5 work days 
25 Obtain contract 

signatures 
Contractor / 
Contracts 
Coordinator 

Upon receipt of the contract from the Legal and 
Budget offices, the Contract Buyer forwards the 
contract package to the Contractor for 
signature. Upon receipt of the signed contract 
package, the Contract Buyer forwards the 
contract package to the Division Contracts 
Coordinator to review and obtain Division 
signatures.  



Estimated Time: 5-10 work days  
26 Obtain Department of 

General Services 
Legal Office 
approval  

Department of 
General 
Services' Legal 
Office 

Upon receipt of the signed contract (from both 
Contractor and Division), the Contract Buyer 
forwards all contracts over $35,000 ($50,000 
for Interagency) to DGS, Office of Legal 
Services, for approval.  

In addition, if the Department is entering into 
more than one consultant services contract with 
the same contractor within a 12-month period 
for a combined amount of $12,500 or more, the 
Contract Buyer forwards to DGS for approval 
the contract that causes the $12,500 threshold 
to be exceeded. 

Estimated Time: 8-12 work days  
27 Distribute approved 

contract 
Contract Buyer Upon receipt of the approved contract, Contract 

Services notifies Contracts Coordinator of 
approval and distributes copies of the final 
contract to the contractor, the Contracts 
Coordinator, DWR Accounting Office, and DWR 
Records Management.  

Estimated Time: 5-10 work days  
28 Document services 

performed  
Contracts 
Coordinator 

Create Service Entry Sheet; Transaction Code 
ML81 (opens new browser window)  

The Contracts Coordinator (or an Authorized 
SAP Requisitioner) creates/maintains Service 
Entry Sheets as the work progresses.  

Upon receipt of an invoice, the Service Entry 
Sheet is accepted and approved for payment.  

Estimated time: 1 work day  
29 (If applicable) 

Check status of 
payment 

Authorized SAP 
Requisitioner 

Display Vendor Line Items; Transaction Code 
FBL1 (opens new browser window)  

The Program Requester may wish to check the 
status of payment for the transaction. 

30 Evaluate contractor's 
performance 

Program 
Manager / 
Contracts 
Coordinator 

For Consulting Services contracts of $5,000 or 
more, the Program Manager must prepare a 
Contract/Contractor Evaluation (STD. 4), within 
60 days of completion of the contract. This 
evaluation will remain on file in the Program 
Manager’s contract file for a period of 36 
months.  



If the contractor did not satisfactorily perform 
the work or service specified in the contract, the 
Program Manager will prepare a negative 
evaluation to be placed in the Program 
Manager’s contract file; one copy of the 
negative evaluation will be sent to DGS, Office 
of Legal Services, within five (5) working days 
of completion of the evaluation. In addition, the 
Contracts Coordinator will send a copy of the 
negative evaluation to the contractor within 
fifteen (15) days. The contractor shall have 
thirty (30) days to prepare a statement 
defending his/her performance and send it to 
the Department. The Contracts Coordinator 
files the contractor’s statement in the Program 
Manager’s contract file and forwards a copy to 
DGS, Office of Legal Services. 

Note: The evaluations and contractor 
responses are not public records; they should 
be maintained in a separate file. 

Estimated time: 5-60 days  
Amending a Consultant Contract 
 
General Information: 

Definition 

An amendment is a formal modification to a contract. It is subject to the same review and 
approval process as the original contract. 

An amendment is prepared and processed in accordance with the provisions of SCM 3.09 and 
4.10 and Enterprise Process Guide Contracts 10: Compliance with the Political Reform Act. 

Additional Information  

 Sole source approval by the Department of General Services, Office of Procurement, is 
required along with a consultant memo to the Director when the amendment (1) 
increases the dollar amount by more than 30 percent, (2) significantly changes or 
significantly increases the scope of work, or (3) increases both the time and dollar 
amount.  

 If a consulting services contract is amended to only extend the original time of the 
contract for a period of one year or less, DGS approval is not required; however, it may 
be amended only once under this exemption. Future amendments will require DGS 
approval if the original contract was subject to DGS approval (PCC 10366).  

Procedure: Amending a Consultant Contract 

http://aquanet.water.ca.gov/mao/epgs/lo_contracts/10_compliance.htm


Action Responsible 
Party 

Procedure 

1 Determine need for 
amendment  

Program 
Manager 

The Program Manager determines that a 
contract amendment is in order, and prepares 
the necessary justification language.  

Estimated time: 1-5 work days  
2 (Optional) Request 

Sole Source 
approval  

Contracts 
Coordinator/ 
Secretary for 
Resources/DGS 
Office of 
Procurement 

If sole source approval by DGS’ Office of 
Procurement is required (see Additional 
Information above), the Contracts Coordinator 
prepares Contract Advertising Exemption 
Request (STD. 821), the Sole Source 
Justification Form, together with a justification 
memo from the Director to the Secretary for 
Resources. The appropriate Deputy Director is 
typically the Authorized Signature on the STD. 
821, and the Secretary for Resources approves 
the form.  

The justification memo, Sole Source 
Justification Form, and STD. 821 are forwarded 
through channels to the Secretary for 
Resources for approval, and are returned to the 
Contracts Coordinator. The Contracts 
Coordinator will forward the documentation to 
CSO who will send the documents to DGS’ 
Office of Procurement for approval. 

Estimated time: 7-10 work days  
3 Draft 

Agreement/Summary 
(STD. 215) 

Contracts 
Coordinator 

The Contracts Coordinator will work with the 
Budget Office on any funding issues involved 
prior to preparing the draft STD. 215.  

The Contracts Coordinator prepares a draft 
STD. 215 detailing the reason for the 
amendment, and forwards it to the Contracts 
Buyer electronically either via e-mail or on a 
diskette.  

The draft STD. 215 should outline the cost 
object breakdown by fiscal year. 

Estimated time: 1 work day  
4 Forward 

documentation to 
Contract Services 

Contracts 
Coordinator 

The Contracts Coordinator forwards all other 
necessary amendment documentation to the 
Contract Buyer.  

Estimated time: 1-3 work days  
5 Change service Contracts Change a Service Requisition; Transaction 

http://www.documents.dgs.ca.gov/dgs/fmc/pdf/std821.pdf


Requisition Coordinator Code ME52 (opens a new browser window)  

The Contracts Coordinator changes the existing 
service requisition by adding another line item 
in the Item Overview screen. The short text in 
the new line item should reflect the amendment 
number, i.e., Amendment 1.  

The Contracts Coordinator notifies the 
appropriate Contract Buyer to alert him/her of 
the changed SAP Service Requisition. 

Estimated time: 1-2 work days  
6 Release service 

requisition 
Contracts 
Coordinator / 
Approving 
Officials 

Release Service Requisition; Transaction Code 
ME54  

The Contracts Coordinator / Approving Officials 
review, approve, and release the SAP 
requisition line item so that the contract can be 
changed.  

The Contracts Coordinator will then contact the 
appropriate Contract Buyer (assigned to their 
organization) to notify them of the released 
requisition. 

Estimated time: 1 work day  
7 Prepare amendment 

package and Change 
Purchase Order  

Contract Buyer Upon receipt of the amendment documentation, 
the Contract Buyer prepares the final 
amendment package in accordance with the 
Standardized Contract Process and applicable 
contracting rules and regulations.  

Upon receipt of the approved amendment, the 
Contract Buyer changes the Purchase Order 
with reference to the revised SAP 
Contract.  The amended amount reflected will 
pertain to the current fiscal year only. 

If any part of the amendment funding is for the 
next fiscal year, then a new Purchase Order will 
be created in SAP at the beginning of the next 
fiscal year to encumber funds. 

The Contract Buyer routes the complete 
package to obtain the appropriate signatures.   

Estimated time: 1-5 work days  
8 Amend SAP Contract Contract Buyer Change Service Contract; Transaction Code 



ME32K  

The Contract Buyer changes the contract in 
SAP by creating a new line item with reference 
to the corresponding line item in the Purchase 
Requisition.  

Estimated time: 1 work day  
9 Obtain legal approval 

and Budget Office 
review  

Office of the 
Chief Counsel / 
Budget Office 

The Contract Buyer forwards the amendment 
package to the DWR Legal and Budget Offices, 
if applicable. Legal reviews the amendment and 
approves it as to legal form and sufficiency. The 
Budget Office verifies additional funding, if 
applicable.  

Estimated time: 5 work days  
10 Obtain contract 

amendment 
signatures  

Contractor / 
Contracts 
Coordinator 

Upon receipt of the approved amendment from 
the Legal and Budget Offices, the Contract 
Buyer forwards the amended contract to the 
Contractor for signature. Upon receipt of the 
signed amendment, the Contract Buyer 
forwards the amended contract to the Division 
Contracts Coordinator to review and obtain 
Division signatures.  

Estimated time: 5-10 work days  
11 (Optional) Obtain 

Department of 
General Services 
Legal Office approval 

Contract Buyer 
/ Department of 
General 
Services’ Legal 
Office 

If necessary and in accordance with SCM 4.10, 
upon receipt of the signed amended contract 
(from both Contractor and Division), the 
Contract Buyer forwards the amendment to 
DGS, Office of Legal Services, for approval.  

Even if contract does not require approval by 
DGS, a copy should be sent to DGS OLS files. 

Estimated time: 8-12 work days  
12 Distribute approved 

amendment 
Contract Buyer Upon receipt of the approved amendment, the 

Contract Buyer notifies Contracts Coordinator 
of approval and distributes copies of the 
approved amendment to the contractor, the 
Contracts Coordinator, DWR Accounting Office, 
and DWR Imaging and Document 
Management.  

Estimated time: 5-10 work days  
 
 
 

Enterprise Process Guides are maintained by the Management Analysis Office. 



 
If you have comments or suggestions on the Enterprise Process Guides, submit a Service Request via 

AquaAssist or contact the IT Service Center at 916-653-8723. 
  

Return to MAO’s Home Page  
 
 

http://aquanet.water.ca.gov/mao/index.cfm


Department of Water Resources 
Purchasing Services Guidelines 

Advertising Requirements for Informal Acquisitions 
of Non-IT Goods $50,000 to $100,000 

Current as of: 08/28/2013 
 
 
 

Policy:  The Department of General Services Procurement Division (DGS/PD) has delegated 
purchasing authority to the Department of Water Resources (DWR), for Non-IT Goods costing 
up to $100,000 per transaction to be used when those goods are not available on Leveraged 
Procurement Agreements (LPAs).  DWR must comply with informal competitive bidding 
requirements as specified in Public Contract Code, Government Code, and the State 
Contracting Manual, Volume 2.  Informal acquisitions of Non- IT Goods valued at $50,000 to 
$100,000 that are not available using LPAs, the SB/DVBE Option, GC 14838.5(a), or are 
exempt from advertising, must be advertised on the California State Contract Register (CSCR) 
in the DGS eProcurement system for at least 10 working days prior to the bid opening date.  
 
Reference: • Public Contract Code 10332-10333 (Competitive 

Bidding and Other Acquisition Procedures) 
• Government Code 14827.2_Advertise in the California 

State Contract Register CSCR) 
• Government Code 14838.5(a) SB/DVBE Option 
• State Contracting Manual, Volume 2 (Purchasing 

Authority Manual) 
• SAM 3506 (Purchasing Authority) 
• DAM 8320 (Purchasing, General Policies) 
• Department of General Services, Procurement 

Division 
• EPG Purchasing 3: Purchases Over $5,000 (RFQ) 
•  California State Contract Register (CSCR) 
• DGS eProcurement System 

 
Responsibility: • Requestor 

• SAP Requisitioner 
• Purchasing Services Buyer 
• Commodity Purchasing 
• Small Business Advocate 
• Central Warehouse 
• Bid Evaluation team 
• Purchasing Services Chief 

 
Forms: • Purchasing Authority Purchase Order (STD. 65) 

• Request For Quote Template (RFQ) 
• Contract Advertising Exemption Request (STD. 821)  

 

http://www.leginfo.ca.gov/cgi-bin/displaycode?section=gov&group=14001-15000&file=14835-14843
http://www.leginfo.ca.gov/cgi-bin/displaycode?section=gov&group=14001-15000&file=14835-14843
http://law.onecle.com/california/government/14827.2.html
http://law.onecle.com/california/government/14827.2.html
http://law.onecle.com/california/government/14827.2.html
http://law.onecle.com/california/government/14838.5.html
http://www.dgs.ca.gov/pd/Resources/publications/SCM2.aspx
http://www.dgs.ca.gov/pd/Resources/publications/SCM2.aspx
http://sam.dgs.ca.gov/TOC/3500/3500/3506.htm
http://aquanet/mao/dam/8000/8300.htm#b8320
http://www.pd.dgs.ca.gov/default.htm
http://www.pd.dgs.ca.gov/default.htm
http://aquanet.water.ca.gov/mao/epgs/lo_purchasing/03_purchasing_over5k.pdf
https://www.bidsync.com/bidsync-cas/login?service=https%3A%2F%2Fwww.bidsync.com%2FDPXLogin
http://www.documents.dgs.ca.gov/osp/pdf/std065.pdf
http://www.documents.dgs.ca.gov/pd/poliproc/RFQgoods122607rev.doc
http://www.documents.dgs.ca.gov/osp/pdf/std821.pdf


 
General Information: 
 
STD. 65 Purchasing Authority Purchase Order (PO) 
 
The STD. 65, Purchasing Authority Purchase Order, is used for all informal competitively bid 
procurements of Non-IT Goods made under DWR’s delegation when the total transaction (PO) 
cost is $100,000 or less, excluding sales tax and freight charges. 

Request For Quote (RFQ)  

The informal RFQ process is used to solicit bid responses for Non-IT Goods costing $5,000 to 
$100,000. 

STD 821 Contract Advertising Exemption Request 

DWR will be granted an exemption from advertising in the CSCR if a STD. 821 Contract 
Advertising Exemption Request form submitted to DGS/PD is approved. This form is used 
whenever advertising is neither feasible nor possible, or there is another compelling reason to 
request an exemption from the competitive solicitation requirement.  Generally speaking, the 
STD. 821 form is necessary with most Non-Competitively Bid (NCB) requests, except in cases 
when the acquisition is otherwise specifically exempt. 

Additional Exemptions by Statute or Policy 

Transactions that are exempt by statute or policy do not require a STD. 821 or a Non-
Competitively Bid (NCB) contract justification.  They include the following: 

• Emergency purchases that are necessary for immediate preservation of life or state 
property  

• Non-IT goods and services for which the state has entered into an LPA Proprietary 
subscriptions, publications, and technical manuals regardless of media format 

• Contracts with business entities operating Community Based Rehabilitation Programs 
(CRP) that meet criteria established by Welfare and Institutions Code Section 19404  

• Amendments to existing purchase documents made under the same terms and with the 
same or lower rates, when a protest or other legal action delays the award of a new 
contract   

Reference: State Contracting Manual Volume 2, Chapter 5 
 
Additional Information: 
 
GSPD-451, Bidder Instructions 
 
All solicitations must include the current GSPD-451, Bidder’s Instructions.  DWR may add 
additional bidder instructions as may be required to suit the special needs of an individual 
solicitation.  Updated versions of the GSPD-451 are available for printing on the DGS/PD 
Internet site. 
 

http://www.dgs.ca.gov/pd/Resources/publications/SCM2.aspx
http://www.pd.dgs.ca.gov/default.htm
http://www.pd.dgs.ca.gov/default.htm


 
GSPD-401, Non-IT Commodities, General Provisions 
 
All solicitations must include the current GSPD-401, Non-IT Commodities, General Provisions.  
The General Provisions should be incorporated into solicitations by reference to DGS/PD’s 
Internet site.  (Incorporation by reference is the act of including a second document within 
another document by only mentioning it.  This makes the entire second document a part of the 
main document.)  The General Provisions may be modified in certain situations; when that 
occurs, the modified provisions should be included and referenced as Special Provisions on the 
STD. 65 PO.  Any addition, deletion, or alteration of any item in the General Provisions may not 
occur without prior approval from DWR’s Office of the Chief Counsel and the DGS Office of 
Legal Services.  Evidence of legal review and approval must be maintained in the procurement 
file.  Updated versions of the GSPD-401 are available for printing on the DGS/PD Internet site. 
 
Bid Evaluation 
 
The Bid/Quote Worksheet, developed by DGS PD, is used to document the transaction.  This 
worksheet facilitates evaluation of quotes received and assists in final selection of the vendor. 
Bids received will be evaluated by the Buyer or a Bid Evaluation Team consisting of the Buyer, 
Small Business Advocate, and the Specification Developer or Requestor. 
 
Final Documentation 
 
For procurement compliance reviews, audits, and to maintain good business practices, all 
procurement transactions must contain the following file documentation as appropriate: 
 

• Evidence of appropriate level of approval 
• Specifications 
• List of all vendors solicited (name, telephone number, and address) 
• RFQ, quotes received, and evidence of the bid evaluation 
• Bid/Quote Worksheet 
• Copy of Purchase Order and amendments 
• Preference program calculations 
• Related correspondence (paper or electronic) 

 
Procedures: 

Action Responsible Party Procedure 
1 Prepare solicitation 

package 
 

Requestor, 
Requisitioner, or Buyer  

Reference: State Contracting 
Manual Volume 2, Chapter 4 
 

2 Prepare SAP 
requisition 

Requisitioner Creates the SAP requisition and 
attaches solicitation package to the 
requisition in SAP. Notifies the 
Buyer by email after program 
manager releases requisition. 
 
Reference: Create Purchase Req 
Commodity (ME51N) 
 

http://www.pd.dgs.ca.gov/default.htm
http://www.pd.dgs.ca.gov/default.htm
http://www.pd.dgs.ca.gov/default.htm
http://www.documents.dgs.ca.gov/pd/delegations/BidQuoteWksht.doc
http://www.dgs.ca.gov/pd/Resources/publications/SCM2.aspx
http://www.dgs.ca.gov/pd/Resources/publications/SCM2.aspx
http://sapwebhelp.water.ca.gov/nav/index.htm
http://sapwebhelp.water.ca.gov/nav/index.htm


3 Receive solicitation 
package from 
Requestor or 
Requisitioner 

Buyer Buyer reviews the solicitation 
package.   

4 Prepare bid solicitation 
package for the CSCR 

Buyer Buyer prepares bid solicitation 
package complete with, but not 
limited to, specifications, bid 
solicitation requirements, and RFQ.  
 

 NOTE: 
The DGS RFQ template is available 
from the SCM Volume 2, Chapter 4. 
  

5 Send bid package to 
Purchasing Services 
Chief 

Buyer Buyer sends the bid package to 
Purchasing Services (PS) Chief for 
review and approval prior to 
advertising bid in CSCR. 
 

6 Create  paper 
solicitation in the CSCR 
 

Buyer Buyer creates the paper solicitation 
in the CSCR and notifies the PS 
Chief via email that the held bid 
needs to be released. 
 
Reference: 
eProcurement/Bidsync Website 
 

 NOTE: 
Buyer logs on to the website listed 
above, clicks on Tools, clicks on 
Training, and clicks on Creating a 
Paper Solicitation or Tutorial Videos 
for instructions on how to create a 
paper solicitation in the CSCR. 
 

7 Release held bid 
 

PS Chief PS Chief logs on to the 
eProcurement/Bidsync website and 
releases the held bid. 
 
Reference: 
eProcurement/Bidsync Website 
 

 NOTE: 
PS Chief logs on to the website 
listed above, clicks on Tools, clicks 
on Training, and clicks on Creating 
a Paper Solicitation or Tutorial 
Videos for instructions on releasing 
a held bid. 

https://www.bidsync.com/DPX/ca/cdgs?atmnav=tools&ac=usereditinfo
https://www.bidsync.com/DPX/ca/cdgs?atmnav=tools&ac=usereditinfo


8 Distribute bid 
packages  

Buyer Bid must be advertised on the 
CSCR for ten working days. 
 
Buyer distributes bid packages to 
all parties responding to the CSCR 
advertised bid. This may be done 
electronically via the eProcurement 
system. 
 

9 Receive responsive bid Buyer Buyer collects and records the bids 
from responsive vendors.  The 
Buyer must reject any late bids and 
return them unopened. 
 

10 Open bids  Bid Evaluation Team or 
Buyer 

Bid Evaluation Team or Buyer 
opens bids publicly at the date, 
time, and location specified in the 
solicitation.  Any changes to the 
public bid opening date, time, or 
location must be forwarded to all 
bidders in writing or by "confirmed" 
fax. 
 

11 Evaluate bids  Bid Evaluation Team or 
Buyer 

Bid Evaluation Team or Buyer 
determines the lowest responsible 
bidder meeting all of the 
specifications in accordance with 
procedures described in the bid 
package and applies the Small 
Business Preference, if applicable. 

 NOTE: The Department may, 
at its discretion, reject all bids. 
 
Reference: State Contracting 
Manual Volume 2, Chapter 4 
 

12 Post intent to award  Buyer Upon written request from any 
bidder, the Buyer posts the Notice 
of Intent to Award in a public 
location within the Department’s 
offices at least five working days 
before the contract may be 
awarded.  

If the award will not be made to the 
lowest bidder, the Buyer must post 
a Notice of Intent to Award.  The 
Buyer must then notify the lowest 

http://www.pd.dgs.ca.gov/deleg/PAMchapter04.htm
http://www.pd.dgs.ca.gov/deleg/PAMchapter04.htm


bidder by email, fax, overnight 
courier, or personal delivery at least 
five working days prior to the award 
of the contract in order to allow time 
for the bidder to protest the award. 

If the award is to the lowest 
responsible bidder and no requests 
have been made for public posting 
of a letter of intent, the award of the 
contract may be made without 
delay. 

If the contract is to be awarded to 
the lowest bidder, the Buyer 
informs the proposed vendor of the 
award and follows up in writing.  
Additionally, the Buyer notifies 
unsuccessful bidders of the award 
by telephone, fax, email, or letter. 

Reference: 
eProcurement/Bidsync Website 
 

 NOTE: 
Buyer logs on to the above website, 
clicks on Tools, clicks on Training, 
and clicks on Tutorial Video for 
instructions on awarding a bid. 
 

13 Protest bid award  
(if applicable) 

Buyer Any protest must be filed with DWR 
and DGS after the notice of intent 
to award the contract is posted but 
before the actual award.  

The contract award is delayed 
when a protest is received by either 
DWR or DGS.  The contract may 
not be awarded until the protest is 
withdrawn or DGS has rendered a 
decision. 

Reference: State Contracting 
Manual Volume 2, Chapter 7 
 

14 Create purchase order Buyer Buyer creates the purchase order 
(STD. 65) in SAP from the SAP 
requisition or RFQ; prints the STD. 
65; signs and routes the complete 

https://www.bidsync.com/DPX/ca/cdgs?atmnav=tools&ac=usereditinfo
http://www.pd.dgs.ca.gov/deleg/PAMchapter07.htm
http://www.pd.dgs.ca.gov/deleg/PAMchapter07.htm


package to PS Chief or PCO for 
signatures.  
 
Reference: EPG Purchasing 3: 
Purchases Over $5,000 (RFQ) 
 

15 Send purchase order to 
vendor and DWR 
requisitioner and 
requestor 

Buyer Buyer e-mails or faxes the STD. 65 
to the vendor. 
Copies are provided to: 
• DWR Requestor and 

Requisitioner 
• DGS Procurement Division 

Data Entry Unit     
 

16 Receive Non-IT Goods Central Warehouse Central Warehouse receives Non-
IT Goods and schedules delivery to 
the appropriate Requestor or 
Requisitioner. 
 
Reference: EPG Materials 
Management 4: Goods Receipt 
Using SAP 
 

 

http://aquanet.water.ca.gov/mao/epgs/lo_purchasing/03_purchasing_over5k.pdf
http://aquanet.water.ca.gov/mao/epgs/lo_purchasing/03_purchasing_over5k.pdf
http://aquanet.water.ca.gov/mao/epgs/lo_materials-management/04_goods_receipt_using_sap.pdf
http://aquanet.water.ca.gov/mao/epgs/lo_materials-management/04_goods_receipt_using_sap.pdf
http://aquanet.water.ca.gov/mao/epgs/lo_materials-management/04_goods_receipt_using_sap.pdf


Department of Water Resources 
Purchasing Services Office Guidelines 

Formal Acquisitions of Fleet Equipment and Repair Components  
$100,000 to $500,000  

Date Posted: 
Current as of: 07/6/2010 

 
 
 

Policy:  The Department of Water Resources (DWR) has been granted customized expanded 
purchasing authority by the Department of General Services, Procurement Division (DGS, PD), 
specifically for Fleet Equipment (vehicles, trucks, graders, tractors, mowers, backhoes, 
excavators, water trucks, etc.) and related repair components up to $500,000 per transaction 
that are not available on state contracts.  Complex acquisitions of this type are the responsibility 
of the Purchasing Services and Fleet Management Offices as they must comply with formal 
competitive bidding requirements as specified in Public Contract Code and the State 
Contracting Manual, Volume 2.  These acquisitions must also be reviewed and approved by 
DGS, PD’s One-Time Acquisitions and Engineering Units prior to the bid solicitation process. 
 
Reference:  Public Contract Code 10332-10333 (Competitive 

Bidding and Other Acquisition Procedures) 

 State Contracting Manual, Volume 2 (Purchasing 
Authority Manual) 

 SAM 3506 (Purchasing Authority) 

 DAM 8320 (Purchasing, General Policies) 

 Department of General Services, Procurement 
Division 

 EPG Mobile Equipment 1: Procurement of Mobile 
Equipment 

 EPG Purchasing 3: Purchases Over $5,000 (RFQ) 
 

Responsibility:  O&M Fleet Management Superintendent II 
 O&M Specification Developer 
 SAP Requisitioner 
 Purchasing Services Buyer 
 Commodity Purchasing 
 Small Business Advocate 
 DGS PD One-Time Acquisitions and Engineering Units   
 Transportation Office 
 Central Warehouse 

 
General Information: 
 
STD. 65, Purchasing Authority Purchase Order (PO) 
 
The STD. 65, Purchasing Authority Purchase Order, will be used for all formal competitively bid 
procurements of Fleet Equipment under our delegation of which total cost is $500,000 or less 
per transaction (purchase order) excluding sales tax and freight charges. 
 

http://www.leginfo.ca.gov/cgi-bin/displaycode?section=gov&group=14001-15000&file=14835-14843
http://www.leginfo.ca.gov/cgi-bin/displaycode?section=gov&group=14001-15000&file=14835-14843
http://www.pd.dgs.ca.gov/deleg/pamanual.htm
http://www.pd.dgs.ca.gov/deleg/pamanual.htm
http://sam.dgs.ca.gov/TOC/3500/3500/3506.htm
http://aquanet/mao/dam/8000/8300.htm#b8320
http://www.pd.dgs.ca.gov/default.htm
http://www.pd.dgs.ca.gov/default.htm
http://aquanet.water.ca.gov/mao/epgs/ds_mobile-equipment/01_meo_procurement.pdf
http://aquanet.water.ca.gov/mao/epgs/ds_mobile-equipment/01_meo_procurement.pdf
http://aquanet.water.ca.gov/mao/epgs/lo_purchasing/03_purchasing_over5k.pdf


Invitation for Bid (IFB) The formal Invitation for Bid (IFB) process is used to solicit bid 
responses for non-IT goods exceeding $100,000.00. 

 
Additional Information: 
 
GSPD-451, Bidder Instructions 
 
All solicitations must include the current GSPD-451, Bidder’s Instructions.  DWR may add 
additional bidder instructions as may be required to suit the special needs of an individual 
solicitation.  Updated versions of the GSPD-451 are available for printing on the DGS PD 
Internet site. 
 
GSPD-401, Non-IT Commodities, General Provisions 
 
All solicitations must include the current GSPD-401, Non-IT Commodities, General Provisions.  
The General Provisions should be incorporated into solicitations by reference to DGS PD’s 
Internet site.  The General Provisions may be modified in certain instances and should be 
included as Special Provisions, and referenced as such, on the STD. 65 PO.  Any addition, 
deletion or alteration of any provision may not occur without prior approval by DWR’s Office of 
the Chief Counsel and DGS’ Office of Legal Services.  Evidence of legal review and approval 
must be maintained in the procurement file.  Updated versions of the GSPD-401 are available 
for printing on the DGS PD Internet site. 
 
Bid Evaluation 
 
The “Bid/Quote Worksheet,” developed by DGS PD, is also to be used to document the 
transaction.  This worksheet facilitates evaluation of quotes received and assists in final 
selection.   Bids received will be evaluated by the Bid Evaluation Team consisting of the PSO 
Buyer, the Small Business Advocate, the Specification Developer and the O&M Fleet 
Superintendent II. 
 
Final Documentation 
 
For procurement compliance reviews, audits, and consistent with good business practices, all 
procurement transactions must contain the following file documentation as appropriate: 
 

 Evidence of appropriate level of approval 
 Specifications 
 List of all vendors solicited (name, telephone number, address) 
 IFB, quotes received, and evidence of evaluation of bids 
 Bid/Quote Worksheet 
 Copy of Purchase Order and amendments 
 Preference program calculations 
 Related correspondence, paper or electronic 

 
 
 

http://www.documents.dgs.ca.gov/pd/delegations/IFBnonIT.doc
http://www.pd.dgs.ca.gov/default.htm
http://www.pd.dgs.ca.gov/default.htm
http://www.pd.dgs.ca.gov/default.htm
http://www.pd.dgs.ca.gov/default.htm
http://www.pd.dgs.ca.gov/default.htm


Procedures: 

Action Responsible Party Procedure 

1 Prepare Equipment 
Package  

O&M Fleet Management 
Office  

Refer to the appropriate Enterprise 
Process Guide for the basic Mobile 
Equipment process that precedes 
this specialized heavy equipment 
acquisition process: 
 
EPG Mobile Equipment 1: 
Procurement of Mobile 
Equipment                          
 

2 Prepare SAP 
Requisition 

O&M Fleet Management 
Requisitioner 

Program staff creates the SAP 
requisition and notifies the 
Purchasing Services Buyer by 
email after program manager 
releases requisition. 
 

3 Receive Equipment 
Package and SAP 
Requisition 

Purchasing Services 
Buyer 

Purchasing Services Buyer reviews 
the SAP requisition and the 
scanned Equipment Package 
attachment.   
 

4 Prepare bid solicitation 
package 

Purchasing Services 
Buyer 

Purchasing Services Buyer 
prepares bid solicitation package 
complete with specifications and 
bid solicitation requirements and 
IFB for values from $100,000.00 to 
$500,000.00.  
 

6 Send bid package to 
DGS PD  

Purchasing Services 
Buyer 

Purchasing Services Buyer sends 
the bid package to DGS PD One-
Time Acquisition Engineering Unit 
for review and approval prior to 
advertising bid in CSCR. 
 

7 Advertise bid  Purchasing Services 
Buyer 

Upon DGS PD review and 
approval, the Purchasing Services 
Buyer places an electronic 
advertisement in the CSCR.  
Advertised run time is 10 working 
days.   
 

 NOTE: 
It is important for the Purchasing 
Services Buyer to have the bid 
package prepared for mailing prior 
to electronically placing the ad in 
the California State Contracts 

http://aquanet.water.ca.gov/mao/epgs/ds_mobile-equipment/01_meo_procurement.pdf
http://aquanet.water.ca.gov/mao/epgs/ds_mobile-equipment/01_meo_procurement.pdf
http://aquanet.water.ca.gov/mao/epgs/ds_mobile-equipment/01_meo_procurement.pdf
https://www.cscr.dgs.ca.gov/cscr/


Register (CSCR).  Potential 
bidders may request a bid package 
from the first date advertised. 
 
Reference: State Contracting 
Manual Volume 2, Chapter 4 
 

8 Distribute bid 
packages  

Purchasing Services 
Buyer 

Purchasing Services Buyer 
distributes bid packages to all 
parties responding to the CSCR 
advertised bid.  This may be done 
electronically via the eProcurement 
system. 
 

9 Receive responsive bid Purchasing Services 
Buyer 

Purchasing Services Buyer collects 
and records the bids from 
responsive vendors.  The 
Purchasing Services Buyer must 
reject any late bids and return them 
unopened. 
 

10 Open bids  Purchasing Services  
Evaluation Team 

Purchasing Services Evaluation 
Team opens bids publicly on the 
date, time, and at the location 
specified in the solicitation.  Any 
changes to the public bid opening 
(date, time, or location) must be 
forwarded to all bidders in writing or 
by "confirmed" fax. 
 

11 Evaluate bids  Purchasing Services 
Evaluation Team  

Purchasing Services Evaluation 
Team determines the lowest 
responsible bidder meeting all of 
the specifications in accordance 
with procedures described in the 
bid package.  Apply the Small 
Business preference, if applicable. 

 NOTE: The Department may, 
in its discretion, reject all bids. 
 
Reference: State Contracting 
Manual Volume 2, Chapter 4 
 

12 Post intent to award  Purchasing Services 
Buyer 

Upon written request from any 
bidder, the Purchasing Services 
Buyer posts the Notice of Intent to 
Award in a public location within the 
Department’s offices at least five 

https://www.cscr.dgs.ca.gov/cscr/
http://www.pd.dgs.ca.gov/deleg/PAMchapter04.htm
http://www.pd.dgs.ca.gov/deleg/PAMchapter04.htm
http://www.pd.dgs.ca.gov/deleg/PAMchapter04.htm
http://www.pd.dgs.ca.gov/deleg/PAMchapter04.htm


working days before the contract 
can be awarded.  

If the award will not be made to the 
lowest bidder, the Purchasing 
Services Buyer MUST post a 
Notice of Intent to Award.  The HQ 
Buyer will then notify the lowest 
bidder by email, fax, overnight 
courier, or personal delivery at least 
five working days prior to the award 
of the contract in order to allow time 
for the bidder to protest the award. 

If the award is to the lowest 
responsible bidder and no requests 
have been made to publicly post a 
letter of intent, the award of the 
contract may be made without 
delay. 

If the contract is to be awarded to 
the lowest bidder, the Purchasing 
Services Buyer informs the 
proposed vendor of the award and 
follows up in writing.  Additionally, 
the HQ Buyer notifies the 
unsuccessful bidders of the award 
by telephone, fax, or letter. 

13 Protest bid award  
(if applicable) 

Purchasing Services 
Buyer 

Any protest must be filed with DWR 
and DGS after the notice of intent 
to award the contract is posted but 
before the actual award.  

The contract award is delayed 
when a protest is received by either 
DWR or DGS.  The contract may 
not be awarded until the protest is 
withdrawn or DGS has rendered a 
decision. 

Reference: State Contracting 
Manual Volume 2, Chapter 7 
 

14 Create Purchase Order HQ Buyer Purchasing Services Buyer creates 
the purchase order (STD. 65) in 
SAP from the SAP requisition; 
prints the STD. 65, signs and 
routes the complete package to 

http://www.pd.dgs.ca.gov/deleg/PAMchapter07.htm
http://www.pd.dgs.ca.gov/deleg/PAMchapter07.htm


PSO Chief or PCO for signatures.  
 

15 Send Purchase Order 
to Vendor/ DGS 
PD/DWR Offices 

Purchasing Services 
Buyer 

Purchasing Services Buyer faxes or 
e-mails the STD. 65 to the O&M 
Fleet Superintendent II.  The 
Superintendent II will forward the 
STD. 65 to the DGS Fleet and 
Asset Management Office for their 
stamp approval.  DGS will contact 
the O&M Fleet Superintendent II 
when they have approved the  
STD. 65, for pickup.  The STD. 65 
is then returned to the PSO Buyer 
by the O&M Fleet Superintendent 
II.  The PSO Buyer mails the 
original STD. 65 to the vendor.  
Copies are provided to: 

 O&M Fleet Superintendent II 
 Transportation Office 
 DGS Procurement Division                 

 
16 Receive Fleet 

Equipment  
Transportation Office Transportation Office receives and 

tags the Fleet Equipment after a 
pre-delivery inspection at the 
vendor location, followed by a final 
inspection after the equipment is 
delivered to the West Sacramento 
Corporation Yard. 
 

17 Receive Repair 
Components 

Central Warehouse Central Warehouse receives fleet 
equipment replacement parts and 
schedules delivery to the 
appropriate Mobile Equipment 
shop. 
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REASONABLE ACCOMMODATION POLICY 
AND PROCEDURE 

 

 

The Department of Water Resources (Department) provides 

reasonable accommodation to applicants and employees who, 

because of their disability or medical condition, cannot perform the 

essential functions of the job without accommodation; or to 

applicants who need special assistance completing an examination 

and/or hiring interview. 

 

Employee Health Services is responsible for coordinating all 

requests for Reasonable Accommodation.  A staff member may be 

reached by calling (916) 654-0533.  You may also visit the 

Employee Health Services website.  

 

http://aquanet.water.ca.gov/healthservices/
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Point of Contact: Employee Health Services  
 Human Resources Office 
 Phone: (916) 654-0533 

Fax: (916) 653-1533 
 
 

Departmental References: Employee Health Services 
Department Administrative Manual Sections 3212.5; 
3213; and 3214.5 
Enterprise Process Guide, Employee Health Services 6 

 
External References: Fair Employment and Housing Act (FEHA):  

Government Code Sections 12900-12996 
California Department of Rehabilitation  

 Americans with Disabilities Act 
    Americans with Disabilities Act Amendments 

California Code of Regulations: 53, 53.2, 7293.3, 7294.1 
 

 

 

http://aquanet.water.ca.gov/healthservices/
http://aquanet.water.ca.gov/mao/dam/3000/3210.htm#b3213_5
http://aquanet/mao/dam/3000/3210.htm#b3213
http://aquanet.water.ca.gov/mao/dam/3000/3210.htm#b3214_5
http://aquanet.water.ca.gov/mao/epgs/hr_health-safety/06_reason_accommoda.pdf
http://www.leginfo.ca.gov/cgi-bin/calawquery?codesection=gov&codebody=12900-12996&hits=20
http://www.dor.ca.gov/
http://www.ada.gov/
http://www.ada.gov/pubs/ada.htm
http://aquanet.water.ca.gov/mao/management/SPBDPAnav.doc
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POLICY 
 
The Department of Water Resources (Department) provides reasonable 
accommodation to qualified employees and applicants who, because of their 
disability or medical condition, cannot perform the essential functions of the job 
without accommodation; or to applicants who may need special assistance 
completing an examination and/or hiring interview.  
 
 
GENERAL INFORMATION 
 
To obtain reasonable accommodation assistance contact: 
 
Employee Health Services (EHS) 
Phone: (916) 654-0533 
Fax: (916) 653-1533 
Website:  http://aquanet.water.ca.gov/healthservices 
 
The need for reasonable accommodation is determined on a case-by-case basis.  A 
decision to grant, deny, or modify a request for reasonable accommodation may only 
be made after careful consideration of all relevant information. 
 
Following are some examples of when a reasonable accommodation may be 
necessary:  

 
 To allow an employee with a disability to continue to perform the essential 

functions of his or her position, or to be reassigned to another vacant position; 
 

 To allow an employee with a disability to perform the essential functions of 
the job to which he or she was newly hired; 

 
 To allow a candidate with a disability to compete in the civil service 

examination process as equally as possible with non-disabled candidates; 
  

 To allow an employee with a disability to participate in training activities 
available to non-disabled employees for self-development and job 
improvement; and 

 
 To allow an employee to have equal access to services and privileges 

afforded to non-disabled employees. 
 

http://aquanet.water.ca.gov/healthservices/
http://aquanet.water.ca.gov/healthservices
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DENIAL OF REASONABLE ACCOMMODATION  
 
Note:  The Chief of Labor Relations and Employee Health Services (LR&EHS) 
is the only individual within the Department authorized to deny a request for 
reasonable accommodation. 
 
CONFIDENTIALITY 
 
All medical information and other documents related to a reasonable 
accommodation must be maintained with the strictest confidentiality.   
 
ONLY those individuals with a need to know may be informed about 
confidential medical information or necessary restrictions on the duties of an 
employee. 
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PROCEDURES FOR REQUESTING A REASONABLE ACCOMMODATION 
 
1.    Reasonable Accommodations on the Job 

 
State employees with disabilities, whether newly hired or persons with years 
of State service may seek reasonable accommodation.  Under the law, an 
employee’s request does not have to be in writing.  Once an employee makes 
known his or her need for an accommodation by talking with a supervisor, 
Return-to-Work Coordinator or other appropriate person, the Department will 
begin the interactive process.   
 
Once the need for accommodation is known, however, the Department can 
request the employee cooperate by completing a written form, outlining the 
specific request and the facts supporting the request.  The written request 
may include all the following: 

 
• That this is a request for reasonable accommodation; 

 
• The specific physical or mental limitation or medical impairment which 

requires the accommodation; 
 

• Type of accommodation needed, including specific suggestions for 
work site modification, specific duties which can be restructured to 
facilitate employment, or assistive devices, etc.; and 

 
• An explanation of how the accommodation will allow the requester to 

perform the essential functions of his or her position. 
 
2.   Reasonable Accommodation for Employee Training 
 

Employees with disabilities have the right to equal access to employer 
sponsored training for job improvement, self development and/or upward 
mobility purposes.  When providing or sponsoring training the Department will 
do the following: 

 
• Inform employees on all training notices that upon reasonable advance 

notification, reasonable accommodation will be provided at the training 
session to employees, where appropriate; 

 
• Include the phone number to the California Relay Service on training 

notices so that deaf and/or hearing impaired employees can access 
more information; 

 
• Ensure that facilities used for training are accessible to persons with 

disabilities; and 
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• Arrange for sign language interpreters, captioned film or videos, large 
print or Braille written materials, and other such accommodations as 
appropriate.  

 
3.  Reasonable Accommodation for Other Employment Services and Privileges 
 

The obligation to accommodate applies to all services and privileges that an 
employer provides for its employees.  This includes ensuring that employee 
lounges and cafeterias are accessible; there is equal access to telephone and 
office equipment; and equal access to employer sponsored social events, 
such as retirement luncheons and holiday parties. 
 

 4.  Reasonable Accommodation in State Examinations 
 

Applicants may initiate requests for reasonable accommodation in State 
examinations by checking Item 2 on the State Employment Application, Form 
STD. 678 and submitting the application to Department Selection Services by 
the final filing date indicated on the bulletin or notice of testing. 

 
Selection Services is required to respond to the request within 10 working 
days after the application has been approved for admittance to the 
examination.  If information concerning the applicant’s accommodation needs 
is not on file with Selection Services, Selection Services may obtain additional 
information by sending the applicant the Special Testing Arrangement 
Questionnaire for Applicants with Disabilities, Form SPB-351. 
 
If the request is denied by the Department or ten working days after notice of 
application acceptance have elapsed without approval, the applicant with a 
disability may appeal by contacting DFEH by calling (800) 884-1684 or by e-
mail contact.center@dfeh.ca.gov.  

 
 
THE INTERACTIVE PROCESS 

 
The purpose of the interactive process is to: 

 
 Determine if the person requesting the reasonable accommodation is a 

qualified person with a disability; 
 

 Determine if medical documentation is required; 
 

 Identify the precise job-related limitations and their effect on the 
employee’s ability to perform the essential functions of the job in 
question; 

 
 Identify how those limitations can be overcome with a reasonable 

accommodation; and 
 

mailto:contact.center@dfeh.ca.gov
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 Identify potential accommodations and assess their effectiveness.  When 
considering alternatives, the EHS Return-to-Work Coordinator will 
ensure that the accommodations are discussed with the employee, the 
employee’s Supervisor or Manager, and the Chief, EHS. 

 
When a Department supervisor or return-to-work coordinator knows that an 
employee may need reasonable accommodation, such person must advise EHS so 
that the interactive process can begin with the employee as soon as possible.  

 
1. The interactive process begins when conversation takes place between EHS 

and the individual requesting the reasonable accommodation.  Below are 
some of the topics EHS will discuss with the employee: 

 
• The essential functions of the employee’s job; 

 
• The job-related limitations of the employee and how they affect 

performance of the essential job functions;  
 

• The medical information needed to support the accommodations request.  
If medical information is needed from the employee’s health care provider, 
the employee may be asked to complete an Authorization for the Release 
of Medical Information so that EHS can contact the health care provider; 
and 

 
• The accommodations that could be put in place that would permit the 

requesting employee to perform the essential functions of his or her job. 
 

2. Employee Health Services Review 
 
 EHS will begin the interactive process with the employee and consult with the 

respective Division/Region/Office Chief, Manager/Supervisor and 
Administrative Officer (AO) as needed.  With input from these individuals, the 
EHS Return-to-Work Coordinator will develop alternative accommodations 
that could solve the employee’s need. 

 
3. Compliance Review 

 
Upon Department notification of a request for accommodation, the EHS 
Return-to-Work Coordinator reviews the request.  The purpose of the review 
is to ensure compliance with applicable laws, rules and regulations and to 
ensure consistency in implementation and funding.  The EHS Return-to-Work 
Coordinator consults with the Division/Region/Office Chief, 
Manager/Supervisor and the AO as appropriate. 
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4. Approving the Request 

 
The EHS Return-to-Work Coordinator reviews the request with the Chief, 
EHS and, if appropriate, obtains approval. If approved, the EHS Return-to-
Work Coordinator notifies the employee, the Division/Region/Office Chief, 
Manager/Supervisor and the AO that the accommodation has been approved, 
and ensures completion and processing of the required forms and 
documentation. 

 
5. Funding 

 
The Human Resources Office (HRO) will pay for those accommodations that 
cost up to $250.00. The HRO will pay 50% of the costs from $250.00 to 
$1,000.00.  The employee’s division is responsible for any remaining costs.  
The division is also responsible for those costs associated with contracting for 
sign language interpreters, Braille transcribers, etc.  

 

The cost of eliminating physical barriers, such as modifications to physical 
structures, will be paid for by the division where the modification is required. 
 
The division or hiring authority is responsible for all reasonable 
accommodation costs associated with the State Examination and hiring 
interview process.   

 
6. Review of Recommendation for Denial  

 
The EHS Return-to-Work Coordinator reviews the justification and prepares 
and discusses recommendations with the Chief, EHS.  The Chief, EHS may 
recommend that the EHS Return-to-Work coordinator resume the interactive 
process.  If the final justification meets the standards for denial, the Chief, 
EHS meets to discuss the recommendation with the Chief, LR & EHS.  The 
Chief, LR & EHS then notifies the employee in writing of the reason(s) for 
denial and informs the employee of his or her appeal rights.  The Chief, EHS 
also notifies the Division/Region/Office Chief and the employee’s 
Manager/Supervisor. 
 

 
7. Implementation 

 
The supervisor/responsible party implements the accommodation as 
approved by the Chief, EHS and the EHS Return-to-Work Coordinator.  If the 
supervisor/responsible party and employee agree on an acceptable 
accommodation during the interactive process, it can be implemented with 
approval from the Chief, EHS. 
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APPEAL RIGHTS 
 
If a reasonable accommodation request is denied by the Chief, LR & EHS, the 
employee or job applicant may appeal directly to DFEH within 30 days from the 
issuance of the denial letter.  The employee should contact DFEH by calling (800) 
884-1684 or by e-mail at contact.center@dfeh.ca.gov.  
 
Employees/applicants denied reasonable accommodation also have the right to 
concurrently appeal to the federal Equal Employment Opportunity Commission.  
 
Employees in certain State bargaining units may also file a grievance as specified in 
their bargaining agreement. 
 
 
SPECIAL ASSISTANCE 
 
Please refer to Enterprise Process Guide, Employee Health Services 6:  Reasonable 
Accommodation for Disabilities and Medical Conditions for complete information 
regarding the reasonable accommodation process, including specific guidelines and 
timeframes.  Questions regarding the Reasonable Accommodation policy or 
procedure should be referred to EHS. 

mailto:contact.center@dfeh.ca.gov
http://aquanet.water.ca.gov/mao/epgs/hr_health-safety/06_reason_accommoda.pdf
http://aquanet.water.ca.gov/mao/epgs/hr_health-safety/06_reason_accommoda.pdf




Create Purchase Req Commodity (ME51N) 

Purpose 
Use this procedure to create a commodity purchase requisition when there is a need to procure an 
item for direct consumption, stock item, non-stock item or asset. A requisition defines the need for 
a material. It is the primary instrument for identifying materials that must be procured outside the 
agency. It authorizes the Purchasing Office to purchase materials in specific quantities within a 
specified time frame. It is an internal document and is not used outside of the company. 

Trigger 
Perform this procedure for direct purchasing requirements from a project, work order, or 
replenishment of stock. 

Prerequisites 
• Desired Vendor Master Record 
• Material Master Record if required 
• Asset Master Record if item is $5000.00 and greater and qualifies as an asset 

Menu Path 
Use the following menu path(s) to begin this transaction: 

• Select from the SAP Easy Access screen: Logistics Material Management Purchasing 
Purchase Requisition ME51N Create to go to the Create Purchase Requisition screen. 

Transaction Code 
ME51N 

Helpful Hints 
• Click the PERSONAL SETTING button, as an option, to set your default personal settings. This 

information defaults to the Create Purchase Requisition screen eliminating duplication of typing 
effort, but may be changed if needed. 

• Requisitions can be created for materials with or without a material master numbers. 



Procedure 

1. Start the transaction using the menu path or transaction code. 

SAP Easy Access 

 

2. Double-click . 



Create Purchase Requisition 

 

3. Click the PERSONAL SETTING button. 

The Personal Setting default values are optional. If values are not added for default settings 
you will have to add the data at the Requisition line item overview screen as required. 
(Change default values to match EUP values by using More Fields button). 



Personal Settings 

 

4. Click the Default values tab. 



Personal Settings 

 



5. As required, complete/review the following fields: 

Field Name R/O/C Description 

Document Type R Key that identifies to which group of documents this document 
will be assigned. Documents of the same type contain 
common information which is relevant to posting and update 
of the value fields in the data base. 

Select from the Document Type CHOOSE icon. 
Example: NB Purchase Requisition 

Pur. Group R Denotes the purchasing organization 

Select from the Pur. Group CHOOSE icon. 
Example: 001 SacHQ Commodities 

Item Category R Determines classification of material. For example, stock 
material, consumed material, etc. Classification determines 
which fields and screens are required. In LIS, defines how 
purchase of an item is controlled. 

OStandard will be the default. Select from the Item 
Category CHOOSE icon to change default if 
required. 

Example: 0Standard 

AcctAssCat R Specifies whether accounting for an item is to be effected via 
an auxiliary account (such as a cost center). 

Leave blank for line input. 

Plant R The plant in which you produce or for which you wish to 
procure materials or services (requisition from). 

Select from the Plant CHOOSE FROM PICK LIST 
icon. 

Example: WRSH 



Personal Settings 

 

6. As required, complete/review the following fields: 

Field Name R/O/C Description 

Requisitioner R Code for the individual who created the requisition. 

Must use requisitioner's Log On name only 
Example: kgould  



Personal Settings 

 

7. Click the SAVE icon at the bottom of the Personal Settings dialog box. 



Create Purchase Requisition 

 

8. As required, complete/review the following fields: 

The first line item will be for direct consumption without a Material Master number. All the line 
item fields will need data input except the default values set in the Personal Setting fields. 
The first data field is the Account Assignment Category. 

A R Account Assignment Category for Internal Orders and PM 
Orders 
Example: F Order 

9. Click the CHOOSE FROM PICK LIST icon. 



Account Assignment Category (1) 15 Entries Found 

 

10. Click . 

11. Click the ENTER icon in the Account Assignment Category (1) 15 Entries Found dialog box. 



Create Purchase Requisition 

 

12. As required, complete/review the following fields: 

Field Name R/O/C Description 

Short Text R Short description of the material/service (limited to 40 
characters). 

Input description text. 
Example: Shovel 



Field Name R/O/C Description 

Quantity R For materials, this is the number of items being ordered. For 
services, this is the total dollar amount contracted for that line 
item. 

Input quantity value. 
Example: 4 

Unit R Unit by which quantities are to be measured. Some examples 
include: pound, gram, meter, and liter. 

Select from the Unit CHOOSE FROM PICK LIST 
icon. 

Example: EA 

13. Click the CHOOSE FROM PICK LIST icon. 

Commercial (1) 169 Entries Found 

 



14. Click . 

15. Click the ENTER icon in the Commercial (1) 169 Entries Found dialog box. 

Create Purchase Requisition 

 

16. As required, complete/review the following fields: 

Field Name R/O/C Description 

Delivery Date R Delivery date requested by the customer (desired delivery 
date) or date confirmed in the vendor's order 
acknowledgement or shipping confirmation. 
Example: 05/26/2006 (use future date) 

17. Click the CHOOSE FROM PICK LIST icon. 



Calendar 

 

18. Click from the 2006/5 calendar. 



Create Purchase Requisition 

 

19. As required, complete/review the following fields: 

Field Name R/O/C Description 

Matl Group R A material group groups together materials or services with 
similar attributes. 
Example: CONST 

20. Click the CHOOSE FROM PICK LIST icon. 



Material Group (1) 88 Entries Found 

 

21. Click . 



22. Click the ENTER icon in the Material Group (1) 88 Entries Found dialog box. 
Create Purchase Requisition 

 

23. As required, complete/review the following fields: 

Field Name R/O/C Description 

Stor. Loc. R Name of the storage location at which materials are stored. 
There can be one or more storage locations within a plant. 
Example: SH01 

24. Click the CHOOSE FROM PICK LIST icon. 



Storage Location (1) 2 Entries Found 

 

25. Click . 

26. Click the ENTER icon in the Storage Location (1) 2 Entries Found dialog box. 



Create Purchase Requisition 

 

27. As required, complete/review the following fields: 

Field Name R/O/C Description 

Des.Vendor R Specifies the vendor suggested by the requisitioner to the 
purchasing department for this purchase order. 
Example: xxxxxx (see data sheet or use search) 

28. Click the DESIRED VENDOR SEARCH icon. 

You may search for the correct vendor record number by using the choose DESIRED 
VENDOR SEARCH icon to display the Desired Vendor (1) dialog box. You may use any 
of the define fields on the screen to narrow the search parameters. 



Desired Vendor (1) 

 

29. As required, complete/review the following fields: 

Field Name R/O/C Description 

Search term R Alphanumeric string used to search and sort data. 

Example: Home Depot * 



Desired Vendor (1) 

 

30. Click the ENTER icon in the Desired Vendor (1) dialog box 



Desired Vendor (1) 4 Entries Found 

 

31. Click . 

32. Click the ENTER icon in the Desired Vendor (1) 4 Entries Found dialog box. 



Create Purchase Requisition 

 

33. Click the ENTER  icon. 

For the next step select the line item Account Assignment tab. If the 
line item tabs are not visible open the line item tabs by clicking on the COLLAPSE ITEMS 

DETAIL icon. 



34. As required, complete/review the following fields: 

Field Name R/O/C Description 

Order R Sales, production, process, purchase, internal, or work order 
number that uniquely identifies an object. 
Example: xxxxxxxxx  

Recipient R Person who is to receive the material or service. 

Must use the recipient's Log On name only 
Example: bsmith 

Use the RECIPIENT SEARCH icon to open the Goods Recipient/Ship- To Party (1) dialog 
box. Search by First name or Last name to find the log-in Recipient name. Click the 

ENTER icon in the Goods Recipient/Ship- To Party (1) dialog box or if the log-in name 
is known input it in the Recipient field.

  



Create Purchase Requisition 

 

35. Click the ENTER icon. 

36. Click the Valuation tab. 



Create Purchase Requisition 

 

37. As required, complete/review the following fields: 

Field Name R/O/C Description 

Valuation Price R Estimated or actual unit price of the material or service. 

A price must be entered since a Material Master number 
was not used. 

Example: 10.00 



Create Purchase Requisition 

 

38. Click the ENTER icon. 

39. As required, complete/review the following fields: 

Repeat the procedure above for inputting data in line 2. This item will be a stock item using a 
"HIBE Material Master" number and will not require an "Account Assignment" category. Do 
not input data in the Short Text, Unit of Measure and Material Group fields. This data will 
default from the Material Master record. 



Field Name R/O/C Description 

Material R Substance or commodity that is bought or sold on a 
commercial basis, or is used, consumed, or created in 
production; a material can also be a service. Also, a number 
identifying a material master record. 
Example: xxxxxx (see data sheet or use search) 

Quantity R For materials, this is the number of items being ordered. For 
services, this is the total dollar amount contracted for that line 
item. 
Example: 10 

Delivery Date R Delivery date requested by the customer (desired delivery 
date) or date confirmed in the vendor's order 
acknowledgement or shipping confirmation. 

Select from the CHOOSE FROM PICK LIST icon. 
Example: 05/26/2006 (enter future date)  

Stor. Loc. R Name of the storage location at which materials are stored. 
There can be one or more storage locations within a plant. 

Select from the CHOOSE FROM PICK LIST icon. 
Example: SH01 

40. Click the ENTER icon. 



Create Purchase Requisition 

 

Select Item line 2 and click the Valuation tab. The moving average price will be shown in the 
Valuation Price field. You can then edit the price if required. The price is correct for this line 
item. 

41. As required, complete/review the following fields: 

Line 3 will be a non-stock item using a NLAG Material Master number. This item will require 
Account Assignment information. Do not input data in the Short Text, Unit of Measure, and 
Material Group fields. This data will default from the Material Master record. 



Field Name R/O/C Description 

F R Account Assignment Category for Internal Orders and PM 
Orders 

Select from the CHOOSE FROM PICK LIST icon. 
Example: F Order 

Create Purchase Requisition 

 



42. As required, complete/review the following fields: 

Field Name R/O/C Description 

Material R Substance or commodity that is bought or sold on a 
commercial basis, or is used, consumed, or created in 
production; a material can also be a service. Also, a number 
identifying a material master record. 
Example: xxxxxxxx (see data sheet or use search) 

Quantity R For materials, this is the number of items being ordered. For 
services, this is the total dollar amount contracted for that line 
item. 
Example: 5 

Delivery Date R Delivery date requested by the customer (desired delivery 
date) or date confirmed in the vendor's order 
acknowledgement or shipping confirmation. 

Select from the CHOOSE FROM PICK LIST icon. 
Example: 05/26/2006  



Create Purchase Requisition 

 

43. As required, complete/review the following fields: 

Field Name R/O/C Description 

Stor. Loc. R Name of the storage location at which materials are stored. 
There can be one or more storage locations within a plant. 

Select from the CHOOSE FROM PICK LIST icon. 
Example: SH01 



Create Purchase Requisition 

 

44. Click the ENTER icon. 

Select the Account Assignment tab. 

45. As required, complete/review the following fields: 

Field Name R/O/C Description 

Order R Sales, production, process, purchase, internal, or work order 
number that uniquely identifies an object. 
Example: xxxxxxxxxxx (see data sheet or use search) 



Field Name R/O/C Description 

Recipient R Person who is to receive the material or service. 

Must use recipient's Log On name only 
Example: bsmith 

Create Purchase Requisition 

 

46. Click the ENTER icon. 

47. Click the Valuation tab. 

Click on the line item Valuation tab to verify or edit the line item price in the Valuation Price 
field. It is correct for this line item. 



Create Purchase Requisition 

 

Line 4 will be an item that will be charged to multiple cost objects. It will not have a Material 
Master number so the Description will be added in the Short Text, Unit of Measure and a 
Material Group will need to be selected. 

48. As required, complete/review the following fields: 

Field Name R/O/C Description 

A R Account Assignment Category for Internal Orders and PM 
Orders 

Select from the CHOOSE FROM PICK LIST icon. 
Example: F 



Create Purchase Requisition 

 

49. As required, complete/review the following fields: 

Field Name R/O/C Description 

Short Text R Short description of the material/service (limited to 40 
characters). 

Input the Description data. 
Example: Tool Box 



Field Name R/O/C Description 

Quantity R For materials, this is the number of items being ordered. For 
services, this is the total dollar amount contracted for that line 
item. 

Input the Quantity data. 
Example: 2 

Unit R Unit by which quantities are to be measured. Some examples 
include: pound, gram, meter, and liter. 

Select from the CHOOSE FROM PICK LIST icon. 
Example: EA 

Create Purchase Requisition 

 



50. As required, complete/review the following fields: 

Field Name R/O/C Description 

Delivery Date R Delivery date requested by the customer (desired delivery 
date) or date confirmed in the vendor's order 
acknowledgement or shipping confirmation. 

Select from the CHOOSE FROM PICK LIST icon. 
Example: 04/26/2006 (use future date) 

Create Purchase Requisition 

 



51. As required, complete/review the following fields: 

Field Name R/O/C Description 

Matl Group R A material group groups together materials or services with 
similar attributes. 

Select from the CHOOSE FROM PICK LIST icon. 

Example: Tool 

Stor. Loc R Name of the storage location at which materials are stored. 
There can be one or more storage locations within a plant. 

Select from the CHOOSE FROM PICK LIST icon. 
Example: SH01 



Create Purchase Requisition 

 

52. Click the ENTER icon. 



Create Purchase Requisition 

 

Select the line item Account Assignment tab. 

At the Account Assignment tab the default asks for one order number. Enter just one number 
and recipient name in the correct fields. 

53. As required, complete/review the following fields: 

Field Name R/O/C Description 

Order R Sales, production, process, purchase, internal, or work order 
number that uniquely identifies an object. 
Example: xxxxxxxxxx (use data sheet or use search) 



Field Name R/O/C Description 

Recipient R Person who is to receive the material or service. 

Must use recipient's Log On name only 
Example: bsmith 

Create Purchase Requisition 

 

54. Click the ENTER icon. 



Create Purchase Requisition 

 

At this point the VALUATION tab will default to enter the item price in the 
Valuation Price field.  

55. As required, complete/review the following fields: 

Field Name R/O/C Description 

Valuation Price R Estimated or actual unit price of the material or service. 
Example: 500.00 

56. Click the ENTER icon. 



Create Purchase Requisition 

 

57. Click the Account Assignment tab. 

Select the Account Assignment tab to enter the 2nd cost object information. Make sure the line 
item is selected to line 4 in the line item field. 



Create Purchase Requisition 

 

58. Click the MULTIPLE ACCT ASSIGNMENT icon. 

Click the MULTIPLE ACCT ASSIGNMENT icon at the left of the screen and enter the 
following data in each field. 



Create Purchase Requisition 

 

59. As required, complete/review the following fields: 

Field Name R/O/C Description 

Distribution R Indicates how the quantity and value of this purchase order 
item are apportioned among the individual account 
assignment items: On a progressive quantity fill-up basis 
Proportional to the planned quantity distribution 

Select from the Distribution CHOOSE icon.  
Example: 1Distrib. on quantity basis 



Field Name R/O/C Description 

Quantity R For materials, this is the number of items being ordered. For 
services, this is the total dollar amount contracted for that line 
item. 

Change the 1st line quantity from 2 to 1. 
Example: 1 

Quantity R Number of items being processed  

Input 1 in the 2nd line Quantity field. 
Example: 1 

Order R Sales, production, process, purchase, internal, or work order 
number that uniquely identifies an object. 

Input the next order number in the 2nd line Order field.  

Example: xxxxxxxx (see data sheet or use search)* 

Recipient R Person who is to receive the material or service. 

Input the recipient name on the 2nd line. Use the scroll 
bar to move to the right to find this field. 

Must use recipient's Log On name only 
Example: bsmith 

60. Click the ENTER icon. 



Create Purchase Requisition 

 



Create Purchase Requisition 

 

The next line item will be an Asset. Start line 5 by selecting "A" from the Account Assignment 
Category. 

61. Click the CHOOSE FROM PICK LIST icon. 



Account Assignment Category (1) 15 Entries Found 

 

62. Click . 



63. Click the ENTER icon in the Account Assignment Category (1) 15 Entries Found dialog box. 
Create Purchase Requisition 

 

64. As required, complete/review the following fields: 

Field Name R/O/C Description 

Short Text R Short description of the material/service (limited to 40 
characters). 
Example: Motor/Boat 

Quantity R For materials, this is the number of items being ordered. For 
services, this is the total dollar amount contracted for that line 
item. 

Example: 1 



Field Name R/O/C Description 

Unit R Unit by which quantities are to be measured. Some examples 
include: pound, gram, meter, and liter. 

Select from the CHOOSE FROM PICK LIST icon. 

Example: EA 

Delivery Date R Delivery date requested by the customer (desired delivery 
date) or date confirmed in the vendor's order 
acknowledgement or shipping confirmation. 

Select from the CHOOSE FROM PICK LIST icon. 
Example: 05/26/2006 (use future date) 

Matl Group R A material group groups together materials or services with 
similar attributes. 

Use only an Asset Material Group.  
Example: Marinequp 

65. Click the CHOOSE FROM PICK LIST icon. 



Material Group (1) 88 Entries Found 

 

66. Click . 



67. Click the ENTER icon in the Material Group (1) 88 Entries Found dialog box. 
Create Purchase Requisition 

 

68. As required, complete/review the following fields: 

Field Name R/O/C Description 

Stor. Loc. R Name of the storage location at which materials are stored. 
There can be one or more storage locations within a plant. 

Select from the CHOOSE FROM PICK LIST icon. 
Example: SH01 

69. Click the ENTER icon. 



Create Purchase Requisition 

 

The Account Assignment tab defaults. Input the following data in each field for line 5. 

70. As required, complete/review the following fields: 

Field Name R/O/C Description 

Asset R This is the number which, together with the asset sub-
number, identifies a fixed asset in Asset Accounting. 
Example: 2000xxx (see data sheet) 



Field Name R/O/C Description 

Recipient R Person who is to receive the material or service. 

Use the scroll bar to scroll to the right to input the 
recipient name. 

Must use recipient's Log On name only 
Example: bsmith 

Create Purchase Requisition 

 

71. Click the ENTER icon. 



Create Purchase Requisition 

 

SAP defaults to the Valuation Price field. 

72. As required, complete/review the following fields: 

Field Name R/O/C Description 

Valuation Price R Estimated or actual unit price of the material or service. 
Example: 5500.00 

73. Click the Valuation tab. 



Create Purchase Requisition 

 

74. Click the ENTER icon. 

75. Click the SAVE icon. 

SAP displays the message, "Purchase requisition number 0010000xxx created." Record the 
requisition number for reference for a release approval. 

76. You have completed this transaction. 

Result 
You have created a commodity purchase requisition that is ready for an approval to process into a 
Purchase Order. 



Processing a PO Invoice (MIRO) 

Purpose 
Use this procedure to process vendor purchase order (PO) invoices/credit memos, and subsequent 
debit/credit invoices. 

Trigger 
Perform this procedure when a vendor invoice or credit memo is received. 

Prerequisites 
• Goods receipt(s) or service entry sheet(s) should be entered in most cases. Some exceptions 

include framework POs, and Cal-Card POs which do not require a Goods Receipt (GR) or 
Service Entry Sheet (SES). 

Menu Path 
Use the following menu path(s) to begin this transaction: 

• Select SAP Menu Logistics Materials Management Logistics Invoice Verification 
Document Entry MIRO- Enter Invoice to go to the Enter Incoming Invoice: Company Code 
CA00 screen. 

Transaction Code 
MIRO 

Helpful Hints 
None 



Procedure 

1. Start the transaction using the menu path or transaction code. 

SAP Easy Access 

 

2. Double-click . 



Enter Incoming Invoice: Company Code CA00 

 

3. As required, complete/review the following fields: 

Field Name R/O/C Description 

Transaction R Computerized task or set of tasks performed using SAP; 
(Transactions allow associates to select, display, search for, 
and change records in the database.) 
Example: Invoice 

Inv. recpt date R Specifies the date in which the invoice is received. 
Example: 05/10/2006 

Invoice date R It is the date that is given by the vendor and appears on the 
invoice. 
Example: 05/08/2006 



Field Name R/O/C Description 

Reference R Allows for further clarification of an entry by reference to other 
sources of information, either internal or external to SAP. Any 
SAP-posted document number can be used as a "reference" 
when entering a new document. 
Example: IP123 

Amount R A figure in the pricing procedure that determines how the 
system calculates a condition value. 
Example: 80.04 

Tax amount R Taxes on Sales/Purchases amount. 
Example: 5.04 

Tax amount R Taxes on Sales/Purchases amount. 
Example: I1 (A/P Sales Tax) 

Text R Contains an explanatory text on the line item. 
Example: Interest Penalty Due 

Purchase 
Order/Scheduling 
Agreement 

R Document used to purchase materials and services from 
vendors. Or, outline agreement on the basis of which 
materials are procured at a series of predefined points in time 
over a certain period. 
Example: 4500000004 

For the second Tax amount field, when a vendor is tax exempt, select 

. 

When a vendor is taxable, select  

When a vendor is located out of state and does not collect CA sales tax, select 

and check the CALCULATE TAX box  

4. Click the ENTER icon. 



Enter Incoming Invoice: Company Code CA00 

 

5. Click the Payment tab. 



Enter Incoming Invoice: Company Code CA00 

 

6. As required, complete/review the following fields: 

Field Name R/O/C Description 

Discount R Cash discount amount per terms of the P.O. 
Example: 5 

Pmt Method R Payment method with which this item is to be paid - W 
(Warrant), C (ORF Check), Direct Fund (1), A/R Remittance 
(2), or Direct Transfer (D). 
Example: w 

Payee R Enter the required vendor number if payment is to be made to 
a different permitted payee. 
Example: 500000 

7. Click CHOOSE FROM PICK LIST icon in the range field. 



Payee (1) 1 Entry found 

 

8. Double-click . 

Payee field (and Permitted Payees): This field allows the assignment of multiple permitted 
payees to the same vendor number.  

Example: The P.O. was set up under Mac Warehouse (V#103772), but the 
payment will be remitted to Bank of Sacramento (V#500000). From 
a reporting point of view, the alternative payee is visible in the 



vendor line item display (transaction FBL1N) in the Payee/er 
column as demonstrated below.  

 

Adding Permitted Payees: If a permitted payee is needed but unavailable from the drop 
down menu, then a help desk ticket must be submitted referencing the vendor number 
assigned to the P.O. and a hard copy invoice must be forwarded to the vendor master 
data office. Note: Permitted payees will start with 5.  

9. Click the Details tab. 

Enter Incoming Invoice: Company Code CA00 

 

10. As required, complete/review the following fields: 

Field Name R/O/C Description 

Assign. R Same as reference field. Enter the invoice number. 
Example: IP123 

For credit memo or subsequent credit memo transactions, choose Vendor Cr Mem - w/PO 
from the Doc Typ menu (see below). 



 

11. Click P.O. Reference tab. 

 

All line items containing goods receipts or service entry sheets will be automatically 
highlighted. If necessary, de-select the PO line items that will not be paid. 

12. Click into the Amount field and change the amount from $2795.00 to $65.00.  

As required, complete/review the following fields: 

Field Name R/O/C Description 

Amount R A figure in the pricing procedure that determines how the 
system calculates a condition value. 
Example: 65.00 

 

13. Click into the Quantity field and change the quantity from 43 to 1.  

As required, complete/review the following fields: 

Field Name R/O/C Description 

Quantity R For materials, this is the number of items being ordered. For 
services, this is the total dollar amount contracted for that line 
item. 
Example: 1 



 

If this is a final payment on the P.O. line item, the end user will need to check the Final 

Invoice Indicator box located between the tax code and purchase order 
number above.  

14. Click the G/L account tab. 

15. As required, complete/review the following fields: 

Field Name R/O/C Description 

G/L acct R Accounting ledger created to support the creation of statutory 
reports. 
Example: 9033354500 

Amount in doc.curr. R Line item amount in document currency. 
Example: 10.00 

Tax code R Indicates the type and the amount of tax for a specific line 
item. 
Example: I0 

Enter Incoming Invoice: Company Code CA00 

 

16. Click the CHOOSE FROM PICK LIST icon in the Tax Code field. 



Tax Code (1) 8 Entries Found 

 

17. Double-click . 

Enter Incoming Invoice: Company Code CA00 

 



18. As required, complete/review the following fields: 

Field Name R/O/C Description 

Tax jurisdictn code R The tax jurisdiction is used for determining the tax rates in the 
USA. It defines to which tax authorities you must pay your 
taxes. It is always the city to which the goods are supplied. 
Example: 0506729401 

19. Click the CHOOSE FROM PICK LIST icon in the Tax jurisdiction code field. 

Restriction of Selection 

 

20. As required, complete/review the following fields: 

Field Name R/O/C Description 

State R The state where the goods have been delivered. 
Example: CA 

ZIP code R The zip code where the goods have been delivered. 
Example: 95814 

21. Click ENTER icon. 



Tax Jurisdiction (1) 4 Entries Found 

 

22. Double-click . 

Enter Incoming Invoice: Company Code CA00 

 

23. Click the SCROLL RIGHT icon. 



24. As required, complete/review the following fields: 

Field Name R/O/C Description 

Order R Sales, production, process, purchase, internal, or work order 
number that uniquely identifies an object. 
Example: G00000000005 

 

25. Click the Green Check icon and the business area and fund number will populate automatically. 

 

26. Click the SIMULATE button. 



Simulate Document in USD (Document currency) 

 

27. Click the POST button. 

SAP displays the message, "Document no 12xxxxxxxx created." 

28. You have completed this transaction. 

Result 
You have now processed an invoice. Make a copy of the invoice and submit them to the 
disbursements unit for payment run. 

Comments 

SAP will automatically copy the P.O. number (and contract number, if applicable) into the 

field (located in the Details tab) after a document has 
been saved 



When processing a credit memo, select credit memo from the transaction drop down menu  

 

When processing a subsequent debit, select subsequent debit from the transaction drop down 

menu .  

When processing a subsequent credit, select subsequent credit from the transaction drop down 

menu . 

 



Comments 
The requisition can now be approved by releasing and sent to the Purchasing Buyer to process into 
a Purchase Order. 

 

  



 

 



 



Processing a PO Invoice (MIRO) 

Purpose 
Use this procedure to process vendor purchase order (PO) invoices/credit memos, and subsequent 
debit/credit invoices. 

Trigger 
Perform this procedure when a vendor invoice or credit memo is received. 

Prerequisites 
• Goods receipt(s) or service entry sheet(s) should be entered in most cases. Some exceptions 

include framework POs, and Cal-Card POs which do not require a Goods Receipt (GR) or 
Service Entry Sheet (SES). 

Menu Path 
Use the following menu path(s) to begin this transaction: 

• Select SAP Menu Logistics Materials Management Logistics Invoice Verification 
Document Entry MIRO- Enter Invoice to go to the Enter Incoming Invoice: Company Code 
CA00 screen. 

Transaction Code 
MIRO 

Helpful Hints 
None 



Procedure 

1. Start the transaction using the menu path or transaction code. 

SAP Easy Access 

 

2. Double-click . 



Enter Incoming Invoice: Company Code CA00 

 

3. As required, complete/review the following fields: 

Field Name R/O/C Description 

Transaction R Computerized task or set of tasks performed using SAP; 
(Transactions allow associates to select, display, search for, 
and change records in the database.) 
Example: Invoice 

Inv. recpt date R Specifies the date in which the invoice is received. 
Example: 05/10/2006 

Invoice date R It is the date that is given by the vendor and appears on the 
invoice. 
Example: 05/08/2006 



Field Name R/O/C Description 

Reference R Allows for further clarification of an entry by reference to other 
sources of information, either internal or external to SAP. Any 
SAP-posted document number can be used as a "reference" 
when entering a new document. 
Example: IP123 

Amount R A figure in the pricing procedure that determines how the 
system calculates a condition value. 
Example: 80.04 

Tax amount R Taxes on Sales/Purchases amount. 
Example: 5.04 

Tax amount R Taxes on Sales/Purchases amount. 
Example: I1 (A/P Sales Tax) 

Text R Contains an explanatory text on the line item. 
Example: Interest Penalty Due 

Purchase 
Order/Scheduling 
Agreement 

R Document used to purchase materials and services from 
vendors. Or, outline agreement on the basis of which 
materials are procured at a series of predefined points in time 
over a certain period. 
Example: 4500000004 

For the second Tax amount field, when a vendor is tax exempt, select 

. 

When a vendor is taxable, select  

When a vendor is located out of state and does not collect CA sales tax, select 

and check the CALCULATE TAX box  

4. Click the ENTER icon. 



Enter Incoming Invoice: Company Code CA00 

 

5. Click the Payment tab. 



Enter Incoming Invoice: Company Code CA00 

 

6. As required, complete/review the following fields: 

Field Name R/O/C Description 

Discount R Cash discount amount per terms of the P.O. 
Example: 5 

Pmt Method R Payment method with which this item is to be paid - W 
(Warrant), C (ORF Check), Direct Fund (1), A/R Remittance 
(2), or Direct Transfer (D). 
Example: w 

Payee R Enter the required vendor number if payment is to be made to 
a different permitted payee. 
Example: 500000 

7. Click CHOOSE FROM PICK LIST icon in the range field. 



Payee (1) 1 Entry found 

 

8. Double-click . 

Payee field (and Permitted Payees): This field allows the assignment of multiple permitted 
payees to the same vendor number.  

Example: The P.O. was set up under Mac Warehouse (V#103772), but the 
payment will be remitted to Bank of Sacramento (V#500000). From 
a reporting point of view, the alternative payee is visible in the 



vendor line item display (transaction FBL1N) in the Payee/er 
column as demonstrated below.  

 

Adding Permitted Payees: If a permitted payee is needed but unavailable from the drop 
down menu, then a help desk ticket must be submitted referencing the vendor number 
assigned to the P.O. and a hard copy invoice must be forwarded to the vendor master 
data office. Note: Permitted payees will start with 5.  

9. Click the Details tab. 

Enter Incoming Invoice: Company Code CA00 

 

10. As required, complete/review the following fields: 

Field Name R/O/C Description 

Assign. R Same as reference field. Enter the invoice number. 
Example: IP123 

For credit memo or subsequent credit memo transactions, choose Vendor Cr Mem - w/PO 
from the Doc Typ menu (see below). 



 

11. Click P.O. Reference tab. 

 

All line items containing goods receipts or service entry sheets will be automatically 
highlighted. If necessary, de-select the PO line items that will not be paid. 

12. Click into the Amount field and change the amount from $2795.00 to $65.00.  

As required, complete/review the following fields: 

Field Name R/O/C Description 

Amount R A figure in the pricing procedure that determines how the 
system calculates a condition value. 
Example: 65.00 

 

13. Click into the Quantity field and change the quantity from 43 to 1.  

As required, complete/review the following fields: 

Field Name R/O/C Description 

Quantity R For materials, this is the number of items being ordered. For 
services, this is the total dollar amount contracted for that line 
item. 
Example: 1 



 

If this is a final payment on the P.O. line item, the end user will need to check the Final 

Invoice Indicator box located between the tax code and purchase order 
number above.  

14. Click the G/L account tab. 

15. As required, complete/review the following fields: 

Field Name R/O/C Description 

G/L acct R Accounting ledger created to support the creation of statutory 
reports. 
Example: 9033354500 

Amount in doc.curr. R Line item amount in document currency. 
Example: 10.00 

Tax code R Indicates the type and the amount of tax for a specific line 
item. 
Example: I0 

Enter Incoming Invoice: Company Code CA00 

 

16. Click the CHOOSE FROM PICK LIST icon in the Tax Code field. 



Tax Code (1) 8 Entries Found 

 

17. Double-click . 

Enter Incoming Invoice: Company Code CA00 

 



18. As required, complete/review the following fields: 

Field Name R/O/C Description 

Tax jurisdictn code R The tax jurisdiction is used for determining the tax rates in the 
USA. It defines to which tax authorities you must pay your 
taxes. It is always the city to which the goods are supplied. 
Example: 0506729401 

19. Click the CHOOSE FROM PICK LIST icon in the Tax jurisdiction code field. 

Restriction of Selection 

 

20. As required, complete/review the following fields: 

Field Name R/O/C Description 

State R The state where the goods have been delivered. 
Example: CA 

ZIP code R The zip code where the goods have been delivered. 
Example: 95814 

21. Click ENTER icon. 



Tax Jurisdiction (1) 4 Entries Found 

 

22. Double-click . 

Enter Incoming Invoice: Company Code CA00 

 

23. Click the SCROLL RIGHT icon. 



24. As required, complete/review the following fields: 

Field Name R/O/C Description 

Order R Sales, production, process, purchase, internal, or work order 
number that uniquely identifies an object. 
Example: G00000000005 

 

25. Click the Green Check icon and the business area and fund number will populate automatically. 

 

26. Click the SIMULATE button. 



Simulate Document in USD (Document currency) 

 

27. Click the POST button. 

SAP displays the message, "Document no 12xxxxxxxx created." 

28. You have completed this transaction. 

Result 
You have now processed an invoice. Make a copy of the invoice and submit them to the 
disbursements unit for payment run. 

Comments 

SAP will automatically copy the P.O. number (and contract number, if applicable) into the 

field (located in the Details tab) after a document has 
been saved 



When processing a credit memo, select credit memo from the transaction drop down menu  

 

When processing a subsequent debit, select subsequent debit from the transaction drop down 

menu .  

When processing a subsequent credit, select subsequent credit from the transaction drop down 

menu . 

 















SAP SCPRS DATA FIELD QUICK REFERENCE         

SCPRS DATA FIELDS 

Use this quick reference guide when entering SCPRS data in SAP. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



1. Header Section > Text tab > Other contractual stipulations > Enter ePUload  
 

 

2. Header >  Customer Data Tab 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. Item Detail Section > Customer Data Tab 
 

 

 

Entered once at the Header Level: 
• Ready to Submit:  PO is ready for transfer to eP 
• PO Submitted Date:  Populated when the PO has been 

transferred 
• Supplier:  DGS Supplier Number 
• Buyer Contact:  Buyers eP login (exact) 
• Acquisition Method:  Drop down 
• Acquisition Sub-type:  Drop down (must match first number) 
• LPA Contract Number: As eP identifies it (exactly) 
• Acquisition Type:  Drop down  

 

• Entered at the line item level 
• UNSPSC Code:  Lowest level hierarchy 



 
 
 
 

 

INVITATION FOR BID 
 

Notice to Prospective Bidders 
 

 
January 15, 2015 
 
You are invited to review and respond to this Invitation for Bid (IFB) number 100##### for service 
description.  The anticipated term of this agreement is # years.  In submitting your bid, you must 
comply with these instructions. 
 
Note that all agreements entered into with the Department of Water Resources, hereinafter referred 
to as the “State”, incorporates, by reference, the State’s General Terms and Conditions and 
Contractor Certification Clauses (CCC) that may be viewed and downloaded at the Department of 
General Services website: 
 

http://www.documents.dgs.ca.gov/ols/CCC-307.doc 
 
If you do not have Internet access, a hard copy can be provided by contacting the person listed 
below. The CCC package contains clauses and conditions that may apply to your Agreement and to 
anyone doing business with the State.  The Certification will be kept on file in a central location and 
must be renewed every three years or updated as changes occur. 
 
Please use the following paragraph for personal services contracts (providing janitorial and 
housekeeping services, custodians, food service workers, laundry workers, window cleaners, and 
security guards). 
 
In accordance with Government Code Section 19134, effective January 1, 2001, new regulations 
apply to specified Personal Services Contracts.  Please refer to Exhibit E for the qualifications and 
procedures necessary. 
 
Inquiries regarding the processing of this bid should be referred to Contact Name at (###) ###-####.  
Please note that no verbal information given will be binding upon the State unless such information 
is issued in writing as an official addendum to this solicitation. 
 
Sincerely, 
 
 
 
Name, Title 
 
Attachment(s) 
 

http://www.documents.dgs.ca.gov/ols/CCC-307.doc
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 NOTICE OF STATE MANDATED SB/DVBE PROGRAM  
PARTICIPATION REQUIREMENTS 

 
 
Disabled Veterans Business Enterprise (DVBE) Information 
 
If this solicitation is not exempt from DVBE program requirements, use the following statements: 
The Department has determined that Bidders responding to this solicitation must comply with DVBE 
Program requirements.  Instructions for completing DVBE program requirements are found in 
Attachment V, DVBE Program Requirements (DWR Form 9526).  Please review these instructions 
carefully.  Failure to fulfill the DVBE requirement will render your bid non-responsive and shall 
be cause for bid rejection. 
 
This solicitation also contains DVBE Incentive language within Attachment V.  The DVBE Incentive 
offers bidders an incentive calculation when they include DVBE subcontractors in their bid efforts.  
Application of the Incentive may place the bidder in line for bid award.  Minimum incentive applied will 
be three (3) percent, not to exceed five (5) percent. 
 
Please review DVBE Incentive Language and form contained within this solicitation for additional 
information. 
 
If this solicitation is exempt from DVBE program requirements, use the following statement and remove 
the statement above: 
This solicitation has been exempted from DVBE Participation Program requirements.  Firms responding 
to this solicitation are not required to comply with DVBE program requirements. 
 
However, for those firms voluntarily utilizing DVBE subcontractors, there will be an incentive applied to 
the level of DVBE participation identified in the bid response not to exceed five (5) percent.  Application 
of the incentive may place the bidder in line for bid award.  Application of the incentive will not displace 
a certified small business with that of a non-small business. DVBE Incentive information and forms are 
found within the solicitation as DWR Form 9666, Attachment V. 
 
 
Small Business Program Information 
 
If a bidding firm is not a California Certified Small Business and wishes to be considered for the small 
business calculation preference for this solicitation, bidder application for small business must be 
received by the Department of General Services, Office of Small and DVBE Business Services (OSDS) 
by the bid due date by close of business.  Bidders seeking small business certification status must also 
notify the State in writing at the time of bid submission that they have an application for Small Business 
certification for review and approval at the DGS-OSDS.   
 
Contact the DGS Office of Small Business and DVBE Services (OSDS) at internet website 
http://www.dgs.ca.gov/pd/Programs/OSDS.aspx or call (916) 375-4941 or (916) 375-4400 for 
certification assistance. 
 
For additional assistance meeting DVBE program requirements or inquiries about Small Business 
certification, please contact the Department of Water Resources SB/DVBE Program Manager at (916) 
651-9705, or email SB.DVBE@water.ca.gov 
 
 
 
  

http://www.dgs.ca.gov/pd/Programs/OSDS.aspx
mailto:SB.DVBE@water.ca.gov
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A. Purpose and Description of Services 
Include a concise description of the services to be performed. Refer to your Scope of Work. 
 
B. Bidder Minimum Qualifications 
List all of the minimum qualifications the bidder should possess.  Be sure to include any licenses, 
worksite location requirements, certifications, or permits. 
 
C. Bid Requirements and Information 

 
1. BID KEY ACTION DATES 
 

All bidders must adhere to the following time schedule. 
The following time schedule is formatted as a table.  Please determine whether a Mandatory 
Pre-bid Conference will be conducted or Questions and Answers will be submitted.  Delete 
the entire rows in the table for either Mandatory Pre-bid Conference or Questions and 
Answers depending on which will not apply. 

 
IFB available to prospective bidders on Date 
Mandatory Pre-bid Conference to be held on Date at time 
Mandatory Pre-bid Conference doors close at Date at time 
No bidder will be allowed into the conference once doors close. 

Technical questions must be submitted by Date at time 
Answers to technical questions will be 
disseminated by 

Date at time 

Bids must be received by Date at time 
Bid opening to be held on Date at time 
Anticipated start date of agreement is Date 

 
2. LOCATION WHERE WORK WILL BE PERFORMED: 

 
Division 

 
Please determine whether a Mandatory Pre-bid Conference will be conducted.  For any contract 
requiring a physical site inspection or bid walk, include the following language for Mandatory 
Pre-bid Conference. 

 
3. MANDATORY PRE-BID CONFERENCE 

 
a. Contractors must attend the mandatory pre-bid conference in order to have their bid 

accepted.  The mandatory pre-bid conference will be held at: 
 

Department of Water Resources 
 

b. Substantive questions regarding bidding and contracting requirements will be addressed at 
the pre-bid conference only.  No questions with regards to requirements and provisions 
detailed in the Scope of Work will be addressed before or after the conference. 
 

c. The pre-bid conference will be the sole forum for addressing questions regarding bid and 
contract requirements.  If appropriate, DWR may issue an Addendum to this IFB as a result 
of items discussed at the pre-bid conference. 
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d. Prospective bidders attending this pre-bid conference will receive information regarding the 
bid.  In the event a prospective bidder is unable to attend a mandatory pre-bid conference, 
an authorized representative may attend on the prospective bidder’s behalf.  The 
representative may sign in for only one company. If this is not an option available to you, 
please contact the State for possible alternative accommodations. 

e. If a prospective bidder needs assistance because of physical impairment, reasonable 
accommodation will be provided by State if requested.  To request reasonable 
accommodation, please call Name at (###) ###-#### no later than 5:00 p.m. on the fifth 
business day prior to the scheduled date of the pre-bid conference. 

 
If a Mandatory Pre-bid Conference will not be conducted, the following language must be 
included. 

 
QUESTIONS AND ANSWERS (information below must match what is in Key Action Dates) 
 
Technical questions must be submitted in writing to abc@water.ca.gov and received by the 
State on or before Time on date.  The State’s representatives will provide answers in writing to 
all potential bidders by Time on date. 

 
4. SUBMISSION OF BID 

 
a. Bids must be submitted by mail, hand delivery, UPS, express mail, or Federal Express to: 
 

Department of Water Resources 
 

b. All bids must include original signatures on the following documents: Bid/Bidder Certification 
Sheet, Contractor Certification Clauses, and any other documents specified in this IFB. 

 
c. Bids not including the documents identified in the Bid Checklist shall be deemed non-

responsive and will be rejected.  
 

d. All bids are to be sent to DWR within the time frame indicated in the Time Schedule.  Bids 
received after the due date and time will be returned unopened to the prospective bidder. 

 
e. All bids must be submitted under sealed cover.  The sealed cover must be plainly marked 

with the IFB title and number, must show your firm’s name and address, and must be 

marked with “DO NOT OPEN.” 
 

f. Bids not submitted under sealed cover will be rejected.  A minimum of two original signed 
bids must be submitted.  Both bids must be submitted in the same envelope. 

 
g. Bids must be submitted for the entire service described within the Scope of Work.  

Deviations from the specifications will not be considered and will be cause for rejection of 
the bid. 

 
h. The State does not accept alternate language from a bidder.  A bid with such language will 

be considered a counter proposal and will be rejected. The State’s General Terms and 

Conditions (GTC) are not negotiable. 
 
i. A bid may be rejected if conditional or incomplete, or if it contains any alterations of form or  
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other irregularities of any kind.  The State may waive any immaterial deviation in a bid.  The 
State's waiver of immaterial defect shall in no way modify the IFB document or excuse the 
bidder from full compliance with the objectives if awarded the Agreement.  The State may 
reject all bids if deemed necessary. 

 
j. Costs for developing bids and preparation of award of the Agreement are entirely the 

responsibility of the bidder and shall not be chargeable to the State. 
 
k. This IFB must be signed by an individual who is authorized to bind the bidding firm 

contractually.  The signature must indicate the title or position that the individual holds in the 
firm.  An unsigned bid will be rejected. 

 
l. A bidder may modify a bid after its submission by withdrawal and resubmission before the 

bid due date.  Modification of a bid offered in any other manner, oral or written, will not be 
considered. 

 
m. A bidder may withdraw their bid by submitting a written request to the State for its 

withdrawal, signed by the bidder or an agent authorized in accordance with Paragraph K 
above.  A bidder may thereafter submit a new bid before the bid submission deadline.  Bids 
may not be withdrawn after the bid due date.  Bids received after the due date and time will 
be returned unopened to the prospective bidder. 

 
n. DWR may modify the IFB prior to the date fixed for submission of bids by the issuance of an 

Addendum to all parties who received a bid package. 
 
o. If all bids are too high, DWR is not required to award an Agreement. 
 
p. Bids are public upon bid opening.   

 
q. Bidders are cautioned not to rely on the State during the evaluation to discover and report all 

defects and errors in the bid documents.  Bidders should carefully proof read documents for 
errors and adherence to the IFB requirements prior to bid submittal. 

 
r. Where applicable, the bidder should carefully examine the worksite and specifications.  

Bidder shall investigate the conditions, character, quality of surface, subsurface materials, or 
obstacles to be encountered.  No additions to the Agreement amount will be made because 
of failure to thoroughly examine the worksite and specifications. 

 
5. EVALUATION AND SELECTION PROCESS 
 

a. The State will put each bid through a process of evaluation to determine the responsiveness 
of bidders to the State's needs.  The final selection will be made on the basis of the lowest 
responsible bid meeting the specifications. 
 

b. Bids containing false or misleading statements or providing references that do not support 
an attribute or condition claimed by the bidder may be rejected.  If, in the opinion of the 
State, information was intended to mislead the State in its evaluation of the bid, and the 
attribute, condition, or capability is a requirement of this IFB, it will be the basis for rejection 
of the bid. 
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c. At the time of bid opening, each bid will be checked for the presence or absence of required 
information in conformance with the submission requirements of this IFB.   
 

d. The contract will be awarded to the lowest responsible bidder after consideration of any 
applicable preferences.  If there are tied bids, representatives of the State will draw straws 
to pick the winning bidder during the public bid opening.  The drawing will be witnessed and 
documented by two or more State employees. 

 
6. TAX DELINQUENT STATUS VERIFICATION  

 
a. Effective July 1, 2012 Public Contract Code 10295.4, requires state agencies to verify the 

tax delinquent status of bidders responding to state solicitations.   
 
b. At the time of bid evaluation, prior to contract award and execution, the State will verify all 

bidders and identified subcontractors as not listed as tax delinquent by the Franchise Tax 
Board and the Board of Equalization.  Any bidder or subcontractor listed as tax delinquent 
shall result in a bid rejection and will not be considered for contract award.  Bidders wanting 
further clarification can refer to the statute above or to the web sites listed below for 
additional information.  

Board of Equalization – Top 500 Sales Tax and Use Delinquencies 
http://www.boe.ca.gov/cgi-bin/deliq.cgi 
 
Franchise Tax Board – Top 500 Delinquent Tax Payers 
https://www.ftb.ca.gov/aboutFTB/Delinquent_Taxpayers.shtml 
 

 
Remove the Award and Protest language if this contract is for Public Works. 

 
7. AWARD AND PROTEST 

 
A bidder may protest the award of a contract on the grounds that it (the bidder) is the lowest 
responsible bidder meeting the specifications and should therefore be awarded the contract. 
 
A protestant must be able to prove that the awarding agency has committed a material error in 
the conduct of the bid award process. 
 
Public inspection of all bids will be allowed after the bid opening. 
 
Protests must be received in a timely manner pursuant to Public Contract Code Sections 10345, 
as applicable.  In order to be considered timely, a protest must be filed with the State Agency 
conducting the solicitation and the Department of General Services before the contract award is 
made. 
 
Please note that if the award will be made to other than the low bidder, any protests must be 
filed within five business days of notice to the low bidder that the contract was awarded to 
another bidder.  If a written request was submitted by a bidder to the State agency requesting 
that a notice of intent to award be posted, the protest must be filed during the five business days 
the notice is posted. 
 
Within five business days of filing the protest, the protestant must submit a detailed written 
statement of protest if the original protest did not contain the complete grounds for the protest. 

http://www.leginfo.ca.gov/cgi-bin/displaycode?section=pcc&group=10001-11000&file=10295-10299
http://www.boe.ca.gov/cgi-bin/deliq.cgi
https://www.ftb.ca.gov/aboutFTB/Delinquent_Taxpayers.shtml


IFB No. 100XXXXX 
   Page 9 of X 

 
Both the original protest and/or the detailed statement of protest, if any, must include the IFB 
number, the name of the State Agency conducting the solicitation, State agency contact person, 
and protestant’s fax number, if any. 
 
The protest documents may be sent by regular mail, fax, courier, or personal delivery to: 

 
Department of General Services 

Office of Legal Services 
Attention: Protest Coordinator 

707 Third Street, 7th Floor 
West Sacramento, California 95605 

OR 
Fax: (916) 376-5088 

 
AND 

 
Department of Water Resources 

OR 
Fax: (###) ###-#### 

 
Upon receipt of the protest, Department of General Services (DGS) shall send the protestant an 
acknowledgement letter and thereafter communicate with the parties regarding further 
disposition of the protest. 

 
8. DISPOSITION OF BIDS 

 
Upon bid opening, all documents submitted in response to this IFB will become the property of 
the State and will be regarded as public records under the California Public Records Act 
(Government Code Section 6250 et seq.) and are subject to review by the public.  Bids may be 
returned at the request and expense of the bidder.  
 
 

 
D. Standard Conditions of Service 

 
1. Service(s) shall not commence until the Agreement is fully executed and all approvals have 

been obtained. 
 

2. All performance under the Agreement shall be completed on or before the termination date 
of the Agreement unless this Agreement is amended to extend the term. 

 
3. No oral understanding or agreement shall be binding on either party. 

 
E. Payee Data Record 

 
1. The Contractor awarded this Agreement must have completed and submitted form STD 204, 

Payee Data Record, to determine if the Contractor is subject to a seven percent State 
Income Tax withholding pursuant to California Revenue and Taxation Code Sections 18662, 
18805, and 26131. 

 
2. No payment shall be made unless the Payee Data Record form has been completed and 

returned to the State. 
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Include the following language regarding Economic Incentive Programs only if the work will be 
performed at the Contractor’s worksite and the total value of the contract exceeds or may 
exceed $100,000. 
 

F.  Economic Incentive Programs   
  
Bidders may be eligible for additional preferences when their place of business is located within 
certain economic regions and when they hire persons living and working within those economic 
regions.  Please access the following links to read information about these economic incentive 
programs.  
 
TACPA CONTRACT PREFERENCE 
 
This solicitation contains Target Area Contract Preference Act (TACPA) preference request 
forms. Please carefully review the forms and requirements. Bidders are not required to apply for 
these preferences. Denial of the TACPA preference request is not a basis for rejection of the 
bid.  
 
The State as part of its evaluation process reserves the right to verify, validate, and clarify all 
information contained in the bid.  This may include, but is not limited to, information from 
bidders, manufacturers, subcontractors and any other sources available at the time of the bid 
evaluation. Bidder refusal to agree to and/or comply with these terms, or failure to provide 
additional supporting information at the State's request may result in denial of preference 
requested.   
 
Contracts awarded with applied preferences will be monitored throughout the life of the contract 
for compliance with statutory, regulatory, and contractual requirements.  The State will take 
appropriate corrective action and apply sanctions as necessary to enforce preference programs. 
 

 TACPA Preference Request (STD 830):  
 http://www.documents.dgs.ca.gov/osp/pdf/std830.pdf 

 
 Bidder’s Summary of Contract Activities and Labor Hours: 

http://www.documents.dgs.ca.gov/pd/edip/bidsum526.pdf 

 
 Manufacturer’s Summary of Contract Activities and Labor Hours: 

http://www.documents.dgs.ca.gov/pd/dispute/mfgsum525.pdf 

 
Any questions regarding the TACPA preference should be directed to the Department of 
General Services, Procurement Division at (916) 375-4609. 

 
G.  Small Business Preference Program 

 
1. The Small Business Procurement and Contract Act (Gov. Code Section 14835 et. seq.) 

requires that a fair share of the State’s purchases and contracts for goods, information 
technology services and construction be placed with a certified small business or micro-
business.  The Act mandates that state agencies:  
 

a. Establish participation goals,  
b. Provide a 5% small business calculation preference, and  
c. Provide the opportunity for bidders to receive a 5% non-small business 

calculation preference when achieving 25% small business participation through 
subcontracted efforts. 

http://www.documents.dgs.ca.gov/osp/pdf/std830.pdf
http://www.documents.dgs.ca.gov/pd/edip/bidsum526.pdf
http://www.documents.dgs.ca.gov/pd/dispute/mfgsum525.pdf
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2. SMALL BUSINESS PREFERENCE 
 

The Small Business preference offers certified small businesses and micro-businesses a 
calculation preference in the amount of five percent (5%) of the lowest responsible bid 
submitted by a bidder who is not a certified small business.  The small business 
preference is used as a calculation for determining the lowest bidder and does not affect 
the actual price bid.   

 
The State will grant small businesses a five percent (5%) Small Business preference on 
a bid evaluation when a responsible non-small business has submitted the lowest-
priced, responsive bid pursuant to the evaluation of a solicitation method when a small 
business: 

 
a. Includes in its bid a notification to the awarding department that it is a small 

business or that it has submitted to the DGS OSDS a complete application no 
later than 5:00 p.m. on the bid due date, and is subsequently certified by the 
Department of General Services as a small business; and 

b. Submits a timely, responsive bid; and 
c. Has been determined to be a responsible bidder.  

 
Bidders having pending Small Business or DVBE Certification applications under review 
by the Department of General Services concurrent with the bid time frame should 
contact DGS/OSDS to request an expedite review/approval of their application in order 
to be considered for the small business preference during the evaluation of this bid.   
 
Contact DGS/OSDS at (916) 375-4940 to obtain information about the application 
expedite process. 
 
Bidders must notify the State in writing at the time of bid submission that they have an 
application for Small Business or DVBE certification under review at the DGS Office of 
Small and Disabled Veteran Business Certification, and that they wish to be considered 
for the Small Business Preference Calculation. 
 

3. NON-SMALL BUSINESS PREFERENCE 
 
Non-small business bidders will be granted a five percent (5%) non-small business 
preference on a bid evaluation when a responsible non-small business has agreed to 
subcontract at least 25 percent of their bid price with a California certified Small 
Business and if the non-small business bidder’s bid is not the low price bid, or when a 
proposal has been not been ranked as the highest scored bid pursuant to the evaluation 
of the solicitation.  Responding bidders must: 
 

a. Include in its bid a notification to the awarding department that it commits to subcontract 
at least twenty-five percent (25%) of its net bid price with one or more California certified 
small business(s), 

b. Submit a timely bid as specified in the bid document, 
c. Be determined to be a responsive, responsible bidder and 
d. Identify the California certified small business(s) it commits to subcontract with. The 

bidder shall list certified SB subcontractors and include their name, address, phone 
number, a description of the work to be performed, and the percentage (as specified in 
the solicitation) per subcontractor. 

 
4. CALCULATING NON-SMALL BUSINESS PREFERENCE 
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The non-small business calculation preference five percent (5%) is used for bid evaluation 
purposes only.  Awards made as a result of the NSB preferences shall be awarded at the 
bidder’s original bid price. The preference shall be computed as follows: 

 
Bidder A, (Low Bid), non-small business: $125,000 
Bidder B, non-small business (subcontracting 25% 
to a certified small business) 

$131,000 

  
Calculation Preference: $125,000 x .05 = $6,250 
  

Bidder B $131,000 
Subtract calculated preference -   $6,250 

Adjusted Bid for Bidder B $124,750 
 
Award is made to Bidder B as the low bidder at the bid price of $131,000. 

 
5. TIES BETWEEN CERTIFIED SMALL BUSINESSES AND DVBE BUSINESSES 

 
In the event of a precise tie between the bid of a small business and the bid of a disabled 
veteran enterprise that is also a small business, the award shall go to the disabled veteran 
that is also a small business. 

 
6. MAXIMUM ALLOWABLE PREFERENCES 
 

In no event shall the amount of the small business or non-small business subcontractor 
preferences awarded on a single bid exceed $50,000, and in no event shall the combined cost 
of the small business or non-small business subcontractor preference and preferences awarded 
pursuant to any other provision of law exceed $100,000.  The five percent (5%) calculation 
preference is used for computation purposes only and does not alter or affect the actual bid 
price or the amount of the executed contract.  When a certified small business is the lowest 
responsive, responsible bidder, then there is no need to compute the small business preference 
as the small business is the low bidder. 

 
7.  COMMERCIALLY USEFUL FUNCTION (Government Code 14837) 
 

A certified small business, micro-business contractor, subcontractor or supplier, must meet 
commercially useful function requirements under Government Code section 14837(d) (4). 
Selected firms must perform a “commercially useful function” relevant to this contract.    
 
The term “small business contractor, subcontractor or supplier” means any person or entity that 
satisfies the ownership (or management) and control requirements in accordance with 
Government Code Section 14847 (d) (4) and provides services or goods that contribute to the 
fulfillment of the contract requirements by performing a commercially useful function.  A person 
or an entity is deemed to perform a “commercially useful function” if that person or entity does 
all of the following:  
 

1. Is responsible for the execution of a distinct element of the work of the contract. 
2. Carries out contractual obligations by actually performing, managing, or supervising the 

work involved. 
3. Performs work that is normal for its business services and functions. 
4. Is not further subcontracting a portion of the work that is greater than that expected to be 

subcontracted by normal industry practices. 
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5. Is responsible, with respect to produces, inventories, materials, and supplies required for 

the contract, for negotiating price, determining quality and quantity, ordering, installing, 
and, if applicable, making payment 

6. Its role is not an extra participant in the transaction, contract or project through which 
funds are passed in order to obtain the appearance of DVBE participation. 

 
8. BIDDER CUF REQUIREMENTS 

 
The Department will determine, to the best of its ability, that your firm meets the criteria above 
for “commercially useful function”.  In responding to this solicitation, you are confirming that, 
under Government Code 14837 Section 1, (d) (4) above, your business provides goods and/or 
services meet the definition of “commercially useful function”.  All bidders are required to provide 
CUF documentation using the attached State’s Bidder Declaration Form GSPD-105, Attachment 
VII, included in the solicitation document.  When completing the declaration, bidders must 
identify all subcontractors proposed for participation in the contract.  Any bidder awarded a 
contract is contractually obligated to use the subcontractor for the corresponding work defined 
unless the State agrees to a substitution.   

 
9. PENDING SMALL BUSINESS CERTIFICATION 

 
If your firm is currently seeking small business certification for small business preference related 
to this solicitation, you must have: 1) notified DGS, Office of Small Business and DVBE Services 
(OSDS) that you are responding to a solicitation and are seeking an Expedite Review of your 
small business certification application in relation to the solicitation, 2) provided DGS OSDS with 
the bid Key Action Dates page from the bid itself and 3) must have submitted a complete 
application with all required forms and documentation to OSDS for review and approval by close 
of business of the Bid Submittal due date. 
 
Notify the State representatives if, at the time of bid submission, your firm has a pending small 
business application with the Department of General Services, OSDS.  State representatives 
will verify your certification is pending or has been approved.    
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Non-Small Business Preference Request Form 

In accordance with The Small Business Procurement and Contract Act (Gov. Code Section 14835 et. seq.), you have 
selected, and mutually agreed, to partner with a certified Small Business sub-contractor to provide commodities or services 
related to the performance of the requested services identified in this IFB Solicitation.  With the submission of the Non-Small 
Business Preference Request Form, you are requesting the non-small business calculation be applied to your bid during bid 
evaluation when applicable.  The NSB calculation is for evaluation purposes only.  Awards made as a result of the NSB 
calculation will be at the bidder’s original bid prices.   
 
The Department of Water Resources has identified a Small Business participation level of 25% for this contract effort.  As 
the Prime Contractor, you agree to sub-contract 25% as indicated in Section A below.  The calculation preference given will 
not exceed 5%, with a maximum preference of $50,000.  This form must be signed by individual entities with legally binding 
authority to do so. 
 

SECTION I  

PART A - NON-SMALL BUSINESS INFORMATION   

Bidder Instructions 
 

 Complete Section I, Part A, Certified Non-Small Business Bidder Information  
 Identify the response deadline date in Section II 
 Fax or Mail this form to the Certified Small Business to have Section II completed and returned  
 You must include the completed Non-Small Business Certification Information Sheet and a copy of the Small 

Business’s DGS OSDS Certification Letter with your bid submittal. 
 

Company Name:  FEIN#  

Street Address:  

City  State   Zip Code  

Telephone Number:  Fax #:  

PART B – Services/Commodities to Be Provided by the Small Business Partner: 
 

 
PART C - As the Non-Small Bidder I agree to subcontract twenty-five percent (25%) to the Certified Small Business 
Contractor identified in Section II.   
 ______________________________________                          _____________________________________ 

 Authorized Non Small Business Name (Printed)                            Authorized Non Small Business Signature   

SECTION II –CERTIFIED SMALL BUSINESS INFORMATION 

PART A - Certified Small Business Contractor; please complete the information below and return this form to the 
Non-Small Bidder by: ____/_____/_____. You must include a copy of your DGS OSDS certification with your response.  

Company Name:  FEIN#  

Street Address:  
City  State  Zip Code  
Telephone Number:  Fax #:  
OSDS Certification No.:  Certification Expiration Date: _______/_______/_______ 
PART B - I understand the above Non-Small Bidder is responding to the Department of Water Resources Solicitation   
No. ___________.  I agree to provide subcontractor services to the Non-Small Bidder as identified in Section A.                       
 
 ______________________________________            ____________________________________________  

      Authorized Certified SB Name (Printed)                            Authorized Certified SB Contractor Signature 
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NON-SMALL BUSINESS PREFERENCE REQUEST INSTRUCTIONS 

 
The Department of Water Resources encourages Non-Small Bidders to take advantage of the 
opportunity offered for a preference calculation by partnering with a California Certified Small 
Business.  In doing so, the resulting preference calculation applied may result in the award of 
the bid when all other technical specifications and bid requirements are met.  Application of the 
NSB preference cannot be used to displace an already certified small business low bidder.   
 
If you elect to partner with a small business, the Non-Small Bidder Preference Request Form 
must be completed in its entirety and included with your bid submission. 
 
RESOURCES 
1. Determine the type of service or services to be subcontracted. 
2. If you do not already know of a contractor, or contractors, contact the DGS Office of Small 

Business and DVBE Services (OSDS) website to conduct a search of certified firms.  A 
listing of the State’s certified small business firms may be found at:   

 
http://www.bidsync.com/DPXBisCASB 

 
3. Select and contact the certified Small Business firm, or firms you’ve identified to discuss 

partnering opportunities. 
4. Contact the DWR Small Business Program Manager for additional assistance with locating 

certified small businesses if you need assistance.  The manager can be reached at (916) 
651-9705. 

 
COMPLETING THE FORM 
 
When an agreement to partner is reached, the Non-Small Bidder Preference Request Form 
must be completed and signed by both parties. 
 
1. Section I, Part A - Complete the Non-Small Bidder (your firm) business information.    
2. Section I, Part B – Identify the services to be performed by the certified small business. 
3. Section I, Part C – Identify the small business participation commitment level.  You must 

include the participation percentage information.  If no or less than 25 percent commitment 
level is indicated, the preference calculation will not be applied when DWR evaluates the 
bids. 

4. * Print and sign Section I, Part C (must be signed by individual authorized to do so) before 
sending it to the small business firm for their information. 

5. Section II, Part A – Identify the Small Business response needed date. 
6. Fax the form to the Small Business contractor to be completed and signed. Include 

instructions for SB firm to provide their small business certification.  Certification must be 
current at the time of bid due date. 

7. Review the form for completeness.  Be sure it includes all the required information.  
8. Include the Non-Small Bidder Preference Request Form and the DGS Small Business 

Certification letter with your bid response to DWR.   
 
 
 
 
 
(*)This assures that both the Non-Small business bidder and the Small Business will each have 
a signed copy of the form. 
  

http://www.bidsync.com/DPXBisCASB
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H. Disabled Veteran Business Enterprise Program 
 

SELECT THE FOLLOWING STATEMENT WHEN DVBE PROGRAM PARTICIPATION IS 
REQUIRED 
 
This solicitation includes DVBE program requirements.  Please refer to DWR Form 9526, 
Attachment V for instructions about program documentation and compliance.  
 
OR 
 
SELECT THE FOLLOWING PARAGRAPHS WHEN DVBE PROGRAM PARTICIPATION IS 
WAIVED. 
 
The State has waived DVBE program requirements for this solicitation.  Under California Code 
of Regulations 1896.99.100, the California DVBE Incentive provides responsive/responsible 
firms the opportunity to receive additional incentive calculations.  The incentive is applied at the 
time of solicitation cost evaluation when a bidder has identified a California-certified DVBE 
subcontractor to provide services or commodities in support of the overall contract effort.  
Application of the DVBE Incentive may not displace a certified small business low bidder.  
 
Please refer to DWR Form 9666, Attachment V for instructions about regarding the DVBE 
Incentive.   
 
THE FOLLOWING INFORMATION WILL REMAIN IN THE SOLICITATION WHETHER DVBE 
EXEMPT OR NOT. 
 
DWR ADVOCATE PRE-REVIEW OF DVBE DOCUMENTATION 
 
The Department’s DVBE Advocate offers a pre-review of a bidder’s DVBE documentation prior 
to proposal submission.  Since non-compliance with the DVBE program is immediate cause for 
rejection, the State strongly recommends firms interested in bidding take advantage of this 
opportunity to ensure they are fully compliant with DVBE Program requirements.   
 
Upon satisfactory review of the firm’s DVBE documentation, the DWR advocate issues a 
Notification of Compliance. To request a pre-review of your DVBE documentation, please fax 
the documentation to the attention of:     
 

         SB/DVBE Program Manager 
Fax:  (916) 654-6511  

Voice: (916) 651-9705  
Email: SB.DVBE@water.ca.gov 

 
DVBE INCENTIVE PROGRAM  
 
Under California Code of Regulations 1896.99.100, the California DVBE Incentive provides 
responsive and responsible bidders the opportunity to receive additional incentive calculations.  
The incentive is applied at the time of solicitation evaluation when a proposing firm identifies 
and commits to using a California-certified DVBE subcontractor to provide services or 
commodities in support of the overall contract.  Application of the DVBE Incentive may place the 
bidder in line for contract award.   
 
The following are key elements of the DVBE Incentive Program: 
 

mailto:SB.DVBE@water.ca.gov
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a. The DVBE Incentive is applied during the evaluation process and is only applied to 
responsive bids from responsible bidders proposing the percentage(s) of DVBE participation 
for the incentive(s) specified in the solicitation. 
 

b. DVBE Incentive participation is at the discretion of the bidder and is optional when overall 
DVBE program requirements are exempt by the State for that solicitation. 

 
c. When requesting the Incentive application, a bidder must complete and return the DVBE 

Incentive Application Request included within this solicitation with their proposal at time of 
submission. 
 

d. Services or commodities provided by the DVBE firm MUST meet the definition of a 
“Commercially Useful Function” as defined under Military and Veterans Code 999 (B) (i) (ii) 
and under California Code of Regulations 1896.71 (l).  A DVBE firm determined as not 
meeting CUF regulations will render the responding firm ineligible for the DVBE Incentive 
application. 

 
1. DVBE INCENTIVE OPTION VS. DVBE PROGRAM REQUIREMENTS 

a. A department may formally exempt a solicitation from California DVBE Program 
requirements, and still be required to include the DVBE Incentive when the department has 
not met DVBE program goals three of the previous two fiscal years.  Bidders should review 
the IFB closely to determine if the California DVBE Program requirement is included in the 
solicitation language. 
 

b. When a solicitation includes California DVBE Program requirements, compliance is not 
optional and must be met by the bidder.  Firms failing to comply with DVBE program 
requirements, when part of the solicitation, will have their proposals rejected.  

 
2. ORDER OF EVALUATION 

For purposes of evaluation, first Small Business preference will be applied, followed by 
the DVBE Incentive calculation. 
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BID CHECKLIST 
This Bid Checklist has been formatted as a table.  Optional requirements are asterisked (*).  Delete the 
asterisks if you remove these items.  For any item that is not required, please highlight and delete the 
entire row. 
Please review the following checklist for a list of documents that must be returned with your bid 
package.  Please read the State of California’s General Terms and Conditions (GTC) before signing 
and submitting your bid package.  The State does not accept alternate language from a bidder.  A bid 
with such language will be considered a counter proposal and will be rejected. The GTC’s are not 
negotiable.  Unless otherwise noted, failure to include the required documents will be cause for bid 
rejection. 
 
DOCUMENTS REQUIRED WITH SUBMISSION OF BID 
 

 Attachment I - Bid Sheet (must be signed and include all pages) 
 Attachment II –Bid/Bidder Certification Sheet 
 Attachment III – Bidder References 
 Attachment IV – Darfur Contracting Act Certification (Submit only if your company has 

had any business activities or other operations outside of the United States within the 
previous three years.) 

 * Bidder’s Bond (DWR 4021) (must be equal to 10% of the bid amount)  
 *Copy of Contractor’s License (identify required license type) 

  
SMALL BUSINESS PROGRAM 

 Small Business Certification from Office of Small Business and DVBE Services(OSDS) 
when prime firm is SB or MB certified  

 Non-Small Business Calculation Preference Request Form (required when prime is 
requesting Non-Small Business preference consideration) 

 Current Small Business Certification for proposed SB subcontractor (must accompany  
a bidder’s Non-Small Business Preference request) 

  
DVBE PARTICIPATION PROGRAM  
Include the following documents when DVBE is required; delete reference to DWR 
9666.   

 If you are a prime firm, DVBE-certified, you must complete and return: DGS OSDS 
DVBE certification, Std. 843, the DVBE Declaration; the GSPD-05-105 Bidder 
Declaration.  

 Attachment V, Bidder Certification of DVBE Participation (DWR 9526, page 6)   
 Include the following documents when DVBE exempt; delete reference to DWR 9526 

 Attachment V, Bidder Certification of DVBE Participation, DVBE Program Incentive 
(DWR 9666) (only required when prime bidder elects to subcontract with CA certified 
DVBE firm) 

 The following documents remain in the bid document regardless of whether or not 
DVBE exempt 

 DVBE firm certification from Office of Small Business and DVBE Services(OSDS) 
when prime firm is DVBE certified)  

 Attachment VI, DVBE Declaration (Std. 843) 
 Attachment VII, Bidder Declaration (GSPD-05-105) 
 Current DVBE Subcontractor Firm Certification from DGS OSDS 
 DVBE Advocate’s Notification of Compliance (if obtained in advance from the DVBE 

Advocate)  
  

ADDITIONAL STATE MANDATED PREFERENCE PROGRAMS 
 Required only when the bidding firm claims following: 

 * Target Area Contract Preference Act (TACPA) (Std. 830) 
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DOCUMENTS REQUIRED UPON CONTRACTOR SELECTION/BID AWARD 
 

These documents are not required at the time of bid submittal; however these 
documents will be required of the awarded firm upon contractor selection/bid award. 

 Contractor Certification Clauses (CCC) (CCC must be signed once a 
contractor has been selected) 

 *Payee Data Record (Std. 204) 
 *Payment Bond (Std. 807) 
 *Performance Bond (DWR 156) 
 *Certificate(s) of Insurance 
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ATTACHMENT I 
BID SHEET 

Only include the word “estimated” when the items on the bid sheet are estimates.  If you know exactly 
what the bid price will be (for example, the bid is a lump sum for a specific task), then the bids are not 
based on an estimate and the word “estimated” must be deleted from the first sentence in the first 
paragraph. 
 
The estimated ___________ (i.e. pounds, hours, pieces) indicated below will be used solely for computing 
the cost as a fair and equitable formula to determine the low bidder and is not binding on the contracting 
agency.  However, the actual costs quoted below by the bidder shall be binding for the term of the 
Agreement. 

 
The bidder hereby agrees to provide all labor, materials, licenses, permits, and transportation necessary 
to perform all services required for the foregoing titled work in accordance with the Scope of Work.  The 
rates listed on this Bid Sheet shall include every item of expense, direct and indirect, including taxes 
incidental to the specified rates. 
 
The bidder is required to bid each item.  Failure to indicate a dollar amount in any item will be grounds to 
reject the entire bid.  A zero dollar ($0.00) amount listed for any and all items will be interpreted and 
understood by the State to mean that the bidder indicating a zero dollar amount shall perform any such 
services, up to and including the quantity indicated, at no cost to the state. 

 
PLEASE INSERT BID SHEET HERE 
 
NO GUARANTEE OF WORK UNDER THIS CONTRACT. 
 
 In the event of computational error, unit prices will prevail over extended totals.  The State will 
check bid calculations and recalculate bid totals. 
 
If a Contractor’s license is not required, please use the following signature block. 

 
 
Company Name 
 
 
Printed Name and Title of Bidder 
 
 
Signature of Bidder 

 
 
Date 

 
I certify under penalty of perjury under the laws of the State of California, the foregoing is true and 
correct. 
 
If a Contractor’s license is required, please use the following signature block.  

 
The Contractor’s signature, in ink, affixed hereon and dated will constitute a certification under the 
penalty of perjury under the laws of the State of California that the Contractor’s license number and 
expiration date are true and correct. 
 
 
Company Name 
 
 
Contractor’s 
License Number 

 
  
Contractor’s License Expiration Date 
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Printed Name and Title of Bidder 
 
 

Signature of Bidder 

 
 
Date 
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ATTACHMENT II 
BID/BIDDER CERTIFICATION SHEET 

 
This Bid/Bidder Certification Sheet must be signed and returned along with all the required attachments 
as an entire package in duplicate with original signatures.  The bid must be transmitted in a sealed 
envelope in accordance with IFB instructions. 
 
Do not return Bid Requirements and Information or the Sample Agreement. 
 

A. Our all-inclusive bid is submitted as detailed in Attachment I, Bid Sheet. 
B. All required attachments are included with this certification sheet. 
C. The signature affixed hereon and dated certifies compliance with all the requirements of this bid 

document.  The signature below authorizes the verification of this certification.  An unsigned 

Bid/Bidder Certification Sheet may be cause for rejection. 

 
1.  Company Name 2.  Telephone Number 2a.  Fax Number 
      (   )       (   )       

3.  Address 
      
Indicate your organization type: 
4.    Sole Proprietorship 5.    Partnership 6.    Corporation 
Indicate the applicable employee and/or corporation number: 
7.  Federal Employee ID No. (FEIN)       8.  California Corporation No.       

9.  Indicate applicable license and/or certification information:  
 
 
 
 
10.  Bidder’s Name (Print) 11.  Title 
            

12.  Signature 13.  Date 
  

14.  Are you certified with the Department of General Services, Office of Small Business Certification 
and Resources (OSDS) as: 
a.  California Small Business    
Yes     No   
 If yes, enter certification number:  

b. Disabled Veteran Business Enterprise   
      Yes   No  
              If yes, enter your service code below: 

                

 

NOTE: A copy of your Certification is required to be included if either of the above items is checked 
“Yes”. 

Date application was submitted to OSDS, if an application is pending:       
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Completion Instructions for Bid/Bidder Certification Sheet 
 

Complete the numbered items on the  
Bid/Bidder Certification Sheet by following the instructions below. 

 
Item 

Numbers 
Instructions 

1, 2, 2a, 3 
 
Must be completed.  These items are self-explanatory. 
 

4 

 
Check if your firm is a sole proprietorship.  A sole proprietorship is a form of business 
in which one person owns all the assets of the business in contrast to a partnership 
and corporation.  The sole proprietor is solely liable for all the debts of the business. 
 

5 

 
Check if your firm is a partnership.  A partnership is a voluntary agreement between 
two or more competent persons to place their money, effects, labor, and skill, or some 
or all of them in lawful commerce or business, with the understanding that there shall 
be a proportional sharing of the profits and losses between them.  An association of 
two or more persons to carry on, as co-owners, a business for profit. 
 

6 

 
Check if your firm is a corporation.  A corporation is an artificial person or legal entity 
created by or under the authority of the laws of a state or nation, composed, in some 
rare instances, of a single person and his successors, being the incumbents of a 
particular office, but ordinarily consisting of an association of numerous individuals. 
 

7 
 
Enter your federal employee tax identification number. 
 

8 

 
Enter your corporation number assigned by the California Secretary of State’s Office.  
This information is used for checking if a corporation is in good standing and qualified 
to conduct business in California. 
 

9 

 
Complete, if applicable, by indicating the type of license and/or certification that your 
firm possesses and that is required for the type of services being procured. 
 

10, 11, 12, 
13 

 
Must be completed.  These items are self-explanatory. 
 

14 

 
If certified as a California Small Business, place a check in the "Yes" box, and enter 
your certification number on the line.  If certified as a Disabled Veterans Business 
Enterprise, place a check in the "Yes" box and enter your service code on the line.  If 
you are not certified to one or both, place a check in the "No" box.  If your certification 
is pending, enter the date your application was submitted to OSDS. 
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ATTACHMENT III 
BIDDER REFERENCES 

 
List below three references for services performed within the last five years, which are similar to the 
scope of work to be performed under this contract. 
 

REFERENCE 1 

Name of Firm 
Street Address City State Zip Code 
Contact Person Telephone Number (    ) 
Dates of Service 
Brief Description of Service Provided: 

REFERENCE 2 

Name of Firm 
Street Address City State Zip Code 
Contact Person Telephone Number (    ) 
Dates of Service 
Brief Description of Service Provided: 

REFERENCE 3 

Name of Firm 
Street Address City State Zip Code 
Contact Person Telephone Number (    ) 
Dates of Service 
Brief Description of Service Provided: 

 
Please provide a statement of explanation if no references are available: 
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ATTACHMENT IV 
DARFUR CONTRACTING ACT CERTIFICATION 

 
Public Contract Code Sections 10475 -10481 applies to any company that currently or within the 
previous three years has had business activities or other operations outside of the United States. For 
such a company to bid on or submit a proposal for a State of California contract, the company must 
certify that it is either a) not a scrutinized company; or b) a scrutinized company that has been granted 
permission by the Department of General Services to submit a proposal.  
 
If your company has not, within the previous three years, had any business activities or other 
operations outside of the United States, you do not need to complete this form. 
 
OPTION #1 - CERTIFICATION  
If your company, within the previous three years, has had business activities or other operations 
outside of the United States, in order to be eligible to submit a bid or proposal, please insert your 
company name and Federal ID Number and complete the certification below.   
 
I, the official named below, CERTIFY UNDER PENALTY OF PERJURY that a) the prospective 
proposer/bidder named below is not a scrutinized company per Public Contract Code 10476; and b) I 
am duly authorized to legally bind the prospective proposer/bidder named below. This certification is 
made under the laws of the State of California. 

 
Company/Vendor Name (Printed) Federal ID Number  

By (Authorized Signature) 

Printed Name and Title of Person Signing  

Date Executed Executed in the County and State of 

 
OPTION #2 – WRITTEN PERMISSION FROM DGS 
Pursuant to Public Contract Code section 10477(b), the Director of the Department of General Services 
may permit a scrutinized company, on a case-by-case basis, to bid on or submit a proposal for a 
contract with a state agency for goods or services, if it is in the best interests of the state.  If you are a 
scrutinized company that has obtained written permission from the DGS to submit a bid or proposal, 
complete the information below.   
 
We are a scrutinized company as defined in Public Contract Code section 10476, but we have received 
written permission from the Department of General Services to submit a bid or proposal pursuant to 
Public Contract Code section 10477(b).  A copy of the written permission from DGS is included with our 
bid or proposal. 

 

Company/Vendor Name (Printed) Federal ID Number  

Initials of Submitter 

 Printed Name and Title of Person Initialing  
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ATTACHMENT VI 
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ATTACHMENT VII  
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Please use the following format for your Scope of Work.  Also, please use Arial size 11 point font. 
 

EXHIBIT A 
SCOPE OF WORK 

 
1. Contractor agrees to provide to Department of Water Resources (DWR), type of service as 

described herein. 
 
2. The services shall be performed at: 

 
Location 

 
3. The project representatives during the term of this agreement will be: 
 

Department of Water Resources (Contractor Name) 
Name: Name: 
Phone: Phone: 
Fax:  Fax: 
Email: Email: 

 
Project representatives may be changed by written notice to the other party. 
 
Beginning with paragraph 4, please list a detailed description of the work to be performed.  Please make 
sure to include specifications, requirements, DWR acceptance of deliverables, reporting requirements, 
schedule of work, ordering services/task orders, etc.   
 
Remember that the key to a successful contract is a clear Scope of Work.  A clear scope includes who, 
what, when, where, and how.  It may also include the State’s responsibilities to the contractor are if 
there are specific requirements.  Anything not clearly stated can be challenged in a court of law and may 
result in a finding for the Contractor and against the Department.   
 

Example Scope of Work items:  
 
4. Description of Services 
5. Deliverables 
6. Electrical or Mechanical Inspections 
7. Schedule of Work 
8. Equipment to be Maintained 
9. Permits 
10. Installation Services 
11. Contractor Responsibilities 
12. State’s Responsibilities 
13. Acceptance of Work 
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EXHIBIT B 
BUDGET DETAIL AND PAYMENT PROVISIONS 

PRIVATE ENTITIES 
 
A. INVOICING AND PAYMENT 

 
Contractor shall submit three copies of the invoice to the State only after receiving verbal or 
written notice of satisfactory completion or acceptance of work by the DWR Contract Manager.  
The State will not accept an invoice for work that has not been approved and will return 
the invoice as a disputed invoice to the Contractor. 
Invoices shall be submitted monthly, no more often than monthly, quarterly, semi-annually, 
annually, in arrears, bearing the contract number.  Small business contractors must identify their 
certified small business status on the invoice. 
Contractor must submit three copies of each invoice to the following address in order to 
expedite approval and payment: 

 
DWR Accounting Office 
Contracts Payable Unit 

P.O. Box 942836 
Sacramento, California  94236-0001 

 
Undisputed invoices shall be paid within 45 days of the date received by the DWR Accounting 
Office. 

 
B. BUDGET CONTINGENCY CLAUSE 

 
It is mutually agreed that if the Budget Act of the current year and/or any subsequent years 
covered under this Agreement does not appropriate sufficient funds for the program, this 
Agreement shall be of no further force and effect.  In this event, the State shall have no liability 
to pay any funds whatsoever to Contractor or to furnish any other considerations under this 
Agreement and Contractor shall not be obligated to perform any provisions of this Agreement. 
 
If funding for any fiscal year is reduced or deleted by the Budget Act for purposes of this 
program, the State shall have the option to either: cancel this Agreement with no liability 
occurring to the State, or offer an Agreement Amendment to Contractor to reflect the reduced 
amount. 

 
C. PROMPT PAYMENT CLAUSE 
 

Payment will be made in accordance with and within the time specified in Government Code, 
Chapter 4.5 (commencing with Section 927). 

 
 
 
 
 
 
 
 
 
 
 
 

(Rev. 2/13) 
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EXHIBIT C 
GENERAL TERMS AND CONDITIONS 

 
This is a placeholder page. 

 
 
 
 
Under the State of California’s standardized contract process, a hardcopy of Exhibit C is not included in 
the standard agreement package or in this solicitation document.  As indicated on the Std. 213, a copy 
of Exhibit C can be found at the internet site: http://www.documents.dgs.ca.gov/ols/GTC-610.doc. 
 
 
If you do not have internet access please contact the Bid Administrator below to receive a copy: 
 
Name 

http://www.documents.dgs.ca.gov/ols/GTC-610.doc
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EXHIBIT D, ATTACHMENT 1 
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EXHIBIT E 
ADDITIONAL PROVISIONS 

 
Include the provision below if the Scope of Work requires a contractor to submit printed materials (such 
as brochures, reports, data, graphic designs, photo layouts, drawings, etc.) as deliverables. 
 
1. COPYRIGHT 

All rights in copyright works created by the Contractor in the performance of work under this 
agreement are the property of the State. 

 
Include the provision below if travel expenses are to be separate from the bid price.  When adding this 
provision to a contract, be sure to include the location (usually the Contractor’s headquarters location) 
from which the Contractor will travel. 
 
2. REIMBURSEMENT CLAUSE 

If applicable, travel and per diem expenses to be reimbursed under this contract shall be at the 
same rates the State provides for unrepresented employees in accordance with the provisions 
of Title 2, Chapter 3, of the California Code of Regulations.  Travel and Per Diem Expenses, 
DWR 9580, has been attached and labeled as Exhibit E, Attachment X.  The Contractor’s 
designated headquarters for the purpose of computing such expenses shall be: 
_____________. 

 
Include the provision below only for agreements with the University of California if travel expenses are 
to be charged.  When adding this provision to a contract, be sure to include the location (usually the UC 
location) from which the Contractor will travel.  Please note that the UC pays special travel and per 
diem rates.  Contact your CSO Specialist for this rate sheet. 
 
3. REIMBURSEMENT CLAUSE FOR THE UNIVERSITY OF CALIFORNIA 

If applicable, travel and per diem expenses to be reimbursed under this contract shall not 
exceed the University of California rates.  Travel and Per Diem Expenses have been attached 
and labeled as Exhibit E, Attachment X.  The Contractor’s designated headquarters for the 
purpose of computing such expenses shall be: _______________. 

 
Include the provision below only for consulting services contracts per SCM 3.02. 
 
4. EVALUATION OF CONTRACTOR FOR CONSULTANT AGREEMENTS 

Performance of the Contractor under this Agreement will be evaluated.  At the conclusion of the 
contract, the evaluation shall be prepared on Contract/Contractor Evaluation Sheet, Std. 4 and 
forwarded to the Contract Services Office where they will be filed.  A copy of any negative 
evaluation for contracts over $5,000 will be sent to the Department of General Services, Office 
of Legal Services. 

 
Include the appropriate provisions below if a Contractor is required to carry insurance.  Contractors 
performing hazardous activities are required to provide proof of insurance.  Please contact your CSO 
Specialist or the DGS Office of Risk and Insurance Management if you have specific questions.   
 
5. CERTIFICATE OF INSURANCE 

 
a. General Provisions Applying to All Policies 

 
i. Coverage Term – Coverage needs to be in force for the complete term of the 

contract.  If insurance expires during the term of the contract, a new certificate must 
be received by the State at least ten (10) days prior to the expiration of this 
insurance.  Any new insurance must still comply with the original terms of the 
contract. 
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ii. Policy Cancellation or Termination & Notice of Non-Renewal – Contractor shall 
provide to the Department, within 5 business days following receipt by contractor, a 
copy of any cancellation or non-renewal of insurance required by this contract.  In the 
event Contractor fails to keep in effect at all times the specified insurance coverage, 
the State may, in addition to any other remedies it may have, terminate this Contract 
upon the occurrence of such event, subject to the provisions of this Contract.  

 
iii. Deductible – Contractor is responsible for any deductible or self-insured retention 

contained within their insurance program. 
 

iv. Primary Clause – Any required insurance contained in this contract shall be primary, 
and not excess or contributory, to any other insurance carried by the State. 

 
v. Insurance Carrier Required Rating – All insurance companies must carry a rating 

acceptable to the Office of Risk and Insurance Management – A or better and 
financial size category of VII or better to the latest edition of the A.M. Best Key 
Rating Guide. If the Contractor is self-insured for a portion or all of its insurance, 
review of financial information including a letter of credit may be required. 

 
vi. Endorsements – Any required endorsements requested by the State must be 

physically attached to all requested certificates of insurance and not substituted by 
referring to such coverage on the certificate of insurance. 

 
vii. Inadequate Insurance – Inadequate or lack of insurance does not negate the 

contractor’s obligations under the contract. 
 

b. Insurance Requirements: The contractor shall furnish to the State evidence of the 
following required insurance:  

Include Commercial General Liability in all contracts where work will be performed on State 
property.  This coverage protects the contractor against liability for negligent acts resulting in 
bodily injury or property damage to others, provides protection while work is being performed, 
and extends coverage for some of the obligations in our contracts (hold harmless and 
indemnification). 

 
i. Commercial General Liability – Contractor shall maintain general liability on an 

occurrence form with limits not less than $1,000,000 per occurrence/$2,000,000 
aggregate for bodily injury and property damage liability. The policy shall include 
coverage for liabilities arising out of premises, operations, independent contractors, 
products, completed operations, personal & advertising injury, and liability assumed 
under an insured contract.  This insurance shall apply separately to each insured 
against whom claim is made or suit is brought subject to the Contractor’s limit of 
liability. The policy must include the following additional ensured designation and 
endorsement: 

 
“Department of Water Resources, State of California, its officers, agents, 
employees and servants are included as additional insureds, but only with 
respect to work performed under this contract.”  
 

The endorsement must be supplied under form acceptable to the Office of Risk and 
Insurance Management.  
 
In the case of Contractor’s utilization of subcontractors to complete the   contracted 
scope of work, contractor shall include all subcontractors as insured’s under 
Contractor’s insurance or supply evidence of insurance to The State equal to 
policies, coverages and limits required of Contractor. 
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Include only the applicable provisions below: 
 
Include Automobile Liability when contractors will be driving on State property.  This coverage protects 
the contractor and any other party who may be held liable for the negligent operation of owned 
automobiles. 

  
ii. Automobile Liability – Contractor shall maintain motor vehicle liability with limits not 

less than $1,000,000 combined single limit per accident.  Such insurance shall cover 
liability arising out of a motor vehicle including owned, hired and non-owned motor 
vehicles.   
 
The same additional insured designation and endorsement required for general 
liability is to be provided for this coverage. 

Include Workers Compensation and Employers Liability insurance requirements for all contracts.  It is a 
State law that all employers carry workers compensation insurance coverage.  Benefits include 
payment of medical costs, loss of income and permanent disability payments for work-related injuries.  
To self-insure, an employer must submit information to the State of California, Department of Industrial 
Relations for approval.  Employers Liability coverage protects against lawsuits brought against the 
contractor arising out of injury, sickness, or death of an employee. 
 

iii. Workers Compensation and Employers Liability – Contractor shall maintain statutory 
worker’s compensation and employer’s liability coverage for all its employees who 

will be engaged in the performance of the Contract.  Employer’s liability limits of 

$1,000,000 are required.  When work is performed on State owned or controlled 
property the workers’ compensation policy shall contain a waiver of subrogation in 
favor of the State. A waiver of subrogation in favor of the State shall be provided. 

 
Include Employee Dishonesty insurance provisions when the contractor has access to or custody of 
valuables (contract examples may include armored car transport, courier services, property 
management, and ticket sales). This coverage provides protection against theft or destruction of 
money, securities, or other valuable property which is caused by an employee. 
 

iv. Employee Dishonesty -Contractor shall maintain employee dishonesty insurance 
with limits of no less than $ TBD each claim. The policy is to contain a loss payable 
clause for the Department of Water Resources. The loss payable clause shall be 
provided. 

 
Include Errors and Omissions/Professional Liability for contracts where work is being performed by 
architects, engineers, surveyors, consultants, physicians, attorneys, etc.  This coverage provides the 
contractor with protection for liabilities imposed due to errors or mistakes of a professional nature.  It 
DOES NOT provide coverage for ordinary business exposures such as bodily injury and/or property 
damage. 
 

v. Errors and Omissions/Professional Liability - Contractors shall maintain errors and 
omissions /professional liability insurance with limits no less than $1,000,000 each 
occurrence and $3,000,000 annual aggregate. The retro date shall be shown on the 
certificate of insurance and shall be no later than the date of this contract or the date 
work under this contract begins.  
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Include Pollution/Environmental Liability where there is a risk of contaminating the land, waterways, or 
air (for example, underground tank removal, septic tank maintenance, asbestos or lead abatement, and 
hazardous waste removal).  This type of insurance covers injury and direct property damage, including 
clean-up costs, caused by the release or spill of pollutants as a result of the contractor’s negligence. 

 
vi. Pollution/Environmental Liability – Contractor shall maintain pollution liability with 

limits no less than $1,000,000 each incident and $2,000,000 aggregate covering 
bodily injury, property damage and environmental damage resulting from pollution 
and related cleanup costs. Coverage shall be for work performed on site as well as 
during handling and transport of hazardous materials. The transporter of hazardous 
materials, whether the contractor or a subcontractor, shall provide a copy of its MCS-
90 endorsement, or equivalent, to its automobile liability insurance.   

The same additional insured designation and endorsement required for general 
liability is to be provided for this coverage. 

  
Subsequent renewals of the insurance certificate shall be sent to program name and address.  
This name and address shall appear on the certificate as the certificate holder. 

 
Include the provision below if supplying goods (such as parts) is critical to the performance of work or 
where the exact nature of the product is unknown.  This statement is not to be used in Public Works 
agreements. 
 
6. FORCED, CONVICT, AND INDENTURED LABOR  

No foreign-made equipment, materials, or supplies furnished to the State pursuant to this 
contract may be produced in whole or in part by forced labor, convict labor, or indentured labor, 
or abusive forms of child labor or exploitation of children in sweatshop labor.  By submitting a 
bid to the State or accepting a purchase order, the Contractor agrees to comply with this 
provision of the contract. 

 
Include the provision below for Public Works agreements.  Public Works documents (DWR 4197 and 
Std. 18 ALWAYS become attachments to Exhibit E. 
 
7. PUBLIC WORKS AGREEMENTS 

Contractor shall comply with the language stated in the Standard Clauses for Public Works, 
DWR 4197, Exhibit E, Attachment X, and the Standard California Nondiscrimination 
Construction Contract Specifications, Std. 18, Exhibit E, Attachment X.  Contractor must use 
prevailing wage rates for the appropriate classifications used in the performance of the work 
specified in the Scope of Work that is considered “public works”.  Contractor can access these 
rates on the internet at http://www.dir.ca.gov  or by calling the California Department of 
Industrial Relations at (415) 703-4774 for paper copies of the rates. Contractor understands that 
it is responsible for determination of proper classifications of work for prevailing wage purposes.  
Contractor is solely responsible for determining whether all or any portion of the work is 
considered “public works,” such that prevailing rates are payable under this contract.  

 
Include the provision below if labor classifications mentioned in the Scope of Work have been 
determined by the Department of Industrial Relations to require prevailing wages.  If you have 
questions regarding the inclusion of this provision, contact your CSO Specialist. 
 
8. PREVAILING WAGES 

Labor Code Certifications: 
 

The Contractor is aware of the provisions of Section 3700 of the Labor Code, which requires 
every employer to be insured against liability for workers’ compensation or to undertake self-
insurance in accordance with the provisions of that code and the Contractor and any 

http://www.dir.ca.gov/
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subcontractors will comply with such provisions before commencing the performance of the 
work of this contract. 

 
In accordance with the applicable provisions of the Labor Code, the Contractor and any 
subcontractors shall pay their employees prevailing wages for the performance of work. The 
Director of the State Department of Industrial Relations has made the general prevailing 
wage rate determination covering the locality where work on this contract is to be performed.  
The general prevailing wage rates can be obtained from the Department of Industrial 
Relations or any source authorized by the Department of Industrial Relations.  On the 
Internet, prevailing wage rates can be found at www.dir.ca.gov.  A copy of the general 
prevailing wage rates is also on file at the State Department of Water Resources, 1416 
Ninth Street, Sacramento, California, and is available to any interested party upon request.  
The Contractor agrees to post a copy of the applicable general prevailing wage rates for the 
locality of each job site. 

 
It is hereby mutually agreed that, pursuant to Labor Code section 1775, the Contractor shall 
forfeit to the State 200 dollars ($200) for each calendar day, or portion thereof, for each 
worker paid by him or her, or subcontractor under him or her, less than the prevailing wage 
so stipulated and in addition, the Contractor further agrees to pay to each worker the 
difference between the actual amount paid for each calendar day, or portion thereof, and the 
stipulated prevailing wage rate for the same.  This provision shall not apply to properly 
registered apprentices. 

 
It is further agreed that the maximum hours a worker is to be employed is limited to eight 
hours a day and 40 hours a week and the contractor shall forfeit, as a penalty to the State, 
twenty-five dollars ($25) for each worker employed in the execution of the contract for each 
calendar day during which a worker is required or permitted to labor more than eight hours 
in any calendar day or more than 40 hours in any calendar week, in violation of Labor Code 
sections 1810-1815, inclusive. 

 
Properly registered apprentices may be employed in the prosecution of the work.  Every 
such apprentice shall be paid the standard wage paid to apprentices under the regulations 
of the craft or trade at which he or she is employed, and shall be employed only at the work 
of the craft or trade to which he or she is registered.  The Contractor and each subcontractor 
must comply with the requirements of Labor Code section 1775.5 and any related 
regulations regarding the employment of registered apprentices. 

 
The Contractor and any subcontractors shall comply with all other applicable Labor Code 
requirements, including section 1776 regarding record keeping. 
 

Include the provision below for a bond-funded Public Works service agreement which is not funded 
pursuant to Public Resources code Sections 75070-75079 (Proposition 84). 
 

Compliance Monitoring: 
 

As to work that is bond-funded public works [that is not funded pursuant to Public Resources 
Code Sections 75070-75079 (Proposition 84)], Contractor may be required to comply with 
Labor Code Section 1771.3 and related sections, as well as California Code of Regulations, 
Title 8, Chapter 8, Subchapter 4.5 - Compliance Monitoring and Enforcement by the 
Department of Industrial Relations (DIR).  Within these laws and regulations is a 
requirement that Contractor and its subcontractors must submit electronically to DIR’s 
Compliance Monitoring Unit (CMU) a certified copy of their weekly payroll records, signed 
under penalty of perjury, at least once per month or within 10 days of a separate request by 
the CMU.  In addition, pursuant to Section 16451(d) of the above-described regulations, 
Contractor shall be required to post the required CMU notice at each applicable job site.  
DWR will notify Contractor at the time of any work to which these CMU provisions apply. 

http://www.dir.ca.gov/
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Include the provision below for a bond-funded Public Works service agreement which is funded 
pursuant to Public Resources code Sections 75070-75079 (Proposition 84), or which has unknown 
account assignments. 

 
Labor Compliance Program: 
 

For work which is funded pursuant to Public Resources Code Sections 75070-75079 
(Proposition 84), Contractor may be required to comply with the Labor Compliance Program 
or (LCP) requirements of Labor Code Section 1771.5.  Among the requirements under these 
sections are:  pre-construction conference regarding payment of prevailing wages, providing 
of certified payroll reports and audit thereof, and potential withholding of contract payments 
for non-compliance.  DWR will notify Contractor at the time of any work to which these LCP 
provisions apply. 

 
Include the provision below for personal service agreements (janitorial and housekeeping services, 
custodians, food service workers, laundry workers, window cleaners, and security guards), performed 
by community rehabilitation organizations. 

 
9. EMPLOYEE BENEFITS FOR COMMUNITY REHABILITATION PROGRAMS: 

In accordance with Government Code Section 19134(j), holiday pay shall be provided to 
employees of Contractors providing services such as, janitorial, housekeeping, custodian, food 
service, security guard, laundry, or window cleaning services.   
 
“Holiday Pay” means pay provided to an employee to compensate for hours the employee is 
unable to work because the facility at which the employee would normally provide services is 
closed due to State holidays. 

 
Include the provision below for personal service agreements (janitorial and housekeeping services, 
custodians, food service workers, laundry workers, window cleaners, and security guards). 

 
10. EMPLOYEE BENEFITS 

In accordance with Government Code Section 19134, employee benefits are being included in 
Personal Services Agreements that are in force 91 days or more.  The services that are affected 
are janitorial, housekeeping, custodian, food service, security guard, laundry, or window 
cleaning services. 
 
In order to comply, a Contractor entering into an agreement with the State must provide “Wages 
and Employee Benefits” to any Covered Employee who performs the services mentioned above 
at the site or sites designated in the Scope of Work. 
 
“Covered Employee” means a person who performs any of the services identified above, as 
more than an incidental part of their duties under a Qualifying contract.  Covered employee 
does not include either: (1) A person who performs solely supervisory or administrative services 
under a Qualifying Contract, or (2) An owner-operator.   
 
“Employee Benefits” means coverage a contractor provides to a Covered Employee, whether 
fulltime or part-time, either through a purchased plan or by self-insurance, for basic health care, 
dental services, and vision services, as well as, retirement benefits, and holiday pay, sick pay, 
and vacation pay. 
 
“Holiday Pay” means pay provided to a covered employee to compensate for hours the covered 
employee is unable to work because the facility at which the employee would normally provide 
services is closed due to State holidays. 
 
“Wages” means hourly payments paid pursuant to Government Code Section 19134 to a 
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Covered Employee for work performed by such employee on a Qualifying Contract.  Wages 
must be valued at least 85 percent of wage paid to State of California employees performing 
similar work. 
 
“In Lieu Cash Payment” means a dollar amount a contractor pays to a covered employee of a 
Personal Services Agreement in lieu of providing actual Health Benefits, actual retirement 
benefits, and/or sick or vacation leave credits. 
 
A contractor can meet the Health Benefits requirement by choosing to provide one of the 
following options: 

 
a. Health Benefits to Covered Employees valued at, at least, 85 percent of the State 

cost for health, vision, and dental benefits for State of California employees 
performing similar work; or 

b. In Lieu Cash Payments to Covered Employees valued at, at least, 85 percent of the 
State cost for health, vision, and dental benefits for State of California employees 
performing similar work; or 

c. A combination of Health Benefits and In Lieu Cash Payments at least 85 percent of 
the State cost for health, vision, and dental benefits for State of California employees 
performing similar work. 

A Contractor can meet the Retirement Benefits requirement by choosing to provide one of the 
following options: 

  
a. Actual retirement benefits to Covered Employees valued at, at least, 85 percent of 

the State cost for retirement benefits for State of California employees performing 
similar work; or 

b. In Lieu Cash Payments to Covered Employees valued at, at least, 85 percent of the 
State cost for retirement benefits for State of California employees performing similar 
work; or 

c. A combination of actual retirement benefits and In Lieu Cash Payments totaling at 
least 85 percent of the State cost for retirement benefits for State of California 
employees performing similar work. 

The method of compliance chosen and the additional costs of Employee Wages and Employee 
Benefits/In Lieu Cash Payments will be calculated and incorporated into your bid. The Bid Sheet 
will provide the current rate published by the Department of Personnel Administration that must 
be used to determine the Wages and Employee Benefits/In Lieu Cash Payments. 
 
Before execution of the contract, employers choosing to offer Employee Benefits using (a) or (c) 
above must provide evidence of coverage to the State. 
 
Contractor must submit to the State monthly reports that comply with The California Code of 
Regulations, Title 2, Div. 2, Chap. 3, Subchapter 12, Section 1896.370(a).  The report must 
include (1) the number of employees who received Wages and Employee Benefits and/or In 
Lieu Cash Payments in the preceding month, (2) their names, (3) hours each covered employee 
worked in the preceding month, (4) the amount paid to each covered employee for Wages and 
Employee Benefits and/or In Lieu Cash Payments in the preceding month (with amounts paid 
for Wages and for each type of Employee Benefit/In Lieu Cash Payment itemized separately), 
and (5) total monthly costs paid of Wages and Employee Benefits and/or In Lieu Cash 
Payments in the preceding month, excluding any administrative or indirect costs. 
 
This Agreement is subject to audit for compliance with the provisions of Government Code 
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Section 19134. 
 

The Schedule of Employee Benefit Rates published by the Department of Personnel 
Administration shall remain in effect during the term of this Agreement.  Any published rate 
change occurring during the term of this Agreement shall be given effect by amendment, with an 
effective date retroactive to the date the rate changes were published by the Department of 
Personnel Administration.  The Bid Sheet will state the type of rate (three-tiered or blended) and 
the amount of the current rate per hour. 
 
Failure to comply with the provisions of Government Code Section 19134 constitutes a material 
breach, which could subject the agreement to immediate termination by the State. 

 
Include the provision below if a Contractor is required to possess any type of license or permit to 
perform work.  Reference to required permits and/or licenses must be included in the Scope of Work 
and in the solicitation document. 
 
11. PERMITS AND LICENSES 

The Contractor shall procure all permits and licenses, pay all charges and fees and give all 
notices necessary and incidental to the due and lawful prosecution of the work. 

 
Include the provision below only if the Contractor meets the Political Reform Act definition of a 
“consultant.”  This is determined by either the 2004 Ward Tabor memo or the DWR 9503 that is 
reviewed and signed by DWR Legal.  For additional information, see EPG 10 or contact your CSO 
Specialist. 

 
12. POLITICAL REFORM ACT 

The Contractor shall comply with the language stated in the Standard Contract Provisions 
Concerning the Political Reform Act, Exhibit E, Attachment X.  Contractor shall file a Statement 
of Economic Interests (Fair Political Practices Commission Form 700) upon assuming office, 
annually, and within 30 days after leaving office. 
 

Include the provision below if the contractor will have access to any confidential or sensitive 
information.  The referenced attachment provides additional information regarding the kind of material 
considered confidential or sensitive. 

 
13. PROTECTION OF CONFIDENTIAL AND SENSITIVE INFORMATION: This shall apply to all 

Contractors whose terms with the Department require or permit access to Confidential or 
Sensitive Information in conducting business with the Department or performing duties under a 
Contract with the Department.  Contractor shall impose all the requirements of this provision on 
all of its officers, employees, and Affiliates with access to Confidential and/or Sensitive 
Information in accordance with Attachment X.  Also a Nondisclosure Certificate, Attachment X, 
must be signed by all personnel with access to Confidential and Sensitive Information and 
submitted to the Department prior to being allowed such access. 
 

 
Include the provision below if the contractor will purchase equipment using contract funds.  The 
purchase of this equipment must be detailed in the Scope of Work and on the bid/cost sheet. 

 
14. OWNERSHIP/INVENTORY/DISPOSITION OF STATE EQUIPMENT 

The following is applicable to equipment purchased or furnished by other agencies and 
equipment purchased by the Contractor where such expense is charged to and/or reimbursed 
from contract funds. 
 
No equipment shall be purchased under the auspices of the Agreement without prior written 
authorization of the State.  All equipment of any kind, purchased or reimbursed with contract 
funds or furnished by the State under the terms of this Agreement and not fully consumed in the 
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performance of this Agreement, shall be considered State equipment and the property of the 
State. 
 
The State may, at its option, repair any damage or replace any lost or stolen items and deduct 
the cost thereof from the Contractor’s invoice to the State, or require the Contractor to repair or 
replace any damaged, lost, or stolen equipment to the satisfaction of the State with no expense 
to the State. 
 
The Contractor should maintain an inventory record for each piece of non-expendable 
equipment purchased or built with funds provided under the terms this Agreement.  The 
inventory record of each piece of such equipment should include the date acquired, total cost, 
serial number, model identification (on purchased equipment), and any other information or 
description necessary to identify said equipment (SAM Section 8600).  A copy of the inventory 
record must be submitted to the State on request by the State. 

 
Include the provision below if a contract renewal is desired.  Including an option to renew that would 
make the contract term longer than two years requires advance approval from the DGS Office of Legal 
Services. 

 
15. OPTION TO RENEW 

The Department reserves the right to renew this Agreement for (?) additional years under the 
same terms and conditions. 

 
Include the provision below at the time of solicitation.  Final executed contract may or may not include 
DVBE depending upon the outcome of the solicitation award and identified DVBE subcontractors, if 
any. 
 
16. CONTRACT AMENDMENTS – DVBE PROGRAM REQUIREMENTS 

Disabled Veteran Business Enterprise (DVBE) program requirements shall be included and 
made a part of any subsequent contract amendment(s) when DVBE program requirements 
were included as part of the Department’s original solicitation/contract effort.  DVBE 
participation program goals (3 percent) are extended through the amended contract termination 
date and include any additionally encumbered funds that are a result of the contract 
amendment.  The 90-Day and Final DVBE Subcontracting Activity Report shall be included in all 
subsequent contract amendment(s). The Contractor shall be responsible for continued program 
compliance and reporting. 

 
Include the provision below at the time of solicitation.  Final executed contract may or may not include 
DVBE depending upon the outcome of the solicitation award and identified DVBE subcontractors, if 
any. 

 
17. CONTRACT AUDITS RELATED TO DVBE PROGRAM REQUIREMENTS  
 Contractor agrees that the State or its designee will have the right to review, obtain, or copy all 

records pertaining to performance of the contract as performance pertains to DVBE 
requirements.  Contractor agrees to provide the State or its representative with any relevant 
information requested and shall permit the State or its representative access to its premises, 
upon reasonable notice, during normal business hours for the purpose of interviewing 
employees and inspecting and copying such books, records, accounts, and other material that 
may be relevant to a matter under investigation for the purpose of determining compliance with 
this requirement.  Contractor further agrees to maintain such records for a period of no less than 
three (3) years after final payment under the contract. 

 
Include the provision below at the time of solicitation.  Final executed contract may or may not include 
DVBE depending upon the outcome of the solicitation award and identified DVBE subcontractors, if 
any. 
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18. DVBE SUBCONTRACTOR ACTIVITY REPORTS – DWR 9553 
The Contractor is required to furnish the Department with reports of DVBE subcontractor activity 
using the DWR 9553.  Reports are to be made at 90-day intervals and must identify the DVBE 
subcontractor, the services performed or commodities used and the total paid to the 
subcontractor during the quarterly period reported.  A final activity report is to be submitted prior 
to the contract expiration date.  If multiple DVBE contractors are providing services or 
commodities, the Contractor must furnish individual reports for each DVBE subcontractor used. 
 
The first report is due 90-days from the date of contract approval.  At the Department’s request, 
the Contractor shall submit copies of the DVBE contractor’s paid invoices issued for that 90-day 
reporting period or final report. 
 
If the Contractor fails to furnish the required reports, the Department may withhold final payment 
until the Contractor provides the required reports and, when requested by the Department, 
copies of paid invoices. 
 
Final reports must be received by the Department at least 14 days prior to the contract 
expiration date. 
 
Reports shall be made using the DVBE Activity Report Form 9553, Exhibit E, Attachment X.  All 
reports shall be made to both the Department of Water Resources DVBE Advocate and 
the Project Manager for the contract as follows: 
 
Mail Reports to: 
 
Department of Water Resources                               Department of Water Resources 
DVBE Advocate                                                        Program Manager 
1416, Ninth Street, Room 353                                  Address 
P.O. Box 942836                                                  Address 
Sacramento, California, 95814                              City, State, Zip Code 
Fax Number: (916) 654-6511                                   Fax Number: 

 
Include the provision below at the time of solicitation.  Final executed contract may or may not include 
DVBE depending upon the outcome of the solicitation award and identified DVBE subcontractors, if 
any. 

 
19. SUBSTITUTION OF A DVBE SUBCONTRACTOR 

Contractor understands and agrees that should award of this contract be based in part on their 
commitment to use the Disabled Veteran Business Enterprise (DVBE) subcontractor(s) 
identified in their bid or offer, per Military and Veterans Code 999.5(e), a DVBE subcontractor 
may only be replaced by another DVBE subcontractor and must be approved by the 
Department of General Services.  Changes to the scope of work that impact the DVBE 
subcontractor(s) identified in the bid or offer and approved DVBE substitutions will be 
documented by contract amendment. 
 
Failure of Contractor to seek substitution and adhere to the DVBE participation level identified in 
the bid or offer may be cause for contract termination, recovery of damages under rights and 
remedies due the State, and penalties as outlined in Military and Veterans Code 999.9; Public 
Contract Code (PCC) Section 10115, or PCC Section 4110 (applies to public works only). 
Contractor must immediately notify the Department’s SB/DVBE Advocate that substitution of a 
DVBE subcontractor is requested.     
 

Include the provision below at the time of solicitation.  Final executed contract may or may not include 
DVBE depending upon the outcome of the solicitation award and identified DVBE subcontractors, if 
any. 
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20. CONTRACTOR CERTIFICATION OF PAYMENT TO SMALL BUSINESS AND DVBE 
 SUBCONTRACTOR(S) 

a. If, for this Contract, Contractor made a commitment to achieve small business participation, 
then Contractor must within 60 days of receiving final payment under this Contract (or within 
such other time period as may be specified elsewhere in this Contract) report to the 
awarding department the actual percentage of small business participation that was 
achieved.  (Govt. Code § 14841.) 

b. If for this Contract Contractor made a commitment to achieve disabled veteran business 
enterprise (DVBE) participation, then Contractor must within 60 days of receiving final 
payment under this Contract (or within such other time period as may be specified 
elsewhere in this Contract) certify in a report to the awarding department: (1) the total 
amount the prime Contractor received under the Contract; (2) the name and address of the 
DVBE(s) that participated in the performance of the Contract; (3) the amount each DVBE 
received from the prime Contractor; (4) that all payments under the Contract have been 
made to the DVBE; and (5) the actual percentage of DVBE participation that was 
achieved.  A person or entity that knowingly provides false information shall be subject to a 
civil penalty for each violation not less than $2,500 and not to exceed $25,000.   (Mil. & 
Vets. Code § 999.5(d); Govt. Code § 14841) 

Contractor Certification must be made using DWR Form 9683 “Small Business and DVBE 
Subcontractor Payment Certification”, Exhibit E Attachment X. 
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EXHIBIT E, ATTACHMENT 1 if Travel and Per diem will be paid to contractor 
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EXHIBIT E, ATTACHMENT 2 
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EXHIBIT E, ATTACHMENT 3 
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California Department of Water Resources 
 

EXHIBIT E, ATTACHMENT 4 for consultant contracts per DWR 9503 
STANDARD CONTRACT PROVISIONS REGARDING 

POLITICAL REFORM ACT COMPLIANCE  
 

1.  POLITICAL REFORM ACT REQUIREMENTS: 

a. Form 700 Disclosure:  The Department of Water Resources (DWR) considers that the 
Contractor, subcontractor(s), and/or their key staff may be a consultant, i.e., a public official, 
within the meaning of the Political Reform Act, specifically Government Code §82048 and Title 
2, California Code of Regulations §18701. Accordingly, as specified by DWR, such persons 
shall complete and submit to the DWR Personnel Officer a Form 700, Statement of Economic 
Interests, within 30 days of the earlier of the date work commences or the effective date of this 
agreement, updated both annually and when changes in key staff or duties occur. The financial 
interests disclosed shall be for Disclosure Category 1. Contractors may access the Form 700 on 
the Fair Political Practices Commission website at www.fppc.ca.gov. Any questions regarding 
completion of the Form 700 should be addressed to the FPPC at its website or at (866) 275-
3772 (866/ASK-FPPC). A leaving office statement must also be filed upon completion of all 
contract assignments.   

 
b. Financial Conflict of Interest Prohibition: Contractor must review the Form 700s filed by its key 

staff and subcontractors and determine whether, in the light of the interests disclosed, 
performance under the contract could violate Government Code §87100. Contractor shall notify 
DWR immediately of any potentially disqualifying conflict of interest. Government Code §87100 
provides: 

 
“No public official at any level of state or local government 
shall make, participate in making or in any way attempt to  
use his official position to influence a governmental decision 
in which he knows or has reason to know he has a financial interest.” 

 
c. Consequences of Failure to Comply with Political Reform Act Requirements: Any one of the 

following shall constitute a breach of this Contract and shall be grounds for immediate 
termination of this Contract:  
 
(1) Failure to complete and submit all required Form 700s within the 30-day period as 

required in paragraph A above, or respond to any request from the DWR Personnel Officer 
for additional information regarding any such Form 700s; 

(2) Failure to notify DWR of a potentially disqualifying conflict of interest;  
 
(3) The determination by DWR or the Contractor that any individual, who is a contractor, 

subcontractor, and/or a key member of their staff, has a financial interest that could result 
in a violation of Government Code §87100 provided, however, that DWR may opt to waive 
such breach if Contractor replaces any such individual within two working days after a 
determination of such financial interest. 

  

http://www.fppc.ca.gov/
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EXHIBIT E, ATTACHMENT 5 
PROTECTION OF CONFIDENTIAL AND SENSITIVE INFORMATION 

 
1. For purposes of this Exhibit, “Contractor” means any contractor or researcher, including a 

Non-State Entity contractor or researcher, receiving funds from, doing business with, 
conducting research for, or performing services for the Department of Water Resources 
(“Department”) pursuant to a contract, purchase order, research agreement, grant or loan 
agreement, joint powers agreement, public works contract, or other contractual vehicle 
(collectively “Contract”).  The term “Contractor” also includes Contractor’s officers and 
employees and Affiliates.  For purposes of this Exhibit, the term “Affiliate” means a person or 
entity forming a partnership, joint venture, subcontract, sales contract, or other legal 
relationship with Contractor to carry out the terms of the Contract. 

 
2. This Exhibit shall apply to all Contractors the terms of whose Contracts with the Department 

require or permit access to Confidential or Sensitive Information in conducting business with 
the Department or performing duties under a Contract with the Department.   

 
3. Contractor shall impose all the requirements of this Exhibit on all of its officers, employees and 

Affiliates with access to Confidential and/or Sensitive Information.   
 
4. For purposes of this Exhibit, “Non-State Entity” shall mean a business, organization or 

individual that is not a State entity, but requires access to State information assets in 
conducting business with the State. This definition includes, but is not limited to, researchers, 
vendors, consultants, and their subcontractors, officers, employees, and entities associated 
with federal and local governments and other states. 

 
5. For purposes of this Exhibit, “Confidential Information” means information, the disclosure of 

which is restricted or prohibited by any provision of State or federal law or which is treated as 
privileged or confidential under such laws.  Such Confidential Information includes, but is not 
limited to, information that is exempt from disclosure under the California Public Records Act 
(Government Code sections 6250-6255),  public social services client information described in 
California Welfare and Institutions code section 10850, and “personal information” about 
individuals as defined in California Civil Code Section 1798.3 of the Information Practices Act 
(IPA) if the disclosure of the “personal information” is not otherwise allowed by the IPA.  Such 
Confidential Information may also include financial, statistical, personal, technical, and other 
data and information relating to operation of the Department.   

 
6. For purposes of this Exhibit, “Sensitive Information” means information that requires special 

precautions to protect it from unauthorized modification or deletion.  Sensitive information may 
be either public records or Confidential Information.  Examples include statistical reports, 
financial reports, and logon procedures. 

 
7. Contractor shall take all necessary measures to protect Confidential or Sensitive Information 

to which it or its Affiliates gain access from unauthorized access (accidental or intentional), 
modification, destruction, or disclosure.  These measures may include, but are not limited to:  
password protection of electronic data, encrypted transmission of electronic data, and secure 
mailing and locked storage of paper and taped copies.  Such measures may also include 
establishment of secure workstations and maintenance of a secure workstation access log.  
Contractors shall also apply appropriate security patches and upgrades and keep virus 
software up-to-date on all systems on which Confidential or Sensitive Information may be 
used. 

 
8. Contractors shall ensure that all media, including electronic media, containing Confidential or 

Sensitive Information, to which they are given access are protected at the level of the most 
confidential or sensitive piece of data on the media. 
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9. Contractor and Affiliate personnel allowed access to Confidential and Sensitive Information 
shall be limited to those persons with a demonstrable business need for such access.  
Contractor shall maintain a current listing of all Contractor and Affiliate personnel with access 
to Confidential and Sensitive Information.   

 
10. Contractor shall notify Department promptly if a security breach involving Confidential or 

Sensitive Information occurs or if Contractor becomes legally compelled to disclose any 
Confidential Information. 

 
11. Contractor shall comply with all State policies and laws regarding use of information resources 

and data, including, but not limited to, California Government Code section 11019.9 and Civil 
Code sections 1798 et seq. regarding the collection, maintenance and disclosure of personal 
and confidential information about individuals. 

 
12. If Contractor obtains access to Confidential Information containing personal identifiers, such 

as name, social security number, address, date of birth, race/ethnicity and gender of 
individuals, Contractor shall substitute non-personal identifiers as soon as possible. 

 
13. All data, reports, information, inventions, improvements and discoveries used, compiled, 

developed, processed, stored or created by Contractor or Contractor’s Affiliates using 
Confidential and/or Sensitive Information shall be treated as Confidential and/or Sensitive 
Information by the Contractor and Contractor’s Affiliates.  No such data, reports, information, 
inventions, improvements or discoveries shall be released, published or made available to any 
person (except to the Department) without prior written approval from the Department. 

 
14. At or before the termination date of the Contract, Contractor shall either (a) destroy all 

Confidential and Sensitive Information in accordance with approved methods of confidential 
destruction; or  (b) return all Confidential and Sensitive Information to the Department; or (c) if 
required by law to retain such information beyond the termination date of the contract, provide 
for the Department’s review and approval a written description of (i) applicable statutory or 
other retention requirements; (ii) provision for confidential retention in accordance such 
requirements and the terms of this Exhibit and (iii) provision for eventual destruction in 
accordance with all applicable provisions of State and federal law using approved methods of 
confidential destruction.  

 
15. Contractor shall cooperate with the Department’s Information Security Officer or his designee 

in carrying out the responsibilities set forth in this Exhibit. 
 

16. Failure to adhere to these requirements may be grounds for termination of the Contract and 
for imposition of civil and criminal penalties. 
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EXHIBIT E, ATTACHMENT 6 
NON-DISCLOSURE CERTIFICATE 

 
 

I hereby certify my understanding that access to Confidential and Sensitive Information 
is provided to me pursuant to the terms and restrictions of the Protection of Confidential 
and Sensitive Information, Exhibit E, Attachment X of Contract No. 460000XXXX 
between ________ and the California Department of Water Resources.  I hereby agree 
to be bound by those terms and restrictions.  I understand that all Confidential and 
Sensitive Information, as defined in the Protection of Confidential and Sensitive 
Information, and any notes or other memoranda, or any other form of information, 
electronic or otherwise that copies or discloses Confidential Information, shall not be 
disclosed to anyone other than in accordance with Exhibit E, Attachment X.  I 
acknowledge that a violation of this certificate may result in termination of the Contract 
and/or imposition of civil or criminal penalties. 
 
 
Signed: _______________________________________________________________ 
 
 
Typed Name and Title: ___________________________________________________ 
 
 
Representing (give name of Contractor/Affiliate): _______________________________ 
 
 
Date: _________________________________________________________________ 
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ATTACHMENT 7 
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EXHIBIT E, ATTACHMENT 8 
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EXHIBIT F for Public Works Contracts 
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EXHIBIT G for Public Works contract 
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EXHIBIT H for Public Works contract 
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EXHIBIT I for Public Works contract 
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