Statewide Acquisition Classification Survey

Thank you for participating in the Statewide Acquisition Classification Survey.  As part of the effort to standardize acquisitions of goods and services across state government, both the Governor’s Task Force on Procurement and the California Performance Review recommended changes to the civil service classification structure of state employees who perform acquisition duties. To this end, the State Acquisition Classification Project was initiated.  

A more modern classification structure will more accurately reflect the work, functions and skills needed to meet the state’s complex procurement needs. 

This effort will help to standardize the training and work of staff who perform these duties and will contribute to improvements in acquisitions by state agencies.

This form must be downloaded from the Internet and saved to a “local” computer drive in order for you to complete it. If you have any questions about this survey, please contact: Roger Westrup at roger_westrup@dot.ca.gov or (916) 227-4577.

For the purposes of this survey, please use the following definitions and guidelines:

Procurement is defined as “the act of acquiring goods or services through established state policy, procedures and guidelines.”  It can be either purchasing or contracting activities, or both.

A staff member who spends fifty percent or more of his or her time conducting acquisition duties is considered to engaged in procurement on a full-time basis.

1.  How many personnel in your department are engaged in acquisition duties on a full-time basis?      (Do not include Cal-Card holders unless they spend a majority of their time performing acquisition duties—see above.)

2.  How many personnel in your department are engaged in acquisition duties on a part-time basis?      (Do not include Cal-Card holders unless they spend a majority of their time performing acquisition duties.)

3.  Does acquisition staff perform both purchasing and contracting activities?  (A “yes” answer indicates that acquisition staff perform a wide range of acquisition duties that cross both purchasing and contracting lines.  A “no” answer indicates that acquisition staff are more specialized with some performing only purchasing and others performing only contracting.)  If “yes”, please skip to question 8.     
4.  If “no”, how many personnel in your department are engaged in purchasing activity on a full-time basis?     
5.  How many are engaged in purchasing activity on a part-time basis?     
6.  How many are engaged in contracting activity on a full-time basis?     
7.  How many are engaged in contracting activity on a part-time basis?     
8. Does your department group purchasing or contracting activity around the type of commodity or service? (e.g., a special IT purchasing unit)        If “yes”, please provide examples.      
9.  Which of the following classifications perform acquisition duties on a full-time basis in your department?  (Select all that apply and indicate how many staff work in that classification in the field to the right of the check box.) 

 FORMCHECKBOX 
        Assistant Caltrans Administrator

 FORMCHECKBOX 
        Assistant Information Systems Analyst

 FORMCHECKBOX 
        Assistant Procurement Engineer

 FORMCHECKBOX 
        Associate Business Management Analyst

 FORMCHECKBOX 
        Associate Caltrans Administrator

 FORMCHECKBOX 
        Associate Government Program Analyst

 FORMCHECKBOX 
        Associate Information Systems Analyst

 FORMCHECKBOX 
        Associate Materials Analyst

 FORMCHECKBOX 
        Associate Procurement Engineer

 FORMCHECKBOX 
        Business Manager I 

 FORMCHECKBOX 
        Business Manager II

 FORMCHECKBOX 
        Business Manager I (CF) 

 FORMCHECKBOX 
        Business Manager II (CF) 

 FORMCHECKBOX 
        Business Services Assistant

 FORMCHECKBOX 
        Business Services Officer I (Specialist)

 FORMCHECKBOX 
        Business Services Officer I (Supervisory)

 FORMCHECKBOX 
        Business Services Officer II (Specialist)

 FORMCHECKBOX 
        Business Services Officer II (Supervisory)

 FORMCHECKBOX 
        Business Services Officer III (Specialist)

 FORMCHECKBOX 
        Business Services Officer III (Supervisory)

 FORMCHECKBOX 
        Buyer I

 FORMCHECKBOX 
        Buyer II 

 FORMCHECKBOX 
        Data Processing Manager I 

 FORMCHECKBOX 
        Data Processing Manager II

 FORMCHECKBOX 
        Data Processing Manager IIII

 FORMCHECKBOX 
        Data Processing Manager IV

 FORMCHECKBOX 
        EDP Acquisition Manager 

 FORMCHECKBOX 
        Equipment Coordinator (Caltrans)

 FORMCHECKBOX 
        Equipment Manager  I  (Caltrans)

 FORMCHECKBOX 
        Equipment Manager  II  (Caltrans)

 FORMCHECKBOX 
        Equipment Manager  III (Caltrans)

 FORMCHECKBOX 
        Equipment Materials Specialist

 FORMCHECKBOX 
        Information Systems Technician

 FORMCHECKBOX 
        Management Services Technician

 FORMCHECKBOX 
        Manager, Electronic Data Processing Acquisition

 FORMCHECKBOX 
        Office Technician

 FORMCHECKBOX 
        Principal Buyer

 FORMCHECKBOX 
        Procurement Services Officer I  

 FORMCHECKBOX 
        Procurement Services Officer I (CF) 

 FORMCHECKBOX 
        Procurement Services Officer II (CF) 

 FORMCHECKBOX 
        Purchasing Manager 

 FORMCHECKBOX 
        Purchasing Specification Analyst

 FORMCHECKBOX 
        Senior Electronic Data Processing Acquisition Specialist (Technical)

 FORMCHECKBOX 
        Senior Electronic Data Processing Acquisition Specialist (Supervisory)

 FORMCHECKBOX 
        Senior Equipment Materials Specialist  

 FORMCHECKBOX 
        Senior Information Systems Analyst

 FORMCHECKBOX 
        Senior Information Systems Analyst (Supervisory)

 FORMCHECKBOX 
        Senior Procurement Engineer

 FORMCHECKBOX 
        Staff Electronic Data Processing Acquisition Specialist

 FORMCHECKBOX 
        Staff Information Systems Analyst

 FORMCHECKBOX 
        Staff Information Systems Analyst (Supervisory)

 FORMCHECKBOX 
        Staff Procurement Engineer

 FORMCHECKBOX 
        Staff Services Analyst

 FORMCHECKBOX 
        Staff Services Manager I

 FORMCHECKBOX 
        Staff Services Manager II

 FORMCHECKBOX 
        Staff Services Manager III

 FORMCHECKBOX 
        Stock Clerk, Materials

 FORMCHECKBOX 
        Stores Supervisor

Other (Please specify)

10.  Are any acquisition duties performed on behalf of your department by another agency?     
11.  Which of the following acquisition duties does staff in your department perform?  (Select all that apply)

 FORMCHECKBOX 
 Prepare an ADM 1415 (Purchase Requisition)--or similar departmental requisition form (e.g., CDCR 954).
 FORMCHECKBOX 
 Prepare a STD 65 (Purchase Order).

 FORMCHECKBOX 
 Prepare a STD 213 (Standard Agreement).

 FORMCHECKBOX 
 Prepare a STD 66 (Purchase Estimate).

 FORMCHECKBOX 
 Prepare a STD 96 (PO/PE Change Request).

 FORMCHECKBOX 
 Prepare the GSOP-PIN-42 (Authorization to Exceed Monetary Limits).

 FORMCHECKBOX 
 Develop/draft/finalize/review an RFO (Request for Offer).

 FORMCHECKBOX 
 Develop/draft/finalize/review an RFI (Request for Information).

 FORMCHECKBOX 
 Develop/draft/finalize/review an RFQ (Request for Quotation).

 FORMCHECKBOX 
 Develop/draft/finalize/review an RFP (Request for Proposal).

 FORMCHECKBOX 
 Develop/draft/finalize/review an IFB (Invitation for Bid).

 FORMCHECKBOX 
 Develop/draft/finalize/review contract or amendment language.

 FORMCHECKBOX 
 Develop/draft/finalize/review a Statement of Work/Scope of Work.

 FORMCHECKBOX 
 Develop/draft/finalize/review contracts and amendments.

 FORMCHECKBOX 
 Manage contracts/contractors.

 FORMCHECKBOX 
 Register a purchase in State Contract and Procurement Registration System (SCPRS).
 FORMCHECKBOX 
 Interpret or apply procurement rules and regulations.

 FORMCHECKBOX 
 Use State Contracts or Agreements to purchase goods/services (e.g., Leveraged Purchase Agreements like the California Strategic Sourcing Initiative).

 FORMCHECKBOX 
 Use the NCB process.

 FORMCHECKBOX 
 Analyze and evaluate bids.

 FORMCHECKBOX 
 Evaluate advertising considerations.

 FORMCHECKBOX 
 Determine when to prepare a formal competitive solicitation, such as IFB or RFP.

 FORMCHECKBOX 
 Develop California State Contract Register (CSCR) ads.

 FORMCHECKBOX 
 Develop bid sheets.

 FORMCHECKBOX 
 Identify potential conflicts of interest.

 FORMCHECKBOX 
 Audit CalCard use.

 FORMCHECKBOX 
 Review SOQs for compliance with bidding requirements.

 FORMCHECKBOX 
 Research/analyze/recommend legal and policy issues regarding contracting activities.

 FORMCHECKBOX 
 Act as liaison to the control agencies.

 FORMCHECKBOX 
 Provide analytical/technical assistance and consultation in support of acquisition activity.

 FORMCHECKBOX 
 Develop/review specifications for IFB/RFPs.

 FORMCHECKBOX 
 Assess the need for contracting/identify alternative procurement solutions.

 FORMCHECKBOX 
 Complete acquisition related reports, such as the Small Business and Disabled Veteran Business Enterprise report.

 FORMCHECKBOX 
 Respond to protests relating to contract awards.

 FORMCHECKBOX 
 Other. (Please specify)      
12.  Use of a new acquisition classification would be at the discretion of each Department.  Would your Department consider using a new statewide acquisition classification instead of the ones they are currently using for purchasing and contracting staff?       (If you answered “yes”, please answer questions 13 and 14, otherwise proceed to question 15.)

13. How many positions would you estimate might convert to a new acquisition classification in your Department?       

14. Would using a new acquisition classification eliminate the use of any other classifications in your Department?       

14a.  If you answered “yes”, please indicate the classifications that could be eliminated.      
15. Acquisition activity in our department is: (Select one)

 FORMCHECKBOX 
 Centralized

 FORMCHECKBOX 
 Decentralized

 FORMCHECKBOX 
 Both centralized and decentralized

16. If you answered ‘both centralized and decentralized’, what percentage of activity is performed ‘in the field’ or away from the central acquisition activity?     
17. If you answered ‘both centralized and decentralized’, please describe how the duties are divided between the central acquisition office and the ‘field offices’.     
Please provide contact information so that we may follow-up with you on your survey responses.

Department Name:

_________________________

Contact Name: 

_________________________

Address: 


_________________________





_________________________





_________________________

Telephone Number: 
_________________________

E-mail address: 

_________________________
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