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	GENERAL INFORMATION

	ITEM
	ACTION REQUIRED

	1. 
	Did this agency/department have purchasing authority in the past?
	Analyst to search information in Z drive.

	2. 
	Is there legislation that indicates this agency/department needs or shall have purchasing authority?
	Analyst to request information from department or research Leg Info at: http://leginfo.legislature.ca.gov/faces/codes.xhtml 

	3. 
	Does the agency/department have a sufficient yearly budget and purchasing staff to conduct purchases?
	Analyst to request information from department and/or research the department on the internet.  Review the organizational chart/staffing list provided.

	4. 
	Does the department have a billing code with DGS? Billing Code is a 5 digit code assigned by DGS’ Office of Fiscal Services.
	Analyst to obtain information from the PAA.  If no billing code exists, the department must request it from the Office of Fiscal Services.



		
	PURCHASING AUTHORITY APPLICATION

	ITEM
	ACTION REQUIRED

	5. 
	Did the agency/department complete Section 1 of the Purchasing Authority Application (PAA), General Information?
	Analyst to obtain information from the PAA

	6. 
	Did the agency/department select a dollar threshold level?
	Analyst to obtain information from Section 1 of the PAA

	7. 
	Is there sufficient justification for the dollar threshold requested?
	Analyst to review their annual budget with their justification

	8. 
	Did the agency/department complete the Contact Information of the PAA?
	Analyst to obtain information from Section 2 of the PAA

	9. 
	Did the agency/department’s Procurement and Contracting Officer (PCO) sign Section 2 of the PAA?
	Analyst to obtain information from Section 2 of the PAA

	10. 
	Completed PCO Statement of Commitment (Attachment 7).  PCO is at the appropriate level.
	Statement of Commitment attached and signed by PCO of appropriate Executive level. 

	11. 
	Did the agency/department’s Purchasing Authority Contact’s (PAC) signature for each delegation IT and Non-IT?
	Analyst to obtain information from Section 2 of the PAA

	12. 
	Completed PAC Statement of Commitment (Attachment 7).   PAC is at the appropriate level.
	Statement of Commitment attached and signed by PAC of appropriate management level.

	13. 
	Did the agency/department complete Attachment 6 of the PAA to purchase for another department?
	Analyst to obtain information from Attachment 6 of the PAA and verify that the Secondary department falls under the same super agency as the Primary department.

	14. 
	Did the agency/department submit an organizational chart or staffing list identifying their procurement staff and reporting structure?
	Analyst to obtain information by verifying Attachment 8 submitted with PAA.

	15. 
	Did the agency/department submit their Policies and Procedures Manual Checklist, Policies and Procedures Manual?
	Analyst to obtain information by verifying Attachment 1 submitted with PAA.

	16. 
	Did the agency/department submit their Policies and Procedures Manual?
	Analyst to obtain information by verifying Attachment 2 submitted with PAA.

	17. 
	Is the Policies and Procedures Manual Checklist filled out completely with correct page numbers containing the required information?
	Verify information by cross-referencing the checklist with the P&P manual. Be sure to consider the dollar thresholds requested.

	18. 
	Are all required components of the Policies and Procedures Manual identified?
	Please refer to GSPD 13-005 Procurement Policies and Procedures Manual Checklist to verify the components are clearly explained.
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