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I, the Purchasing Authority Contact (PAC) for the Department named below, state my understanding and commitment to the following:


1. Interface with Procurement and Contracting Staff.  PAC must interface and communicate with the Department of General Services/Procurement Division (DGS/PD), the Procurement and Contracting Officer (PCO), and subordinate staff while overseeing the day-to-day procurement activities conducted under the delegated purchasing authority. 

2. Training and Certification of Procurement and Contracting Staff.  PAC will ensure that all procurement and contracting staff are trained and California Procurement and Contracting Academy (Cal-PCA) certified at the levels appropriate to the department’s purchasing authority in order for the department to maintain its approved levels of purchasing authority.  Training will include all phases of procurement and contracting, including conducting competitive procurements and the use of Leveraged Procurement Agreement (LPA) contracts.

3. Purchasing Authority Program.  PAC will be accountable and responsible for all procurement activities conducted under the departments purchasing authority including any sub-delegated purchasing authority within the department. If the department is required to designate a small business advocate, the PAC will coordinate procurement activities with the department’s small business advocate. PAC will ensure that the department’s policies and procedures are consistent with current law, regulations, executive orders, policies, procedures, best practices, and the State Contracting Manual (SCM). This includes distributing any SCM revisions, Management Memos, Executive Orders, etc., to the appropriate departmental staff. 

4. Procurement Standards and Purchasing Program Quality Assurance Review.  DGS will conduct assessments and compliance reviews of the department’s procurement and contracting activities. These assessments and compliance reviews are in addition to the department’s internal auditing and scheduled audit of the department’s purchasing program currently conducted by DGS every three years. PAC is responsible for providing the department's timely response to any DGS inquiries, deficiencies, and/or audit findings as well as monitoring the department’s progress in meeting and/or exceeding the standards and for the continuous improvement of the department’s purchasing program, including the use of LPA contracts (CMAS, Master Agreements, Statewide Contracts, State Price Schedules, WSCA, etc.).

5. Cal-Card Program. PAC is required to take all necessary steps to ensure that the Cal-Card Program within their department meets DGS standards including but not limited to designating a Cal-Card coordinator, creating a departmental Cal-Card manual for use by departmental staff, ensuring that individuals involved in the acquisition and Cal-Card processes are experienced and trained not only in Cal-Card procedures but also in procurement/contracting. PAC will inform the department’s Cal-Card Coordinator of purchasing authority requirements. Authority to use a Cal-Card should be based on an individual’s position, experience, and training (Cal-PCA certification and workshops).

6. Required Attachments:
a) Provide a summary of your procurement/contracting experience both outside of State service and within State service as well as a list of all procurement/contracting related training that you have completed and the date completed.
b) Provide an organization chart(s) showing your subordinates and that shows where your position aligns with the department’s management team.
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