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I, the Procurement and& Contracting Officer (PCO) for the Department named below, state my understanding and commitment to the following:


1. Serve as the Agency Officer. Fulfill the agency officer requirement identified in In accordance withPublic Contract Code (PCC) sections 10333(a)(1) and 10351(a)(1),. tThe PCO will provide management support of all IT and non-IT procurement/contracting activities and act as the single point of contact for the DGS/PD on procurement/contracting matters. The PCO shall distribute DGS procurement/contracting directives to appropriate staff and as such is required to subscribe to receive the following (at minimum):
a) Procurement Division Broadcast Bulletins
b) Management Memos and State Administrative Manual Updates
c) Executive Orders
The PCO must also sign up to receive information regarding the PD Customer Forums and the State Contracting Advisory Network.  The PCO should either plan on attending (either in person or through an alternative communication channel) these informational meetings or send staff.   

2. Identification of Procurement and Contracting Staff.  The PCO must develop and maintain a list of all departmental staff with authority to conduct various types of acquisitions execute procurement and contracting transactions. .  The designation of individuals authorized to conduct various types of acquisitions shall be based on the individual’s position, experience, and training (CalPCA certification and workshops). These transactions include competitive bids and awards for goods and services conducted under the department’s purchasing authority and all orders placed against LPA The Purchasing Authority Contacts (PACs) for both IT and non-IT procurement/contracting activities must report directly to the PCO.  Exceptions are rare and granted on a case by case basis by the Supervisor of the DGS/PD Purchasing Authority Unit.contracts.  The PCO will ensure that the procurement and contracting program is properly staffed and that the various roles identified in the SCM are adequately addressed.  The PCO will ensure that a clear separation of duty exists for staff involved in procurement/contracting activities and that these staff are free from conflicts of interest.

3. Training and Certification of Procurement and Contracting Staff.  The PCO will complete and ensure that all procurement and contract staff are trained and 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. The PCO acknowledges that specific workshops and/or web-based training Training will include beginning, intermediate, and advanced instruction on all phases of procurement and contracting, including conducting competitive procurements and the use of LPA contracts.
4. offered by the DGS may be required depending on the types and dollar levels of purchasing authority granted and/or requested.

5. Purchasing Authority Program. The PCO will be accountable and directly responsible for all procurement/contracting activities conducted under the department’s purchasing authority (both non-IT and IT) (previously referred to as the department’s “delegation”), including any internal purchasing authority that is sub-delegated  held byto institutions, centers, offices, associations, etc. within the department.  The PCO will review and approve the department’s Purchasing Authority Application and Purchasing Authority Applicationrequest(s) for changes to purchasing authority (such as requests to increase dollar thresholds) prior to submission to the DGS/PD Purchasing Authority Unit. The PCO is responsible for reporting data to the DGS as required and in accordance with applicable laws, policy, and procedures. The PCO will be responsible for 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.and serve as the department signatory on purchasing program audits, compliance and annual reviews.

6. Purchasing AuthorityProcurement and Contracting GuidelinesLaws, Policy and Procedures.  The PCO will be responsible for ensuring the department’s adherence to and compliance with applicable procurement/contracting laws as well as policy and procedures contained in theThe current State Contracting Manuals (SCM), Volumes 2 and 3, Chapter 1, Administrative Orders, Executive Orders, and PD Broadcast Bulletins, State Administrative Manual (SAM), etc. The PCO shall ensure that the department creates and maintains current internal procurement policy and procedures for both IT and non-IT for use by departmental staff.  These policy and procedures shall be written to comply with PCC 10333 and policy contained in the SCM.  The PCO will be responsible for ensuring compliance with these internal procurement policy and procedures.published on PD’s website identifies the guidelines and policies for purchasing authority.  The PCO will be responsible for ensuring the department’s adherence to and compliance with these guidelines.

7. Purchasing Program Audits, Quality Assurance Reviews, Deficiencies, and Investigations.  The PCO is responsible for quality assurance and will ensure all procurement/ and contracting activities conducted withinby the department fully comply with State law, appropriations, regulations, Eexecutive Oorders, SCM, and other sState and department policies and procedures for any and all IT/non-IT goods and services.  The PCO will ensure that Tany hese documents related to procurement/contracting activities will beare made available for review and inspection by DGS in a timely fashion upon request.  The PCO is responsible forand  providing the department's timely response to any DGS inquiries, deficiencies, and/or audit findings. DGS will conduct random audits, quality assurance reviews or compliance reviews/assessments, and investigations of the department’s procurement and contracting activities, including non-IT services contracts. These random audits, quality assurance  and reviews/assessments, and investigations are in addition to the compliance reviewsaudit conducted by the DGS Office of Audit Services of the department’s purchasing program currently conducted by DGS every three years. The PCO is responsible for ensuring that policies exist for auditing purchasing activities.  The PCO may be required to work with internal auditors to conduct and submit internal audits to the DGS as required.

8. Signature Authority.  The PCO is responsible for approving and maintaining a list of individuals that are authorized to execute contracts.  The designation of individuals authorized to execute contracts (aka “signature authority”) shall be based on the individual’s position, experience, and training (CalPCA certification and workshops). The PCO approval is supplemental to the department’s normal process for delegation of authority.

9. CalCard Program.  The PCO is responsible for their department’s CalCard program and ultimately accountable for acquisitions where CalCard is used as a payment.  The PCO is required to take all necessary steps to ensure that the CalCard Program within their department meets DGS standards including but not limited to designating a CalCard administrator, creating a departmental CalCard manual for use by departmental staff, ensuring that individuals involved in the acquisition and CalCard processes are experienced and trained not only in CalCard procedures but also in procurement/contracting.  Authority to use a CalCard should be based on an individual’s position, experience, and training (CalPCA certification and workshops).

10. 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 executive team.
c) 
Procurement Standards and Purchasing Program Assessment.  The PCO will be responsible for 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.


	
	
	     

	SIGNATURE
	
	DATE

	     
	
	     

	PRINT NAME
	
	AGENCY/BOARD/COMMISSION/DEPARTMENT

	     
	
	     

	WORKING TITLE
	
	CIVIL SERVICE CLASSIFICATION

	
	
	

	DGS USE ONLY

	|_|  Meets Criteria Stated in SCM CLASSIFICATION & 
	
	|_|  Does NOT Meet Criteria Stated in SCM




Page 1 of 2

