


[bookmark: Home]RELEASE OF THE NEW STATE CONTRACTING MANUAL – FI$CAL (SCM – F) 

The Department of General Services, Procurement Division (DGS/PD) is announcing the release of the State Contracting Manual - FI$Cal (SCM-F), effective December 11 2015. 

State agencies that are going live in the new Financial Information System for California (FI$Cal) must use the newly released volume of the SCM for the most current policies and procedures when developing best practices and conducting procurements in the system.  Deferred or exempt agencies may continue to use the guidance in volumes 1, 2 and 3.  FI$Cal users must still use volume 1 for contracting non-IT services.

[bookmark: _GoBack]It is DGS/PD’s responsibility to provide state contracting officials and agency staff with guidelines, policies and procedures in the SCM-F to ensure end-users establish contracts and perform their procurement obligations in conformance with applicable laws and statutes.


HIGHLIGHTS OF CHANGES USERS WILL NOTICE WITH THE NEW SCM-F

· SCM-F contains both IT and non-IT procurement policy and procedures. However, SCM Volume 1 remains the primary source for guidance when conducting non-IT services acquisitions.  An exception to this is when conducting a non-IT services acquisition utilizing a Leveraged Procurement Agreement (LPA); SCM-F would be the primary source for these acquisitions.

· Every chapter now has a Resource Section, which is located at the end of each chapter, where users can go to find links, forms, manuals or websites that are referenced within the chapter. The Resources Section is intended to help with the maintenance of links throughout the manual as well as make it more end-user friendly.

· Terminology – The terms used within the FI$Cal system have been carried over into SCM-F and may be different from what procurement officials are familiar with.

· Approvals – many of the wet signature requirements have been revised to allow for a workflow approval in the system.

· Forms – many of the standard forms procurement officials are familiar with have been eliminated (e.g. the STD. 65 no longer exists but the system will produce a Purchase Order). In other cases, the forms still exist but have to be attached to the procurement as a waiver using a drop down list to select the form that is being uploaded and attached. Additionally, many of the outdated forms that are still in use have been re-evaluated and updated.

· Chapters have been renamed and consolidated.
· Renaming – Chapters were renamed from what users have become familiar with in SCM Volumes 2 and 3. The intent is to have the chapter align more accurately with the content of the chapter.
· Example: “Competitive Solicitations” has been renamed “Competitive Acquisition Methods”. This chapter contains policy on the Fair & Reasonable Acquisition Method, SB Option Acquisition Method, DVBE Option Acquisition Method, Informal and Formal Acquisition Methods.  Some of these methods to not require a solicitation prompting a change to the chapter title.
· Consolidation – Some chapters have been combined.
· Example: Many of the reporting requirements have changed which has reduced the amount of content. It no longer makes sense to have an entire chapter dedicated to reporting requirements, so the information was consolidated and added to the chapter now titled “Post Award Activities,” since reporting occurs after an award is made.
· Eliminated chapters:
Chapter 8 – Purchase Documents
Chapter 10 – Receiving, Inspection, Acceptance Testing and Acceptance or Rejection
Chapter 11 – Contract Administration
Chapter 12 – Reporting Requirements
· The new manual has fewer chapters:
Chapter 1 – Purchasing Authority
Chapter 2 – Procurement Planning
Chapter 3 – Socioeconomic and Environmental Programs
Chapter 4 – Competitive Acquisition Methods
Chapter 5 – Acquisition Methods: Leveraged Procurement Agreements
Chapter 6 – Acquisition Methods: Non-Competitive Bid Approach
Chapter 7 – Protests 
Chapter 8 – Disbursements, Financing and Payment Programs
Chapter 9 – Post Award Activities

[bookmark: Chapter1]CHAPTER 1 – PURCHASING AUTHORITY

· Annual renewals of purchasing authority are no longer required. Instead each department will be subject to an annual review of their purchasing delegation, performed by the Purchasing Authority Unit (PAU). Reviews will not take place at the same time as the audit performed every three years; no reviews will take place during the months of May, June or July.

· Departments will all have one static purchasing authority number for IT and Non-IT. Once departments have purchasing authority, there is no need to change the number every year as policy had dictated in previous years. 

· The  process for requesting changes to a department’s purchasing authority, as well as approvals, will all take place within the FI$Cal system.

· The system has “hard-stops” preventing buyers from executing purchases that exceed their delegated purchasing authority dollar thresholds.

· Departments may request changes to their Purchasing Authority by submitting a Purchasing Authority Change Request (PACR) to the PAU for review. The PACR replaces the Purchasing Authority Increase Request (PAIR), the Leveraged Procurement Agreement Exemption Request (LPAER) and the Master Agreement Exemption Request (MAER) and the Software License Program (SLP) Exemption form.

· Departments will be issued “Authorization Codes” from the PAU when requests to exceed delegated thresholds are approved.

· Dollar thresholds identified throughout the SCM are MAXIMUMS and include sales and use tax, finance charges, postage, and handling charges.

· Users have specific roles within the system allowing them to do, or NOT to perform a function. All activities are role driven based on the permissions each role has assigned to it.

· Procurement officials will notice the number of acquisition methods available have increased. This is due to further categorizing the procurement for each transaction and provide for the enforcement of thresholds within the FI$Cal system. 
· Example: Fair and Reasonable was not previously listed as a procurement method. However, it is a method that must be less than $5,000 and by listing it separately, the system is able to enforce the dollar threshold.
· Also – now the Small Business (SB) Option and Disabled Veteran Business Enterprise (DVBE) Option are listed separately, enabling departments to run reports and gain accurate information as to whether the procurement was with a SB or a DVBE, rather than listing it as SB/DVBE Option.




[bookmark: Chapter2]CHAPTER 2 – PROCUREMENT PLANNING

· Several topics from other chapters were relocated here, as it was more suitable. 
· Examples: Limited to Brand and Special Category Request using the Non-Competitive Bid Approach are both pre-procurement considerations requiring approval before the procurement.
· Pre-approvals from the Transportation Management Unit are required when using certain types of shipping or freight.
· Pre-approvals from the Office of Fleet and Asset Management are required when a department is looking to purchase mobile equipment.

· Removed all references to a Feasibility Study Report (FSR) and refer users to adhere to California Department of Technology (CDT) policy.

· Expanded on Ineligible Businesses and the implications for a buyer.

· A Purchase Estimate (STD 66) is now referred to as a Purchase Requisition and no longer requires a hardcopy to be sent to DGS. The Requisition will electronically workflow through FI$Cal to the appropriate approvers and provide a historic approval trail.


[bookmark: Chapter3]CHAPTER 3 – SOCIOECONOMIC AND ENVIRONMENTAL PROGRAMS

· Businesses applying for  California certified Small Business (SB) status or Disabled Veteran Business Enterprise (DVBE) status are able to apply within the FI$Cal System and DGS Office of Small Business & Disabled Veteran Business Enterprise Services (OSDS) processes the application within the system and in “real time”.

· Added significant information pertaining to Environmentally Preferable Purchasing (EPP), and State Agency Buy Recycled Campaign (SABRC).

· EPP and SABRC data is captured and tracked within the system



[bookmark: Chapter4]CHAPTER 4 – ACQUISITION METHODS: COMPETITIVE ACQUISITION METHODS

· Renamed from “Competitive Solicitations” 

· Separated content into policy and procedures affecting all open competitions and then divided the remaining content into “informal” and “formal” solicitations to simplify the information for procurement officials.

· Advertising in the California State Contracts Register (CSCR) now occurs in the FI$Cal system. Buyers will be able to process the requisition, solicitation, advertising (when required) and complete the contract all within the same system.

· Once a “BIDDER” (someone that wants to do business with the state) becomes a “VENDOR” (someone that has been awarded a contract with the state) the STD. 204, Payee Data Record is stored in the Vendor Management File within the FI$Cal system, therefore departments do not need to obtain a new STD. 204 for each procurement.

· When buyers are processing the evaluation and selection criteria, they will be able to run an export analysis and tabulation tool.






[bookmark: Chapter5]CHAPTER 5 – ACQUISITION METHODS: LEVERAGED PROCUREMENT AGREEMENTS

· Moved from Chapter 6 

· Separated content into policy and procedures that impacts all open competitions and then divided the remaining content into “informal” and “formal” to simplify the information for procurement officials.

· LPAs are being pre-loaded into the FI$Cal system for users to select during the procurement process. This will enable buyers to select items directly from the LPA master items list and populate the Contract.

· LPA numbering methodology is changing and will be populated by the FI$Cal system. Users may search in the system for specific LPA categories or products. Additionally, the system automatically populates the LPA contract number on the Purchase Document.

· Departments are able to request increases to LPAs by following the processes outlined in the LPA and Purchasing Authority Chapters.

· The FI$Cal system can track SB and DVBE sub-contracting participation once the information is entered by the buyer.


[bookmark: Chapter6]CHAPTER 6 – ACQUISITION METHODS: NON-COMPETITIVE BID APPROACH

· Moved from Chapter 5 

· Added the Interagency Agreement information to this chapter (previously under “Chapter 8 - Purchase Documents”) 

· Language shift from “Signature Authority” to “Approval Authority” since pre-procurement documents, requisitions and POs can all be routed electronically. The system tracks the approval workflow so users can easily identify who has approved the event.

· Once a department’s NCB Justification has been approved by DGS/PD, the department may execute the NCB Contract up to the approved dollar amount as indicated on the department’s Purchasing Authority approval letter.

· Most departments have a delegated Purchasing Authority dollar threshold of $1million for IT Interagency Agreements.


[bookmark: Chapter7]CHAPTER 7 – PROTESTS

· Moved “disputes” to Chapter 9 – Post Award Activities

· Protests are handled in the system

· Clarifications of the restricted use of the Alternative Protest Process

· Clarifications of oversight roles (DGS and Department of Technology)


[bookmark: Chapter8]CHAPTER 8 – DISBURSEMENTS, FINANCING AND PAYMENT PROGRAMS

· Renumbered from Chapter 9

· Invoice disputes all happen within the system.

· CAL-Card reconciliation occurs within the system.


[bookmark: Chapter9]CHAPTER 9 – POST AWARD ACTIVITIES

· New Chapter – moved several items from other chapters (including purchase documents, receiving, disputes, contract administration, reporting requirements, etc.) focusing on things a buyer must do once an award has been made.

· State standard forms are not used in the system and therefore are not referenced on documents that are produced by the system.

· The FI$Cal system auto-generates Purchase Order (PO) Numbers.

· Contract and PO approvals happen through workflow in the system.

· Although the STD. 215 does not exist within the FI$Cal System, a report containing the same information will be available.

· Stock receiving is logged and tracked in the system, based on user roles.

· When the need arises to return a good to a supplier, departments will process a Return to Vendor (RTV) transaction in the FI$Cal System. The system will print a RTV label for the buyer to return the product.

· Invoice disputes are processed within the system.

· Acquisition Reporting - departments that are transacting in FI$Cal will not have to enter contracting and purchasing information in the State Contract and Procurement Registration System (SCPRS) module as FI$Cal will automatically capture the information, regardless of dollar value and acquisition method. Non-FI$Cal departments will still have to enter their transactions in the FI$Cal system.

· Annual Contracting Activity Report - FI$Cal will capture SB/DVBE contract award data and each department will be able to run reports as frequently as they want to ensure they are in line with their goals.

· Reporting Data is captured in the FI$Cal System for the:
· Late Payment Penalty Report (to DGS)
· Contract Award Report (to DFEH)
· Report of Independent Contractor(s) (to EDD)
· State Agency Recycled Campaign Procurement Report (SABRC) and Environmentally Preferable Purchasing Report (EPP) (to CalRecycle) 
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