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State Contracting Manual, Volume 3
Contents Overview
This document provides a detailed list of what information is contained in State Contracting Manual (SCM), Volume 3 (Vol. 3), chapters without having to open each chapter.  No page numbers are provided, however, the chapter number (with the exception of the Chapter Introduction, which is the letter I), section letter and/or topic number and item number are provided. 
Examples: 

· 3.A1.1 (3 is the chapter number, A is the section letter, 1 is the topic number and 1 is the item number)

· 4.B2.2 (4 is the chapter number, B is the section letter, 2 is the topic number and 2 is the item number)  
The SCM Vol. 3 consists of a chapter introduction and eight chapters.  Each chapter has a table of contents unique to the individual chapter.  (Note:  This document was created using Word.  Make sure the Web Bar is on [right click above on the bar that has File/Edit/View, etc. and click on Web].  The Web bar has ”Back” and “Forward” arrows that enables the reader to move from the page, document, or website accessed back to the previous page.) 

Click here for contents of Chapter Introduction (page 2)
Click here for contents of Chapter 1 – Acquisition Planning (pages 3-5)
Click here for contents of Chapter 2 - Socioeconomic and Environmental Programs (pages 6-8)
Click here for contents of Chapter 3 - Competitive Solicitations (pages 9-11)
Click here for contents of Chapter 4 - Non Competitively Bid (NCB) Contracts (page 12)
Click here for contents of Chapter 5 - Leveraged Procurement Agreements (pages 13-16)
Click here for contents of Chapter 6 - Protest and Post Award Disputes (pages 17-18)
Click here for contents of Chapter 7 - Purchase Documents (pages 19-20)
Click here for contents of Chapter 8 - Disbursements, Financing and Payment Programs (pages 21-22)
Chapter Introduction

Topic 1 -Overview


I.1.0
Introduction

I.1.1
Definition of IT


I.1.2
Purpose of this Manual


I.1.3
Scope of this Manual

I.1.4
Other Volumes of the SCM


I.1.5
Chapter Table of Contents


I.1.6
Guide to Usage


I.1.7
Navigating Within the Manual and to Other Documents or Web Sites

I.1.8
Availability of the Manual

I.1.8.1
Role of the PCO


I.1.8.2
Role of the PAC


I.1.8.3
Role of the Department’s Small Business Advocate

I.1.9
Revisions to SCM Vol. 3


I.1.10
Statutory, Regulatory, Policy and Procedural Requirements

I.1.11
Additional Reference Material


I.1.11.1
List of Acronyms in this Manual


I.1.12
Resource Directory

Chapter 1 – Acquisition Planning
Section A – Getting Started
Topic 1 – The Buyer’s Role

1.A1.0
Fiduciary Responsibility

1.A1.1
Responsibility over Public Funds

1.A1.2
Watchdog
Topic 2 – Gifts and Gratuities

1.A2.0
Accepting Gifts and Gratuities

1.AE.1
Consider the Consequences

1.A2.2
Avoid Making a Gift of Public Funds


1.A2.3
Examples of Gifts of Public Funds


1.A2.4
Examples of an Acceptable Use of Public Funds


1.A2.5
Accepting Free or Loaner Equipment from Suppliers


1.A2.6
Consider Before Accepting

Section B – Formulating the Acquisition Approach

Topic 1 – Classifying the Purchase


1.B1.0
Importance of Property Classifying Purchases


1.B1.1
Purchase Classification


1.B1.2
Determine the Main Purpose


1.B1.3
Example


1.B1.4
Non-IT vs. IT


1.B1.5
Distinguishing IT Goods from IT Services

 
1.B1.6
Example of IT Goods vs. IT Services


1.B1.7
Help for Classifying Purchases

Topic 2 – Understanding Information Technology Goods and Services


1.B2.0
Defining an IT Procurement

1.B2.1
IT Equipment Examples


1.B2.2
IT Supplies


1.B2.3
IT Goods Not Considered Supplies


1.B2.4
IT Services

Topic 3 – Acquisition Planning


1.B3.0
Start Planning Early


1.B3.1
Initial Review

1.B3.2
Legal Participation


1.B3.3 
Acquisition Approach to Meet Needs


1.B3.4
Specifications Development


1.B3.5
Specifications Development Assistance

Topic 4 – Other Considerations Affecting the Planning Process


1.B4.0
Promotional Materials


1.B4.1
Requests for Reasonable Accommodation Purchases


1.B4.2
Installation of Physical Layer Cable


1.B4.3
Contracted Services

Chapter 1 – Acquisition Planning (continued)

Section B – Formulating the Acquisition Approach (continued)

Topic 4 – Other Considerations Affecting the Planning Process


1.B4.4
Leasing Equipment


1.B4.5
Cost Analysis – Lease vs. Purchase


1.B4.6
Purchase Option Credits


1.B4.7
Lease Purchase Financing


1.B4.8
Extensions or Renewals of IT Activity Contract


1.B4.9
Shipping Charges

Topic 5 – Statement of Work 

1.B5.0
Determining the Need for a Statement of Work


1.B5.1
What to Include in a Statement of Work
Topic 6 – Requirements Specific to IT Goods and Services


1.B6.0
New Equipment


1.B6.1
Productive Use Requirements


1.B6.2
Consulting Services in Feasibility Studies and IT


1.B6.2.1
Exclusion for Conflict of Interest


1.B6.2.2
Follow-on Contracts Prohibited


1.B6.2.2.1
Analysis of Potential Follow-on Issues


1.B6.2.2.2
Consider Potential Contracting Opportunities


1.B6.2.2.3
Advice Process


1.B6.2.3
Disclosure of Financial Interests


1.B6.3
IT Equipment Maintenance Policies

Topic 7 – Desktop and Mobile Computing Purchases

1.B7.0
Requirements


1.B7.1
Allowed Purchases


1.B7.2
Excluded Purchases


1.B7.3
File Documentation

Topic 8 – Emergency Purchases


1.B8.0
Definition


1.B8.1
Required Documentation


1.B8.2
Responding to a Natural Disaster


1.B8.3
Emergency Purchase Not in Response to a Natural Disaster


1.B8.4
NCA Form


1.B8.5
Examples of IT Emergency Purchase

Section C – Pre-Procurement Reviews and Approvals

Topic 1 – Surplus Property Program


1.C1.1
Transfer and Disposal Requirements – IT Equipment


1.C1.2
Transfer and Disposal Requirements – IT Supplies


1.C1.3
Contact Information


1.C1.4
Electronic Surplus Property System

Chapter 1, Section C – Pre-Procurement Reviews and Approvals (continued)

Topic 2 – Community-based Rehabilitation Program (CRP)


1.C2.0
Purchases from Community-Based Rehabilitation Programs


1.C2.1
Network of Community Rehabilitation Programs

Topic 3 – Information Technology


1.C3.0
DOF Approval of IT Activities


1.C3.1
Project Approval


1.C3.2
DOF Review of Procurement Documents


1.C3.3
DGS Telecommunications Division (DGS/TD) Approvals


1.C3.4
Department of Technology Services (DTS), Statewide Telecommunications



and Network Division (STND), Contracts


1.C3.5
Personal Communications Device (PCD)


1.C3.6
Desktop and Mobile Equipment

Topic 4 – Information Technology Procurement Plan


1.C4.0
Information Technology Procurement Plan (ITPP)


1.C4.1
Department Interface with PD

1.C4.2
ITPP Use


1.C4.3
ITPP Template


1.C4.4
Required Documentation

1.C4.5
Submission of ITPP


1.C4.6
Cover Letter

1.C4.7
ITPP Approval


1.C4.8
Information Availability

Topic 5 – Certificate of Compliance with State IT Policies


1.C5.0
Certification of Compliance with State IT Policies


1.C5.1
When Certification is Not Required


1.C5.2
Under $100,000 Documentation Required

Topic 6 – Additional Pre-Procurement Reviews and Approvals


1.C6.0
State Personnel Board (SPB)


1.C6.1
Records Management Requirements


1.C6.2
NCB Requirements

Topic 7 – Purchase Requisition


1.C7.0
General Use of the Purchase Estimate (STD. 66)


1.C7.1
STD. 66 Instructions


1.C7.2
Where to Send the STD. 66


1.C7.3
Amendments
Chapter 2 – Socioeconomic and Environmental Programs

Section A – Americans with Disability Act


2.A1.0
Americans with Disability Act (ADA)


2.A1.1
Provide Reasonable Accommodation


2.A1.2
DGS/PD Assistance Available


2.A1.3
Contact Numbers for TTY/TDD and California Relay Service

Section B – Small Business and Disabled Veteran Business Enterprise Contracting Opportunities

Topic 1 – Statewide Participation


2.B1.0
Annual Statewide Participation Goals


2.B1.1
SB/DVBE Advocate


2.B1.2
Available Acquisition Approaches to Achieve Goals

2.B1.3
SB/DVBE Option


2.B1.4
Verify Certification Status

Topic 2 – Commercially Useful Function (CUF)

2.B2.0
Authority


2.B2.1
Definition of CUF


2.B2.2
CUF Compliance


2.B2.3
Reporting Requirements


2.B2.4
Contact DGS/PD’s OSDS

Section C – Disabled Veteran Business Enterprise Program

Topic 1 – Requirements


2.C1.0
Competitive Solicitations and DVBE Requirement


2.C1.1
Meeting DVBE Program Requirements


2.C1.2
Advertising and the Good Faith Effort

Topic 2 – Broker/Agency Status for DVBE


2.C1.0
Broker/Agent Status for DVBE


2.C1.1
Definition of Broker/Agency and Equipment Broker


2.C1.2
Impacted DVBEs


2.C1.3
Purchase Document Submission


2.C1.4
Solicitation Language


2.C1.5
Completing the Declaration


2.C1.6
Declaration Information


2.C1.7
When Participation Cannot be Counted


2.C1.8
Notify OSDS


2.C1.9
OSDS Role


2.C1.10
Consequences


2.C1.11
DVBE Responsibility
Chapter 2 – Socioeconomic and Environmental Programs (continued)
Section C – Disabled Veteran Business Enterprise Program (continued)
Topic 3 – DVBE Incentive


2.C3.0
Authority


2.C3.1
Definition of DVBE Incentive


2.C3.2
Applicability


2.C3.3
Incentive vs. Preference


2.C3.4
Incentive vs. Percentages


2.C3.5
Bidder Declaration

Topic 4 – Applying the DVBE Incentive for Low Cost Awards


2.C4.0
When the DVBE Incentive is Calculated for Low Cost


2.C4.1
Maximum Incentive Allowed for Low Cost Awards
. 
2.C4.2
Calculating the Incentive


2.C4.3
Examples for Award Using Low Cost Methodology

Topic 5 – Applying DVBE Incentive for High Point Awards


2.C5.0
Applying DVBE Incentive for High Point Awards


2.C5.1
Points


2.C5.2
DVBE Point Scale


2.C5.3
Solicitation Creation Example


2.C5.4
Evaluation Example


2.C5.5
Example – High Point Award


2.C5.6
No Administrative Points


2.C5.7
Tie Between Suppliers Claiming Incentive

Section D – Small Business Preference and Competitive Solicitations


2.D.0
Preference Amount


2.D.1
Applying the Preference


2.D.1.1
Example – Award Based on Low Price


2.D.1.2
Example – Award Based on High Point


2.D.2
Maximum Preference Allowed for Low Cost Awards

2.D.3
Tie Between Suppliers Claiming Incentive


2.D.4
SB Reporting

Section E – Non-Small Business Subcontractor Preference and Competitive Solicitations


2.E.0
Preference Amount


2.E.1
Documenting the Commitment


2.E.2
Required Solicitation Language


2.E.3
Applying the Preference


2.E.3.1
Example – Award based on Low Price


2.E.3.2
Example – Award based on High Point Awards


2.E.4
Ties Between Suppliers Claiming Preferences


2.E.5
Maximum Preference Allowed for Low Price Awards


2.E.6
SB Reporting

Section F – Small Business/Nonprofit Veteran Service Agencies and Competitive Solicitations


2.F.0
Preference Amount


2.F.1
Eligibility


2.F.2
Verifying Certification Status

2.F.3
Applying the Preference for Awards Based on Low Price


2.F.3.1
Example


2.F.4
SB/DVBE Option


2.F.5
Notification of Ineligibility


2.F.6
SB/NVSA Reporting
Section G – Competitive Solicitation Preference Programs – TACPA/EZA/LAMBRA


2.G.0
TACPA, EZA and LAMBRA Preferences


2.G.1
Program Descriptions


2.G.2
TACPA/EZA/LAMBRA Solicitation Language


2.G.3
Maximum Preference Allowed for Low Price Awards


2.G.4
Sample Participation Worksheet


2.G.5
Preference Program Contact and Information

Section H – Buy Recycle Program


2.H.0
Using Recycled Content Products


2.H.1
Consider Recycled Products


2.H.2
Recycle Preference

2.H.3
Encourage use of Recycled Tires


2.H.4
Supplier Certification


2.H.5
Preference Evaluation


2.H.6
Preference Calculation


2.H.7
Tie Bids


2.H.8
Reportable Purchases


2.H.9
Recycled Product Reporting

Section I – Environmentally Preferable Purchasing (aka:  Sustainability or Buy Green)


2.I.0
Definition


2.I.1
Requirements


2.I.2
Technical Requirements in Solicitations


2.I.3
No FEMP Recommended Standard


2.I.4
IT Equipment Energy Star® Examples


2.I.5
EPP Manual

Chapter 3 - Competitive Solicitations
Section A - The Basics of Competition

Topic 1 – General Requirements


3.A1.0
Per Transaction Thresholds


3.A1.1  
Confidentiality of Information


3.A1.2
Who Should Sign Confidentiality Statements


3.A1.3
Confidentiality of Data Made Available to the Contractor


3.A1.4  
Mailing Lists


3.A1.5  
Request for Interest (RFI)


3.A1.6  
Purpose of the RFI


3.A1.7  
RFI Components


3.A1.8  
Limited Supplier or Product Sources

Topic 2 – Advertising Requirements


3.A2.0  
California State Contracts Register


3.A2.1  
When Advertising is Required


3.A2.2  
Publish Date vs. Solicitation Release Date


3.A2.3  
Publish Date vs. Bid or Proposal Due Date


3.A2.4  
SB/DVBE Option


3.A2.5  
Contract Advertising Exemption


3.A2.6  
Additional Exemptions by Statute or Policy

Section B – The Solicitation
Topic 1 – Solicitation Approaches


3.B1.0  
Informal vs. Formal


3.B1.1  
Phone Quotes


3.B1.2  
Written Solicitations


3.B1.3  
Supplier Signatures

Topic 2 – Developing the Competitive Solicitation


3.B2.0  
Solicitations Should be Clear, Concise and Consistent


3.B2.1  
Avoid Writing Restrictive Requirements


3.B2.2  
Common Elements of Written Solicitations


3.B2.3  
Key Action Dates for IT Solicitations


3.B2.4  
Faxing Bid Responses


3.B2.5  
Preference Programs


3.B2.6  
DVBE Participation


3.B2.7  
SB Participation


3.B2.8  
Obtaining Samples


3.B2.9  
Clarifications or Changes to a Solicitation (Addenda)

Topic 3 – Request for Quotation for IT Solicitations


3.B3.0  
Request for Quote (RFQ) – IT Specific


3.B3.1  
RFQ Solicitation Formats


3.B3.2  
Required Language


3.B3.3  
Elements of the RFQ Solicitation


3.B3.4  
Documenting the Results


3.B3.5 
Contract Award

Chapter 3 – Competitive Solicitations (continued)
Section B – The Solicitation (continued)

Topic 4 – Invitation for Bid for IT Solicitations


3.B4.0 
Invitation for Bid (IFB)


3.B4.1  
Two IFB Formats


3.B4.2  
Elements of the IFB Solicitation


3.B4.3  
Allows for Phased Approach


3.B4.4  
Contract Award


3.B4.5  
Evaluation and Selection Team Procedures


3.B4.6  
Evaluation and Selection Report

Topic 5 – Request for Proposal for IT Solicitations


3.B5.0  
Request for Proposal (RFP) 

3.B5.1  
Elements of the RFP Solicitation


3.B5.2  
Phased Approach


3.B5.3 
Changes to RFP Rules and Requirements


3.B5.4
Documentation of Project Information Pertinent to Creation of an RFP


3.B5.5
Availability of Pertinent RFP Project Information


3.B5.6
DGS/Office of Legal Services (OLS) Review of RFPs


3.B5.7  
Contract Award


3.B5.8 
Evaluation and Selection Team Procedures


3.B5.9  
Evaluation and Selection Report

Topic 6 – Alternative Procurements


3.B6.0 
Alternative Procurements

Topic 7 – SB/DVBE Option


3.B7.0 
SB/DVBE Option


3.B7.1 
Using the SB/DVBE Option

Topic 8 – Bidder Instructions and Required Contract Language


3.B8.0  
Bidder Instructions


3.B8.1 
General Provisions


3.B8.2 
Required Clauses for Transactions Less than $5,000 and Supplier’s Written Acceptance


3.B8.3  
IT Contract Modules


3.B8.4  
IT Goods and Services Solicitations Exceeding $500,000


3.B8.5  
Obtaining  Seller’s Permit

Section C - Rules for Achieving Competition

Topic 1 – Dollar Thresholds


3.C1.0  
Transactions under $5,000


3.C1.1  
IT Goods and Services Transactions Valued from $5,000 to $100,000


3.C1.2  
IT Goods and Services Transactions Valued from $100,000.01 to $500,000

Topic 2 – How to Determine Fair and Reasonable Pricing


3.C2.0  
Techniques


3.C2.1  
Compare Identical Situations
Chapter 3 – Competitive Solicitations (continued)

Section D - Supplier Selection

Topic 1 – Supplier Selection Basics


3.D1.0  
Evaluator’s Responsibility


3.D1.1  
Bid/Quote Evaluations for Phone Quotes and RFQs


3.D1.2  
IFB/RFP Evaluation Documentation


3.D1.3  
Evaluation Criteria Revisions


3.D1.4  
Fair and Reasonable Evaluation


3.D1.5
Negotiation


3.D1.6  
Public Record


3.D1.7  
Bid Response/Award Availability

Topic 2 – Determining Responsive Bid and Responsible Bidder


3.D2.0  
Responsive and Responsible Definition


3.D2.1  
Determining Effective Competition


3.D2.2  
No Responsive Bids Received from Responsible Bidders


3.D2.3  
Multiple Bids Received, Only One Responsive Bid from Responsible Bidder


3.D2.4  
Non-participation Due to Concerns with Bid Specifications

Topic 3 - Ineligible Businesses


3.D3.0
Authority


3.D3.1
Ineligible Businesses


3.D3.2
CIWMB Web Site


3.D3.3
Check for Ineligible Businesses


3.D3.4
Document the File

Topic 4 – Material Deviations


3.D4.0  
Wording That Indicates a Requirement or Condition


3.D4.1  
Wording That Indicates Desirable Attributes and Conditions


3.D4.2  
State Options


3.D4.3  
Determining Responsiveness


3.D4.4  
Waiving Mandatory Requirements is Prohibited


3.D4.5  
Examples of Deviation Types

Topic 5 – Evaluation and Award


3.D5.0  
Bid Submissions


3.D5.1  
Submission of Fax Bids


3.D5.2  
Procurement Summary Document


3.D5.3  
Intent to Award


3.D5.4  
Sample Language for Letter of Intent to Award

Topic 6 – Evaluation and Award Specific to IT Value Effective Evaluations


3.D6.0  
Value Effective Acquisitions


3.D6.1  
Two-envelope Evaluation Procedure


3.D6.2  
Purpose of the Cost Proposal Certificate


3.D6.3  
Sample Language for Cost Proposal Certificate
Chapter 4 – Non-Competitively Bid (NCB) Contracts
Topic 1 – Non-Competitive Bid (NCB) Contracts


4.1.0
NCB Contracting


4.1.1
Emergency Purchases


4.1.2
NCB Contract Justification Request Form and Purchase Documents


4.1.3
$25,000 Maximum


4.1.4
Less than $5,000


4.1.5
NCB Contract Justification Methods


4.1.6
NCB Justification Documents


4.1.7
Signature Authority


4.1.8
File Documentation


4.1.9
Reporting Requirements

Topic 2 – NCB Contract Justification Process

4.2.0
When NCB Contract Justification Process Applies


4.2.2
When an Amendment Does Not Require an NCB


4.2.3
NCB Contract Justification Process


4.2.4
NCB Denied

Topic 3 – Proprietary Software Purchases


4.3.0
Existing Proprietary Software Maintenance/Upgrade Renewal Contracts


4.3.1
New Proprietary Software


4.3.3
Cost Reasonable Documentation

Topic 4 – Purchases Exempt from the NCB Contract Process


4.4.0
Purchases Exempt by Statute or Policy


4.4.1
Supporting Statement


4.4.2
Cost Reasonableness

Topic 5 – Procurement Approach for Exempt and NCB Contract Activities


4.5.0
Obtaining Pricing


4.5.1
Creating a Solicitation


4.5.2
Supplier Contracts and Forms


4.5.3
Signing Suppliers’ Software Licenses is Prohibited
Chapter 5 – Leveraged Procurement Agreements
Section A – Leverage Procurement Agreement (LPA) General Usage

Topic 1 – The LPA Process

5.A1.0
Categories and Dollar Thresholds


5.A1.1
Exemptions From Dollar Thresholds


5.A1.2
Where to Find LPA Information


5.A1.3
What LPAs Offer


5.A1.4
What is Required to Use LPAs


5.A1.5
Applicable Codes, Policies and Procedures


5.A1.6
Administrative Fees


5.A1.7
Reporting Requirements

Topic 2 – LPA Basics


5.A2.0
LPA Contract Prices


5.A2.1
Why Copy of the LPA Contract Being Used is Necessary


5.A2.2
Standard Purchase Document


5.A2.3
LPA Contract Provisions


5.A2.4
Mixing LPAs


5.A2.5
SB and DVBE Consideration


5.A2.6
SB and DVBE Sub-Contracting Participation Tracking


5.A2.7
SB and DVBE Verification


5.A2.8
CAL-Card Usage


5.A2.9
Disputes

Topic 3 – Achieving Best Value Using LPAs


5.A3.0
Seeking Multiple Offers


5.A3.1
Choose Your Words Carefully


5.A3.2
Best Value


5.A3.3
Possible Criteria


5.A3.4
Supplier Selection Using Best Value


5.A3.5
Conduct a Supplier Comparison


5.A3.6
Fewer than 3 Offers


5.A3.7
Contacting More Than 3 Suppliers


5.A3.8
Only One Source Known
Topic 4 – Documenting the Results of an LPA Offer


5.A4.0
Documenting the Results


5.A4.1
LPA File Documentation


5.A4.2
Location of the Entire Contract

Topic 5 – Amending an LPA Purchase Document

5.A5.0
Amendments for IT Goods and Services


5.A5.1
Original Transaction Valued Less than $5,000
Chapter 5 – Leveraged Procurement Agreements (continued)

Section B – California Multiple Award Schedule (CMAS)
Topic 1 – CMAS Basics

5.B1.0
Products and Services


5.B1.1
Contract Price is Maximum


5.B1.2
Which Contractor/Reseller to Use


5.B1.3
Resource Guide


5.B1.4
Dollar Thresholds

Topic 2 – Achieving Best Value Using CMAS

5.B2.0
Make a Valid Attempt to Seek Offers


5.B2.1
RFO Template


5.B2.2
Documenting the Results


5.B2.3
Contacting More Than 3 Suppliers


5.B2.4
Only One Source Known


5.B2.5
Purchases Less Than $5,000


5.B2.6
CMAS Purchases $5,000 - $500,000


5.B2.7
Requirements for IT Transactions Valued Over $250,000


5.B2.8
Amendments – IT Goods and Services

Topic 3 – Not Specifically Priced Items (NSP)


5.B3.0
Open Market, Incidental, and Non-Contract Items


5.B3.1
Non-Contract Products and Services That are Subordinate and Peripheral


5.B3.2
Dollar Limits


5.B3.3
NSP Not Available


5.B3.4
Manufacturer Authorization Required


5.B3.5
Clearly Identify NSP


5.B3.6
Items Specifically Excluded

Topic 4 – Executing CMAS Purchase Documents


5.B4.0
Purchase Order Form


5.B4.1
Recording the CMAS Number on the Purchase Document


5.B4.2
Multiple Contracts on One Purchase Document


5.B4.3
Send Copy of Purchase Document to the DGS/PD

Section C – Software Licensing Program (SLP)
Topic 1 – Software License Program Basics

5.C1.0
When to Use SLP Contracts

5.C1.1
What is Required to Use SLP Contracts


5.C1.2
List of SLP Contractors


5.C1.3
Contract Price is Maximum


5.C1.4
SLP Amendments


5.C1.5
Requirements for SLP Transactions Over $250,000

Chapter 5 – Leveraged Procurement Agreements (continued)

Section D – Statewide Contracts

Topic 1 – Statewide Contract (SC) Basics


5.D1.0
SC Limitations


5.D1.1
Contract Price is Maximum


5.D1.2
When to Use SCs


5.D1.3
What is Required to Use SCs


5.D1.4
Purchase Document

Topic 2 – Strategically Sourced (SS) Statewide Contracts

5.D2.0
Establishment of Strategically Sourced (SS) SCs

5.D2.1
Distinguishing SS Contracts


5.D2.2
Requirements


5.D2.3
Exemptions


5.D2.4
SS/SC Availability

Section E – Master Agreements (MAs)
Topic 1 – Master Agreement (MA) Basics

5.E1.0
Review the MA

5.E1.1
What is Required to Use an MA


5.E1.2
User Instructions


5.E1.3
Exemption from the Dollar Threshold

Topic 2 – Achieving Best Value Using MA

5.E2.0
Valid Attempt to Seek Offers

5.E2.1
Minimum RFO Requirements


5.E2.2
Documenting the Results


5.E2.3
Contacting More than 3 Suppliers


5.E2.4
Only One Source Known


5.E2.5
Purchases Less than $5,000


5.E2.6
NCA Required for Transactions over $250,000


5.E2.7
Transactions over $500,000


5.E2.8
Amendments Specific to IT

Topic 3 – Western State Contracting Alliance (WSCA)

5.E3.0
Authority to Use WSCA Multi-State Contracts


5.E3.1
What WSCA Includes


5.E3.2
How to Use WSCA


5.E3.3
Pricing is Maximum


5.E3.4
WSCA Contract Numbers


5.E3.5
Amendments


5.E3.6
Orders over $250,000

5.E3.7
Orders over $500,000

Chapter 5 – Leveraged Procurement Agreements (continued)

Section E – Master Agreements (MAs) (continued)
Topic 4 – California Integrated Information Network (CIIN)

5.E4.0
Consolidating Services

5.E4.1
Required Use of DTS/STND Contracts


5.E4.2
Use of LPAs for Telecom Equipment Purchases
Chapter 6 – Protest and Post Award Disputes

Topic 1 – Protest Basics

6.1.0
Definition


6.1.1
Protest Statutes


6.1.2
Authority and Role over Protests


6.1.3
Ability to Award During a Protest


6.1.4
Dispute Resolution Unit (DRU)


6.1.5
Protest Provisions in Standard Solicitation Language


6.1.6
Solicitation Identifies Key Action Dates

Topic 2 – Initial Protests – IT Goods and Services

6.2.0
Terminology


6.2.1
Who Can File and When to File an Initial Protest


6.2.2
Handling an Initial Protest (also known as a protest of requirements)


6.2.3
Adjustment of Bid Due Date May Be Required

Topic 3 – Traditional Protests of Proposed Award

6.3.0
Definition


6.3.1
Who Can File Traditional Protests of Proposed Award and When


6.3.2
Handling a Protest of Proposed Award

Topic 4 – Alternative Protest Process

6.4.0
Background

6.4.1
Procurements Eligible for Participation


6.4.2
Request Requirements


6.4.3
Notice of Intent to Award Contract


6.4.4
Notice of Intent to Protest; Service List


6.4.5
Filing a Protest


6.4.6
Grounds for Protest


6.4.7
Detailed Written Statement of Protest


6.4.8
Review by Coordinator

6.4.9
Review and Response by Contracting Department and Proposed Awardee

6.4.10
Bond Requirement


6.4.11
Arbitration Process


6.4.12
Selection of Arbitrator


6.4.13
Authority of Arbitrator


6.4.14
Decision Based in Whole or in Part on Documents Alone


6.4.15
Prehearing Conference


6.4.16
Scheduling the Hearing


6.4.17
Discovery


6.4.18
Attendance at Hearings


6.4.19
Arbitrator’s Decision


6.4.20
Costs


6.4.21
Judicial Review


6.4.22
Transcripts

Chapter 6 – Protest and Post Award Disputes (continued)

Topic 5 – Post Award Disputes

6.5.0
Definition


6.5.1
Occurrences


6.5.2
Buyer Responsibility


6.5.3
Dispute Provisions


6.5.4
Deal in Good Faith


6.5.5
Resolving Disputes

Chapter 7 – Purchase Documents
Topic 1 – State Contract and Procurement Registration System (SCPRS)

7.1.0
Purpose of SCPRS


7.1.1
Register Purchases Valued Over $5,000


7.1.2
Recording the SCPRS Number


7.1.3
Registering Responsibilities


7.1.4
Amendments Must Be Registered


7.1.5
SCPRS Internet Site

Topic 2 – Common Practices for Creating Purchase Documents

7.2.0
Standard Purchase Documents


7.2.1
LPA Purchase Documents


7.2.2
Signature Requirements


7.2.3
Handwritten Changes are Discouraged


7.2.4
Purchase Order/Estimate Change Request (STD. 96)


7.2.5
Executing Purchase Documents


7.2.6
Receiving Goods and Services

Topic 3 – Purchasing Authority Purchase Order (STD. 65)

7.3.0
General Use of STD. 65/65a


7.3.1
Attachments to STD. 65


7.3.2
STD. 65 Instructions


7.3.3
CAL-Card® Transactions


7.3.4
Where to Send the “Procurement Division copy” of the STD. 65


7.3.5
Purchasing Authority Requirements Related to the STD. 65

Topic 4 – Items Requiring Special Attention When Executing Purchase Orders

7.4.0
“Bill to” or “Charge to” Address


7.4.1
“Ship to” Address


7.4.2
Ground Transportation


7.4.3
Procurement Method on STD. 65


7.4.4
Avoid Price Bundling

Topic 5 – Transportation Management Unit (TMU)

7.5.0
Transportation Management Unit (TMU)


7.5.1
Free on Board (F.O.B)


7.5.2
When TMU Must Be Contacted

Topic 6 – Standard Agreement (STD. 213), Standard Agreement Amendment (STD. 213A) and Agreement/Summary (STD. 215)

7.6.0
STD. 213 Standard Agreement for IT Goods and Services


7.6.1
STD. 213A Standard Agreement Amendment


7.6.2
STD. 215 Agreement/Summary


7.6.3
SCPRS Tracking


7.6.4
Where to Send the “Procurement Division copy” of the STD. 213, STD. 213A, and STD. 215


7.6.5
Other Purchasing Authority Requirements

Chapter 7 – Purchase Documents (continued)
Topic 7 – Amending Purchase Documents

7.7.0
When Amendments Are Necessary


7.7.1
Proper Form to Effect a Change


7.7.2
Identifying Amendments


7.7.3
Degree of Detail of an Amendment


7.7.4
General Rules for Amendments


7.7.5
Amendment Increasing/Decreasing Total Amount on an STD. 65


7.7.6
Amending a Statement of Work


7.7.7
Canceling a Purchase Document

Topic 8 – Interagency Agreements (I/As)

7.8.0
Introduction


7.8.1
When I/As are Used


7.8.2
Authority to Conduct Purchasing Activities Using I/As


7.8.3
Computer Processing and Related IT Services Provided by the Consolidated Data Center


7.8.4
Special Provisions


7.8.5
Submittal of I/As Requiring DGS Approval


7.8.6
Other Requirements


7.8.7
General Terms and Conditions


7.8.8
File Documentation
Chapter 8 – Disbursements, Financing and Payment

Section A – Disbursements

Topic 1 – Payment Fundamentals

8.A1.0
Basic Requirements


8.A1.1
Required Payment Date


8.A1.2
Allocation of Payment Approval Process Time


8.A1.3
Administrative Fee/Billing


8.A1.4
DGS Price Book


8.A1.5
Determining Tax on Purchases


8.A1.6
Maintenance Sales Tax


8.A1.7
Cal-Card® Usage

Topic 2 – Advance Payments


8.A2.0
Advance Payment Prohibited


8.A2.1
Software Support and Maintenance Programs

Topic 3 – Progress Payments

8.A3.0
Definition of Progress Payments


8.A3.1
When Progress Payments are Allowed


8.A3.2
Consideration of Progress Payments


8.A3.3
Recommendations Regarding Progress Payments

Topic 4 – Payee Data Record (STD. 204)

8.A4.0
Payee Data Record (STD. 204) is Required

8.A4.1
LPA Contracts and STD. 204

Topic 5 – Other Payment and Invoice Considerations

8.A5.0
Travel Provisions


8.A5.1
Freight Bills Must Be Audited by the TMU


8.A5.2
Training Vouchers


8.A5.3
Purchase Document and Invoice Name Must Match


8.A5.4
Non-LPA Supplier Name Discrepancy


8.A5.5
LPA Supplier Name Discrepancies
Section B – Finance and Payment Programs

Topic 1 – California’s Electronic Financial Marketplace


8.B1.0
State of Financial Market Place (SFM)


8.B1.1
SFM Compliance Certification Form


8.B1.2
Tax Exempt Rates


8.B1.3
Financing Conditions


8.B1.4
Applicability


8.B1.5
Tangible Assets


8.B1.6
Energy Efficiency Projects


8.B1.7
DGS Oversight


8.B1.8
Assignments

Chapter 8 – Disbursements, Financing and Payment (continued)

Section B – Finance and Payment Programs (continued)

Topic 1 – California’s Electronic Financial Marketplace (continued)

8.B1.9
Refinancing


8.B1.10
Budgetary Conditions


8.B1.11
Contact Financial Marketplace Administrator

Topic 2 – California Prompt Payment Program


8.B2.0
California Prompt Payment Act


8.B2.1
Departments with Purchasing Authority

Topic 3 – Cal-Card® Prompt Payment Act

8.B3.1
About Cal-Card®


8.B3.1
Departments with Purchasing Authority


8.B3.2
Departments Exempt from Purchasing Authority Requirements or Local Agencies
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