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PURCHASING CUSTOMER SERVICE MODEL IMPLEMENTATION 
5/2/18 

 

CUSTOMER SERVICE MODEL 
The procurement of goods and services is an essential function of government operations. County departments rely 
daily on the specialized expertise of the Purchasing Division to efficiently and effectively procure high-quality, low-cost 
goods and services – without which, the County and its individual departments would be unable to achieve its mission.  
 
Accordingly, the new Purchasing Customer Service Model is founded on the strategic values of continuous 
organizational improvement and customer advocacy to optimize the capacity of the Division and enhance public value of 
County services. These values directly support the General Services Agency mission of providing “reliable, customer-
driven services, which produce safe, healthy and welcoming environments, and enable the efficient and effective 
delivery of County services to the public.” 
 
1. INTERNAL IMPROVEMENT  
Reinforce the understanding that the efficient and effective procurement of goods and services is an essential function of 
public service delivery and the County mission. 

 Generate Standard Time & Process Efficiencies:  all routine processes should be implemented consistently and 
as efficiently as possible.  Document handling should be standardized for consistent outcomes.   

 Evaluate Throughput Efficiencies:  maximize the workflow processing of common documents and quantify the 
value of every process task, eliminating any process that does not directly contribute to the outcome (i.e. 
process waste). 

 
2. CUSTOMER ADVOCACY  
Acknowledge that County departments are customers and need Purchasing’s expertise regarding the rules and 
regulations governing procurement in order to procure goods and services. 

 Develop Effective Communication Protocols:  reorganization of the procurement unit; frequent communication 
with the Customers to identify and resolve their needs, including follow through with vendors.   

 Create Reasonable Business Flexibilities:  provide appropriate accommodations and cooperation to meet the 
Customer’s needs while being stewards of County resources and reducing any risk exposure for the County.   
 
 

IMPLEMENTATION SCHEDULE 
ACTION ITEM STRATEGIC GOAL OUTPUT 

WEEK 1 – 05/14/18   

1. Define roles and responsibilities for 
the newly reorganized Purchasing 
staff.  

 
TEAM: John, Lori, Ginger, Katrina, 
Alex 

Improve customer service.  
Create a single point of contact to guide 
customers and vendors through purchasing 
regulation, policy, and procedure. 

  
Improve organizational efficiency 
Clearly define and delegate responsibilities to 
reduce duplicate efforts.  

 

Comprehensive list of 
roles and responsibilities 
for all Purchasing staff 

2. Establish effective communication 
protocols  

 
TEAM: John, Lori, Ginger, Katrina, 
Alex 

Improve customer service.  
Create standards and guidelines to facilitate 
understanding between customers and 
Purchasing.  

Internal communication 
policy with minimum 
response times and 
scheduled interactions 
with customers and 
vendors. 
 



WEEK 2 - 05/21/18   

3. Draft ordinance changes to include 
multi-year agreements. 

 
TEAM: John, Lori, Katrina, County 
Counsel 

Create reasonable business flexibilities.  
Extend the term of service for annually 
contracted vendors up to three years to 
reduce staff’s end-of-year agreement renewal 
workload and support the completion of 
agreements by the July 1 deadline. 

Proposed modifications 
to County Ordinance 
submitted to Counsel for 
review and approved by 
the Board. 

4. Identify internal processes and policy 
that contribute to workload 
congestion, rejected documents and 
miscommunication. 

 
TEAM: Katrina, Alex, Ginger 

Improve organizational efficiency. A list of specific process 
and policy 
improvements requiring 
further analysis.  

WEEK 3 - 05/28/18   

5. Establish a flow chart to assist the 
customer in determining where to 
begin the procurement process. 

 
TEAM: Ginger, Katrina 

Improved customer service. A “Getting Started” flow 
chart accessible to 
customers. 

6. Establish checklists for customers and 
staff to ensure the proper 
documentation accompanies 
procurement requests.  
 

TEAM: Ginger, Katrina 

Improved customer service. 
 
Improve organizational efficiency. 

A series of checklists for 
different procurement 
transactions 

WEEK 4 - 06/04/18   

7. Analyze proposed process and policy 
improvements.  
 

TEAM: Katrina, Alex, Ginger 

Improve organizational efficiency. A set of data-supported 
recommendations for 
changes to process and 
policy. 

8. Discuss issues regarding access and 
ability to edit certain procurement 
document fields in AFIN. 

 
TEAM: Katrina, Alex, Ginger, 
Auditor,  TCiCT 

Improved organizational efficiency.  
Reduce the number of rejected documents by 
enabling Purchasing staff to make minor 
changes to submitted AFIN documents 
 

Modified editing 
capabilities in AFIN for 
Procurement staff. 

WEEK 5 – 06/11/18   

9. Recommend internal processes and 
policy changes that will reduce 
workload congestion, rejected 
documents and miscommunication. 
 

TEAM: John, Lori, Katrina, Alex, 
Ginger 

Improve organizational efficiency. A list of actionable 
changes to process and 
policy.  

WEEK 6 - 06/18/18   

10. Implement recommended process and 
policy improvements. 

 
TEAM: John, Lori, Katrina, Alex, 
Ginger 

Improve organizational efficiency.  
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http://tcweb/purchasing/purContracts.asp?cnt=0
http://tcweb/purchasing/purContracts.asp?cnt=0
http://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?lawCode=PCC&sectionNum=1101.
http://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?lawCode=PCC&sectionNum=1101.
https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?lawCode=GOV&sectionNum=25502.5.
https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?lawCode=GOV&sectionNum=25502.5.
http://www.codepublishing.com/CA/TulareCounty/#!/TulareCounty01/TulareCounty0103.html
http://www.codepublishing.com/CA/TulareCounty/#!/TulareCounty01/TulareCounty0103.html
http://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?lawCode=PCC&sectionNum=1101.
http://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?lawCode=PCC&sectionNum=1101.
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GENERAL SERVICES AGENCY PURCHASING DIVISION 

 

Professional Service Agreement Checklist 
Instructions:  Check each item listed below as it is completed 

  Include each item with your request 

  Include this completed checklist with your request 

 

CHECKLIST 

 Requisition Form  -   Requisition# 

 New Scope of Work (for current fiscal year) See page 2  

 DE-542 Report of Independent Contractor(s) Form.  Located on:   TCWeb - Click Here 

 Verification of California Business Entities (BE) from Secretary of State  

(used to verify signature authority in accordance with Public Contract Code 313)  

Visit: State of California - Click Here 

 Print Screen confirmation of Active Status for: Corporations, Limited Liability Companies, Limited Partnerships of Record 

Insurance Requirements:  

Contact County Risk Management for assistance if uncertain of insurance requirements for your request.  

 General Liability Insurance Certificate 

 Endorsement to General Liability Insurance 

 Tulare County is named as Additional Insured  

 Policy Number Included  

 Auto Insurance 

 Worker’s Compensation Insurance  

 Waiver of Subrogation (WOS) Endorsement to Worker’s Compensation Insurance  

 Policy Number Included 

 Signed Waiver Form from County Risk Management  

Required when reduced limits or waived insurance requested. 

 All Insurance Certificates Uploaded to Questys                  Date uploaded _______________________     Initial _____________ 

 Request Copied for Department Records  

 

  

http://tcweb/purchasing/purForms.asp?cnt=0
https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?lawCode=CORP&sectionNum=313.
https://businesssearch.sos.ca.gov/
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Professional Service Agreement Checklist (continued) 
 

Basic Requirements of a Scope of Work 

What needs to be done? 
 Purpose/Intent 
 Services to be performed 
 Equipment/products to be provided 

Who will do what? 
 Groups/People involved 
 Responsibilities of all parties 
 Individual responsibilities 

When should it be done? 

 Long term – Time frames 
 Short term – Work hours 
 Start dates/Deadlines 
 Milestones with defined criteria, especially for payments 

Where should it be done? 
 General areas 
 Specific Locations 
 Use of County Property 

How will the performance be 
judged? 

 Reports 
 Inspections 
 Audits 
 Evaluations 
 Milestones achieved 
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 PROFESSIONAL SERVICE AGREEMENT (PSA) 
This process is initiated when a requisition is submitted to GSA Purchasing for a Professional Service Agreement (PSA) 
The requesting department has used the Procurement Flowchart to verify the following: 

 Service is not on an existing Countywide Contract or not within the currently contracted term 
 Service is not public works 
 Service total is less than $100,000 
 Service vendor will enter on to County property 

 

PROCEDURE 
PROCUREMENT TECH 

1. Receives and logs requisition in the AGREEMENT & REQUISITION LOG to indicate request received 
2. Reviews requisition for completeness using the PSA CHECKLIST 
3. Routes to the PURCHASING AGENT, or their designee, for review 

 
PURCHASING AGENT or their designee 

4. Reviews the requisition for completeness using the PSA CHECKLIST 
5. Determines if requisition for PSPO or HYBRID PSA/PWA compliance (considers dollar amount and risk). 
6. Determines if PSA will require any specialized agreement language (e.g. agreement with another public entity) 
7. Signs requisition and attaches any necessary modification instructions 

Unapproved requisitions will be returned to the requesting department with instruction regarding missing or 
incorrect information. 

8. Routes signed requisition to PROCUREMENT TECH with direction to prepare one of the following: 
 

 Vendor on County Property $ Amount Risk 

A. PSA  HIGH HIGH 

B. PSPO  LOW LOW 

C. HYBRID PSA/PWA 
  

service includes public works  
n/a n/a 
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A. PSA 
PROCUREMENT TECH 

1. Assigns an agreement number 
2. Creates a PSA FOLDER 
3. Drafts a PSA using the PSA TEMPLATE 
4. Attaches the appropriate insurance exhibit (insurance requirements depend on type of service) 
5. Updates AGREEMENT & REQUISITION LOG with Agreement Number 
6. Routes the PSA FOLDER to the PROCUREMENT SPECIALIST for review 

 
PROCUREMENT SPECIALIST 

7. Reviews draft PSA 
8. Routes PSA back to PROCUREMENT TECH for revisions 

 
PROCUREMENT TECH 

9. Revises and finalizes PSA 
10. Emails final PSA to vendor for review and signature, requesting department is cc’d on email 
11. Updates AGREEMENT & REQUISITION LOG to indicate Agreement sent to Vendor 
12. Follows up weekly with vendor and department regarding PSA status 

 
VENDOR 

13. Reviews, signs and returns PSA to PROCUREMENT TECH 
 
PROCUREMENT TECH 

14. Receives and logs vendor-signed PSA in the AGREEMENT & REQUISITION LOG to indicate Agreement received 
from Vendor 

15. Reviews vendor signature for compliance with California Corporation Code 313, to ensure no changes were 
made to the PSA, and that the Vendor’s insurance is current 

16. Routes vendor-signed PSA to PURCHASING AGENT, or their designee, for signature 
 
PURCHASING AGENT or their designee 

17. Reviews and signs vendor-signed PSA 
18. Routes fully executed PSA to PROCUREMENT TECH 

 
PROCUREMENT TECH 

19. Encumbers funds in AFIN as a CT document 
20. Routes PSA FOLDER to PROCUREMENT SPECIALIST to signal that the CT is ready for approval 

 
PROCUREMENT SPECIALIST 

21. Reviews and approves CT in AFIN 
22. Routes the PSA FOLDER to PROCUREMENT TECH to notify vendor and requesting party 

 
PROCUREMENT TECH 

23. Updates AGREEMENT & REQUISITION LOG to indicate Agreement was executed and funds were encumbered 
24. Emails a copy of the fully executed PSA to the requesting department 
25. Mails one original fully executed PSA to the vendor 
26. Files the original fully executed PSA in the PSA FOLDER 

 

  

https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?lawCode=CORP&sectionNum=313.
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B. PSPO 
PROCUREMENT TECH 

1. Assigns a BPO number (same as requisition number) 
2. Updates AGREEMENT & REQUISITION LOG with BPO Number 
3. Prepares a certified mailer to send to vendor 
4. Encumbers funds in AFIN as a BPO document 
5. Routes the requisition and mailer to the PROCUREMENT SPEC for review 

 
PROCUREMENT SPECIALIST 

6. Reviews and approves the BPO document in AFIN 
7. Prints the BPO document and attached to requisition and mailer 
8. Routes packet to PURCHASING AGENT, or their designee, for approval 

 
PURCHASING AGENT or their designee 

9. Reviews and signs BPO document 
10. Routes approved packet back to PROCUREMENT TECH to mail out 

 
PROCUREMENT TECH 

11. Mails PSPO to Vendor via certified mail 
12. Updates AGREEMENT & REQUISITION LOG to indicate PSPO was executed and funds were encumbered 
13. Emails a copy of the fully executed PSPO to the requesting party 

 
VENDOR 

14. Signs certified mail receipt 
 
PROCUREMENT TECH 

15. Receives and files certified mail receipt 
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C. HYBRID PSA/PWA 
PROCUREMENT TECH 

1. Assigns an agreement number  
2. Creates a HYBRID PSA/PWA FOLDER 
3. Drafts a PSA/PWA using the HYBRID PSA/PWA TEMPLATE 
4. Attaches the appropriate insurance exhibit (insurance requirements depend on type of service) 
5. Updates AGREEMENT & REQUISITION LOG with Agreement Number 
6. Routes the PSA/PWA FOLDER to the PROCUREMENT SPEC for review 

 
PROCUREMENT SPECIALIST 

7. Reviews draft PSA/PWA 
8. Routes PSA/PWA back to PROCUREMENT TECH for revisions 

 
PROCUREMENT TECH 

9. Revises and finalizes PSA/PWA 
10. Emails final PSA/PWA to vendor for review and signature, requesting department is cc’d on email 
11. Updates AGREEMENT & REQUISITION LOG to indicate Agreement sent to Vendor 
12. Follows up weekly with vendor and department regarding PSA/PWA status 

 
VENDOR 

13. Reviews, signs and returns PSA/PWA to PROCUREMENT TECH 
 
PROCUREMENT TECH 

14. Receives and logs vendor-signed PSA/PWA in the AGREEMENT & REQUISITION LOG to indicate Agreement 
received from Vendor 

15. Reviews vendor signature for compliance with California Corporation Code 313, to ensure no changes were 
made to the PSA/PWA, and that the Vendor’s insurance is current 

16. Routes vendor-signed PSA/PWA to PURCHASING AGENT, or their designee, for signature 
 
PURCHASING AGENT or their designee 

17. Reviews and signs vendor-singed PSA/PWA 
18. Routes fully executed PSA/PWA to PROCUREMENT TECH 

 
PROCUREMENT TECH 

19. Registers the project with the California Department of Industrial Relations (DIR) and prints the registration form 
confirmation number. 

20. Encumbers funds in AFIN as a CT document. The DIR registration form is uploaded to AFIN as supporting 
documentation. 

21. Routes PSA/PWA FOLDER to PROCUREMENT SPECIALIST to signal that the CT is ready for approval 
 

PROCUREMENT SPECIALIST 
22. Reviews and approves CT in AFIN 
23. Routes the PSA/PWA FOLDER to PROCUREMENT TECH to notify vendor and requesting party 

 
PROCUREMENT TECH 

24. Updates AGREEMENT & REQUISITION LOG to indicate Agreement was executed and funds were encumbered 
25. Emails a copy of the fully executed PSA/PWA to the requesting party 
26. Mails one original fully executed PSA/PWA to the vendor 
27. Files the original fully executed PSA/PWA in the PSA/PWA FOLDER 

https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?lawCode=CORP&sectionNum=313.
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GENERAL SERVICES AGENCY PURCHASING DIVISION 

 

Public Works Agreement Checklist 
Instructions:  Check each item listed below as it is completed 

  Include each item with your request 

  Include this completed checklist with your request 

 

CHECKLIST 

 Requisition Form   -  Requisition# 

  Partial Payment Applies (When project is to exceed 90 days) 

 New Scope of Work (for current fiscal year).  See Page 2 

 DE-542 Report of Independent Contractor(s) Form Located. on: TCWeb - Click Here 

 PWC-100 Pre-Submission Form.  Located on: TCWeb - Click Here 

 Complete with required signatures 

 GSA-100 Request for Capital and Major Maintenance Projects Form. Located on: TCWeb - Click Here 

 Verification of Public Works Contractor (PWC) from Department of Industrial Relations (DIR) Registration.  

Visit: State of California - Click Here 

 Print Screen confirmation of Active Registration 

 Verification of California Business Entities (BE) from Secretary of State.  

Visit: Secretary of State - Click Here  

 Print Screen confirmation of Active Status for: Corporations, Limited Liability Companies, Limited Partnerships of Record 

Insurance Requirements:  

Contact County Risk Management for assistance if uncertain of insurance requirements for your request.  

 General Liability Insurance Certificate 

 Endorsement to General Liability Insurance 

 Tulare County is named as Additional Insured  

 Policy Number Included  

 Auto Insurance 

 Tulare County is named as Additional Insured 

 Worker’s Compensation Insurance  

 Wavier of Subrogation (WOS) Endorsement to Worker’s Compensation Insurance  

 Policy Number Included 

 Signed Waiver Form from County Risk Management  

Required when reduced limits or waived insurance requested. 

 All Insurance Certificates Uploaded to Questys                  Date uploaded _______________________     Initial _____________ 

 Request Copied for Department Records 

http://tcweb/purchasing/purForms.asp?cnt=0
http://tcweb/purchasing/purForms.asp?cnt=0
http://tcweb/purchasing/purForms.asp?cnt=0
https://efiling.dir.ca.gov/PWCR/Search.action
https://businesssearch.sos.ca.gov/
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Public Works Agreement Checklist (continued) 
               

Upon Completion of Project 

 Notice of Completion (NOC) Complete and Submit to Purchasing.  Located on:  TCWeb - Click Here 

 
 

 

  

 

Basic Requirements of a Scope of Work 

What needs to be done? 
 Purpose/Intent 
 Services to be performed 
 Equipment/products to be provided 

Who will do what? 
 Groups/People involved 
 Responsibilities of all parties 
 Individual responsibilities 

When should it be done? 

 Long term – Time frames 
 Short term – Work hours 
 Start dates/Deadlines 
 Milestones with defined criteria, especially for payments 

Where should it be done? 
 General areas 
 Specific Locations 
 Use of County Property 

How will the performance be 
judged? 

 Reports 
 Inspections 
 Audits 
 Evaluations 
 Milestones achieved 

 

 

 

 

  

http://tcweb/purchasing/purForms.asp?cnt=0
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 PUBLIC WORKS AGREEMENT (PWA) 
This process is initiated when a requisition is submitted to GSA Purchasing for a Public Works Agreement (PWA) 
The requesting department has used the Procurement Flowchart to verify the following: 

 Service is public works 
 Service total is greater than $1,000 and less than $45,000 
 GSA Facilities, GSA Capital Projects, or GSA Property Management have approved the service via GSA-100 form 

 

PROCEDURE 
PROCUREMENT TECH 

1. Receives and logs requisition in the AGREEMENT & REQUISITION LOG to indicate request received 
2. Reviews requisition for completeness using the PWA CHECKLIST 
3. Routes to the PURCHASING AGENT, or their designee, for review 

 
PURCHASING AGENT or their designee 

4. Reviews the requisition for completeness using the PWA CHECKLIST 
5. Determines if requisition for PWPO or HYBRID PSA/PWA compliance (considers dollar amount and risk). 
6. Determines if PWA will require any specialized agreement language (e.g. agreement with another public entity) 
7. Signs requisition and attaches any necessary modification instructions  

Unapproved requisitions will be returned to requesting department with instruction regarding missing or 
incorrect information.  

8. Routes signed requisition to PROCUREMENT TECH with direction to prepare one of the following: 
 

 Contractor’s License DIR Registration $ Amount Risk 

A. PWA,   HIGH HIGH 

B. PWPO, or    LOW LOW 

C. HYBRID PSA/PWA   n/a n/a 
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A. PWA (Contractor’s License, DIR registration, NOC) 
PROCUREMENT TECH 

1. Assigns an agreement number 
2. Creates a PWA FOLDER 
3. Drafts a PWA using the PWA TEMPLATE 
4. Attaches the appropriate insurance exhibit (insurance requirements depend on type of service) 
5. Updates AGREEMENT & REQUISITION LOG with Agreement Number 
6. Routes the PWA FOLDER to the PROCUREMENT SPECIALIST for review 

 
PROCUREMENT SPECIALIST 

7. Reviews draft PWA 
8. Routes PWA back to PROCUREMENT TECH for revisions 

 
PROCUREMENT TECH 

9. Revises and finalizes PWA 
10. Emails final PWA to vendor for review and signature, requesting department is cc’d on email 
11. Updates AGREEMENT & REQUISITION LOG to indicate Agreement sent to Vendor 
12. Follows up weekly with vendor and department regarding PWA status 

 
VENDOR 

13. Reviews, signs and returns PWA to PROCUREMENT TECH 
 
PROCUREMENT TECH 

14. Receives and logs vendor-signed PWA in the AGREEMENT & REQUISITION LOG to indicate Agreement received 
from Vendor 

15. Reviews vendor signature for compliance with California Corporation Code 313, to ensure no changes were 
made to the PWA, and that the Vendor’s insurance is current 

16. Routes vendor-signed PWA to PURCHASING AGENT for signature 
 
PURCHASING AGENT 

17. Reviews and signs vendor-signed PWA 
18. Routes fully executed PWA to PROCUREMENT TECH 

 
PROCUREMENT TECH 

19. Registers the project with the California Department of Industrial Relations (DIR) and prints the registration form 
confirmation number 

20. Encumbers funds in AFIN as a CT document with a commodity code 96800 to ensure payments are routed back 
to Purchasing for approval. The DIR registration form is uploaded to AFIN as supporting documentation 

21. Routes PWA FOLDER to PROCUREMENT SPECIALIST to signal that the CT is ready for approval 
 

PROCUREMENT SPECIALIST 
22. Reviews and approves CT in AFIN 
23. Routes the PWA FOLDER to PROCUREMENT TECH to notify vendor and requesting department 

 
PROCUREMENT TECH 

24. Updates AGREEMENT & REQUISITION LOG to indicate Agreement was executed and funds were encumbered 
25. Emails a copy of the fully executed PWA to the requesting party 
26. Mails one original fully executed PWA to the vendor 
27. Files the original fully executed PWA in the PWA FOLDER 

https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?lawCode=CORP&sectionNum=313.
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If partial payments are requested in the initial requisition, generally on projects lasting longer than 90 days, each 
payment will be submitted to Purchasing via AFIN and approved by the PROCUREMENT SPECIALIST. If partial payments 
were not requested, no payment will be made to the vendor until a Notice of Completion (NOC) has been executed. 
 
DEPARTMENT 

28. Upon completion of the project, requesting department submits a Notice of Completion (NOC) form to 
PROCUREMENT TECH with request for payment. 
 

PROCUREMENT TECH 
29. Types the NOC Document 
30. Routes NOC to PURCHASING AGENT, or their designee, for review 

 
PURCHASING AGENT or their designee & NOTARY PUBLIC 

31. PURCHASING AGENT, or their designee, reviews NOC for accuracy 
32. NOTARY reviews and notarizes NOC 
33. PURCHASING AGENT, or their designee,  signs 
34. Routes executed NOC to PROCUREMENT TECH for recording 

 
 PROCUREMENT TECH 

35. Files a copy of the fully executed NOC in the PWA FOLDER 
36. Emails a copy of the fully executed NOC to the requesting party 
37. Routes the original fully executed NOC to the County Recorder for recording 

 
COUNTY RECORDER  

38. Records the fully executed NOC 
39. Routes recorded NOC to Purchasing 

 
PROCUREMENT TECH 

40. Receives original recorded NOC and files in the PWA FOLDER 
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B. PWPO (Contractor’s License, No DIR registration, No NOC) 
PROCUREMENT TECH 

1. Assigns a BPO number (same as requisition number) 
2. Updates AGREEMENT & REQUISITION LOG with BPO Number 
3. Prepares a certified mailer to send to vendor 
4. Encumbers funds in AFIN as a BPO document 
5. Routes the requisition and mailer to the PROCUREMENT SPEC for review 

 
PROCUREMENT SPECIALIST 

6. Reviews and approves the BPO document in AFIN 
7. Prints the BPO document and attached to requisition and mailer 
8. Routes packet to PURCHASING AGENT, or their designee, for approval 

 
PURCHASING AGENT or their designee 

9. Reviews and signs BPO document 
10. Routes approved packet back to PROCUREMENT TECH to mail out 

 
PROCUREMENT TECH 

11. Mails PWPO to Vendor via certified mail 
12. Updates AGREEMENT & REQUISITION LOG to indicate PWPO was executed and funds were encumbered 
13. Emails a copy of the fully executed PWPO to the requesting party 

 
VENDOR 

14. Signs certified mail receipt 
 
PROCUREMENT TECH 

15. Receives and files certified mail receipt 
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C. HYBRID PSA/PWA (No Contractor’s License, DIR registration, No NOC) 
PROCUREMENT TECH 

1. Assigns an agreement number  
2. Creates a HYBRID PSA/PWA FOLDER 
3. Drafts a PSA/PWA using the HYBRID PSA/PWA TEMPLATE 
4. Attaches the appropriate insurance exhibit (insurance requirements depend on type of service) 
5. Updates AGREEMENT & REQUISITION LOG with Agreement Number 
6. Routes the PSA/PWA FOLDER to the PROCUREMENT SPEC for review 

 
PROCUREMENT SPECIALIST 

7. Reviews draft PSA/PWA 
8. Routes PSA/PWA back to PROCUREMENT TECH for revisions 

 
PROCUREMENT TECH 

9. Revises and finalizes PSA/PWA 
10. Emails final PSA/PWA to vendor for review and signature, requesting department is cc’d on email 
11. Updates AGREEMENT & REQUISITION LOG to indicate Agreement sent to Vendor 
12. Follows up weekly with vendor and department regarding PSA/PWA status 

 
VENDOR 

13. Reviews, signs and returns PSA/PWA to PROCUREMENT TECH 
 
PROCUREMENT TECH 

14. Receives and logs vendor-signed PSA/PWA in the AGREEMENT & REQUISITION LOG to indicate Agreement 
received from Vendor 

15. Reviews vendor signature for compliance with California Corporation Code 313, to ensure no changes were 
made to the PSA/PWA, and that the Vendor’s insurance is current 

16. Routes vendor-signed PSA/PWA to PURCHASING AGENT, or their designee, for signature 
 
PURCHASING AGENT or their desingee 

17. Reviews and signs vendor-singed PSA/PWA 
18. Routes fully executed PSA/PWA to PROCUREMENT TECH 

 
PROCUREMENT TECH 

19. Registers the project with the California Department of Industrial Relations (DIR) and prints the registration form 
confirmation number. 

20. Encumbers funds in AFIN as a CT document. The DIR registration form is uploaded to AFIN as supporting 
documentation. 

21. Routes PSA/PWA FOLDER to PROCUREMENT SPECIALIST to signal that the CT is ready for approval 
 

PROCUREMENT SPECIALIST 
22. Reviews and approves CT in AFIN 
23. Routes the PSA/PWA FOLDER to PROCUREMENT TECH to notify vendor and requesting party 

 
PROCUREMENT TECH 

24. Updates AGREEMENT & REQUISITION LOG to indicate Agreement was executed and funds were encumbered 
25. Emails a copy of the fully executed PSA/PWA to the requesting party 
26. Mails one original fully executed PSA/PWA to the vendor 
27. Files the original fully executed PSA/PWA in the PSA/PWA FOLDER 

https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?lawCode=CORP&sectionNum=313.
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GENERAL SERVICES AGENCY PURCHASING DIVISION 

 

Vehicle or Heavy Equipment Requisition Checklist 
Instructions:  Check each item listed below as it is completed 

  Include each item with your request 

  Include this completed checklist with your request 
 

CHECKLIST 

 Product Purchase over $5,000 If total purchase is over $50,000,  see Materials Out to Bid Checklist 

   Motor Vehicle        Heavy Equipment requiring DMV registration        Other: ______________________________  

 Requisition Form -  Requisition# 

 Board Resolution approving capital asset purchase / WBS Request 

 AUD 308 Form (if necessary) -  Located on: TCWeb - Cick Here  

 County of Tulare Capital Asset Inventory Form - Located on:  *TCWeb – Insert Link*  

 For Vehicle Purchase - Vehicle Acquisition Form (New)  - Located on: *TCWeb – Insert Link* 

 For Heavy Equipment Purchase - Complete Specification Form – Located on: *TCWeb – Insert Link* 

 Request Copied for Department Records 

 Original “Wet” Signature Requisition Packet to Purchasing 

AFTER THE CAPITAL ASSET IS RECEIVED BY DEPARTMENT 

 Received Date: ______/_______/__________ 

 Notification to Purchasing of Receipt:  TO:______________________________  Date:_________________ 

 

Capital Asset General Purchase Information 

Budget Line:  

 Fund  Dept.  Org.  Object  Sub-Object 

 Fund  Dept.  Org.  Object  Sub-Object 

 Fund  Dept.  Org.  Object  Sub-Object 

List of Potential Vendors: 

 

 

Special Instructions (i.e. packing, delivery, contact): 

 

 

http://tcweb/auditor/audInfo.asp


 

Last Revised 2018-07-31 
Page 2 of 2 

 

Heavy Equipment Specification Form: The description of the item should be written without the use of abbreviations. As 

part of the description, the following should be included:  

CHECKLIST 

 Date(s) 

 Scope of Work 

 Purpose – Brief Description of the Intended use(s) 

 Schedule(s) 

 Address 

 Quantity 

 Color(s) 

 Size - dimension, weight, volume, etc. 

 If known, a satisfactory make, model, and part number. List all necessary features. 

This information will be used to determine equivalent makes, models, and part numbers 

 Packaging - describe how the units are packaged. (Example:  12/case, 24/package, etc.) 

 Drawings or Photographs, when useful 

 Goods and Services Brochures or Literature 

 Items required (data sheets) 

 Reporting requirements 

 Warranty requirements 

 Specific Terms and Conditions 

 Estimated Cost 

 Material Takeoff (list of requirement items) 
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 VEHICLE OR HEAVY EQUIPMENT, INFORMAL BID 
This process is initiated when a requisition is submitted to GSA Purchasing for a Vehicle or Heavy Equipment purchase. 
The requesting department has used the Procurement Flowchart to verify the following: 

 Item is not on an existing Countywide Contract or not within the currently contracted term 
 Purchase total is less than $50,000 
 If an item the order costs more than $5,000, the Board of Supervisors has approved the capital asset purchase 
 The item requires California DMV registration 

 

PROCEDURE 
PROCUREMENT TECH 

1. Receives and logs requisition in the AGREEMENT & REQUISITION LOG to indicate request received 
2. Reviews requisition for completeness using the CAPITAL ASSET CHECKLIST 
3. Verifies a sub-object code has been included in the requesting departments accounting line 
4. Verifies total purchase amount is less than $50,000 (if $50,000 or more, purchase must go out to bid) 
5. Routes to the PURCHASING AGENT, or their designee, for review 

 
PURCHASING AGENT or their designee 

6. Reviews the requisition for completeness using the CAPITAL ASSET CHECKLIST 
7. Checks VEHICLE PURCHASE LOG for an established price. If an establish price exists, reaches out to vendor to 

confirm and notifies department of the expedited process.  
8. Checks JOINT AGREEMENTS for a contracted price. If a contracted price exists, notifies department of expedited 

process.  
9. Determines if the specialized nature of request justifies a direct purchase. If a direct purchase is justified, notifies 

department or expedited process.  
10. Signs requisition and attaches any necessary modification instructions (copies of previous quotes, references to 

joint agreements, justification for direct purchase) 
Unapproved requisitions will be returned to requesting department with instruction regarding missing or 
incorrect information.  

11. Routes signed requisition to PROCUREMENT SPECIALIST with direction to prepare one of the following: 
 

 Existing Quote or 
Joint Agreement 

Time Sensitive or 
Specialty Item 

No existing quote or 
special constraints 

A. INFORMAL QUOTATION    

B. PIGGYBACK ON CONTRACT / QUOTE    

C. DIRECT PURCHASE    
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A. INFORMAL QUOTATION 
PROCUREMENT SPECIALIST 

1. Assigns an REQUEST FOR QUOTE number 
2. Records request in BID LOG 
3. Creates a BID FOLDER 
4. Drafts a REQUEST FOR QUOTE using the REQUEST FOR QUOTE TEMPLATE 
5. Updates AGREEMENT & REQUISITION LOG with Requisition Number 
6. Routes the BID FOLDER to the PURCHASING AGENT, or their designee, for review 

 
PURCHASING AGENT or their designee 

7. Reviews draft REQUEST FOR QUOTE 
8. Routes REQUEST FOR QUOTE back to PROCUREMENT SPECIALIST for revisions 

 
PROCUREMENT SPECIALIST 

9. Revises and finalizes REQUEST FOR QUOTE 
10. Emails final REQUEST FOR QUOTE to multiple vendors for quotation, Fleet or Heavy Equipment Superintendent 

is cc’d on email 
11. Updates AGREEMENT & REQUISITION LOG to indicate request out for quotation. 
12. Sets a shared calendar reminder for quotation deadline.  

 
VENDOR 

13. Submits quotations to PROCUREMENT SPECIALIST 
 
PROCUREMENT SPECIALIST 

14. Receives quotations and verifies specification compliance – this step may require contacting the Fleet or Heavy 
Equipment Superintendent to ensure quotation meets the requesting department’s needs 

15. Selects the lowest quotation, which meets the requested specifications, and prepares a PURCHASE ORDER (PO). 
16. Encumbers funds in AFIN as a PO document, quotation is uploaded as backup documentation 
17. Routes the BID FOLDER to the SUPERVISING PROCUREMENT SPECIALIST to signal that the PO is ready for 

approval 
 
SUPERVISING PROCUREMENT SPECIALIST 

18. Reviews and approves PO in AFIN 
19. Prints the PO and places in the BID FOLDER 
20. Routes the BID FOLDER to the PURCHASING AGENT, or their designee, for approval 

 
PURCHASING AGENT or their designee 

21. Reviews and signs PO document 
22. Routes a copy of the approved PO to the FAS MANAGER with the CAPITAL ASSET INVENTORY FORM  
23. Routes the BID FOLDER to the PROCUREMENT SPECIALIST for filing 
24. Routes the original approved PO to PROCUREMENT TECH to mail out 

 
PROCUREMENT TECH 

25. Emails PO to Vendor, PROCUREMENT SPECIALIST, requesting department,  and Fleet or Heavy Equipment 
Superintendent is cc’d on email 

26. Updates AGREEMENT & REQUISITION LOG to indicate PO was executed and funds were encumbered 
27. Emails a copy of the fully executed PO to the requesting department 

 
VENDOR 

28. Fulfills vehicle or heavy equipment order 
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FLEET OR HEAVY EQUIPMENT SUPERINTENDENT 

29. Receives the vehicle or heavy equipment on site.  
30. Receives California Department of Motor Vehicles (DMV) registration and license plates 
31. Attaches license plates to vehicle or heavy equipment 
32. Contacts requesting department to collect the vehicle or heavy equipment 
33. Routes vehicle or heavy equipment registration to FAS MANAGER at Purchasing 

 
FAS MANAGER 

34. Receives vehicle or heavy equipment registration. 
35. Updates the CAPITAL ASSET INVENTORY FORM. 
36. Updates the Fixed Asset Inventory System 
37. Routes a copy of the vehicle registration and vendor invoice to the requesting department for payment. 

 
REQUESTING DEPARTMENT 

38. Submits a PRC payment against the PO using the vehicle registration and vendor invoice as backup 
documentation. 
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B. PIGGYBACK ON CONTRACT OR QUOTE 
PROCUREMENT SPECIALIST 

1. Prepares a PURCHASE ORDER (PO) referencing the previous quote or joint agreement 
2. Encumbers funds in AFIN as a PO document, quotation is uploaded as backup documentation 
3. Routes the BID FOLDER to the SUPERVISING PROCUREMENT SPEC to signal that the PO is ready for approval 

 
SUPERVISING PROCUREMENT SPECIALIST 

4. Reviews and approves PO in AFIN 
5. Prints the PO and places in the BID FOLDER 
6. Routes the BID FOLDER to the PURCHASING AGENT, or their designee, for approval 

 
PURCHASING AGENT or their designee 

7. Reviews and signs PO document 
8. Routes a copy of the approved PO to the FAS MANAGER with the CAPITAL ASSET INVENTORY FORM  
9. Routes the BID FOLDER to the PROCUREMENT SPECIALIST for filing 
10. Routes the original approved PO to PROCUREMENT TECH to mail out 

 
PROCUREMENT TECH 

11. Emails PO to Vendor, PROCUREMENT SPECIALIST, requesting department,  and Fleet or Heavy Equipment 
Superintendent is cc’d on email 

12. Updates AGREEMENT & REQUISITION LOG to indicate PO was executed and funds were encumbered 
13. Emails a copy of the fully executed PO to the requesting party 

 
VENDOR 

14. Fulfills vehicle or heavy equipment order 
 
FLEET OR HEAVY EQUIPMENT SUPERINTENDENT 

15. Receives the vehicle or heavy equipment on site.  
16. Receives California Department of Motor Vehicles (DMV) registration and license plates 
17. Attaches license plates to vehicle or heavy equipment 
18. Contacts requesting department to collect the vehicle or heavy equipment 
19. Routes vehicle or heavy equipment registration to FAS MANAGER at Purchasing 

 
FAS MANAGER 

20. Receives vehicle or heavy equipment registration. 
21. Updates the CAPITAL ASSET INVENTORY FORM. 
22. Updates the Fixed Asset Inventory System 
23. Routes a copy of the vehicle registration and vendor invoice to the requesting department for payment. 

 
REQUESTING DEPARTMENT 

24. Submits a PRC payment against the PO using the vehicle registration and vendor invoice as backup 
documentation. 
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C. DIRECT PURCHASE 
PROCUREMENT SPECIALIST 

1. Prepares a PURCHASE ORDER (PO) 
2. Encumbers funds in AFIN as a PO document, quotation is uploaded as backup documentation 
3. Routes the BID FOLDER to the SUPERVISING PROCUREMENT SPEC to signal that the PO is ready for approval 

 
SUPERVISING PROCUREMENT SPECIALIST 

4. Reviews and approves PO in AFIN 
5. Prints the PO and places in the BID FOLDER 
6. Routes the BID FOLDER to the PURCHASING AGENT, or their designee, for approval 

 
PURCHASING AGENT or their designee 

7. Reviews and signs PO document 
8. Routes a copy of the approved PO to the FAS MANAGER with the CAPITAL ASSET INVENTORY FORM  
9. Routes the BID FOLDER to the PROCUREMENT SPECIALIST for filing 
10. Routes the original approved PO to PROCUREMENT TECH to mail out 

 
PROCUREMENT TECH 

11. Emails PO to Vendor, PROCUREMENT SPECIALIST, requesting department,  and Fleet or Heavy Equipment 
Superintendent is cc’d on email 

12. Updates AGREEMENT & REQUISITION LOG to indicate PO was executed and funds were encumbered 
13. Emails a copy of the fully executed PO to the requesting party 

 
VENDOR 

14. Fulfills vehicle or heavy equipment order 
 
FLEET OR HEAVY EQUIPMENT SUPERINTENDENT 

15. Receives the vehicle or heavy equipment on site.  
16. Receives California Department of Motor Vehicles (DMV) registration and license plates 
17. Attaches license plates to vehicle or heavy equipment 
18. Contacts requesting department to collect the vehicle or heavy equipment 
19. Routes vehicle or heavy equipment registration to FAS MANAGER at Purchasing 

 
FAS MANAGER 

20. Receives vehicle or heavy equipment registration. 
21. Updates the CAPITAL ASSET INVENTORY FORM. 
22. Updates the Fixed Asset Inventory System 
23. Routes a copy of the vehicle registration and vendor invoice to the requesting department for payment. 

 
REQUESTING DEPARTMENT 

24. Submits a PRC payment against the PO using the vehicle registration and vendor invoice as backup 
documentation. 
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GENERAL SERVICES AGENCY PURCHASING DIVISION 

 

Out to Bid for Materials Checklist 
Instructions:  Check each item listed below as it is completed 

  Include each item with your request 

  Include this completed checklist with your request 
 

CHECKLIST 

 Materials Purchase over $50,000.00  

 Requisition Form - Requisition#  

     Multiple Items Bid  OR     Single Item Bid 

 Usage Estimate Form 

 Complete Specifications  - See page 2 

 Request Copied for Department File 

 Original “Wet” Signature to Purchasing 

INCLUDE THE FOLLOWING IF THE ORDER CONTAINS A CAPITAL ASSET (single item greater than $5,000) 

 Board Resolution approving capital asset purchase / WBS Request 

 AUD 308 Form (if necessary) -  Located on: TCWeb - Cick Here  

 County of Tulare Capital Asset Inventory Form - Located on:  *TCWeb – Insert Link*  

 For Vehicle Purchase - Vehicle Acquisition Form (New)  - Located on: *TCWeb – Insert Link* 

 For Heavy Equipment Purchase - Complete Specification Form – Located on: *TCWeb – Insert Link* 

AFTER THE CAPITAL ASSET IS RECEIVED BY DEPARTMENT 

 Received Date: ______/_______/__________ 

 Notification to Purchasing of Receipt:  TO:______________________________  Date:_________________ 

 

General Purchase Information 

Budget Line:  

 Fund  Dept.  Org.  Object  Sub-Object 

 Fund  Dept.  Org.  Object  Sub-Object 

 Fund  Dept.  Org.  Object  Sub-Object 

List of Potential Vendors: 

 

Special Instructions (i.e. packing, delivery, contact): 

 

 

http://tcweb/auditor/audInfo.asp
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COMPLETE SPECIFICATION FORM 
VEHICLE    HEAVY EQUIPMENT    MATERIAL GOODS 

Descriptions should be written without abbreviations.  As applicable, the following should be included:  

CHECKLIST 

 Color(s) 

 Date(s) 

 Scope of Work 

 Schedule(s) 

 Address 

 Quantity 

 Size - dimension, weight, volume, etc. 

 Samples  

 If known, a satisfactory make, model, and part number. List all necessary features only. This information will be used to 
determine “equal” makes, models, and part numbers 

 Packaging - Describe how the units are packaged (Example:  12/case, 24/package, etc.) 

 Purpose – Brief description of the Intended use(s) 

 Drawings or Photographs, when useful 

 Goods and/or Services Brochures or Literature 

 Items required (data sheets) 

 Reporting requirements 

 Warranty requirements 

 Maintenance schedule 

 Specific Terms and Conditions 

 Estimated Cost 

 Material Takeoff (list of required items) 

 Delivery Days  

 Shipping Method – Common carrier 

 

Sole Source Vendor: Must be authorized by the BOS.  
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 OUT TO BID, MATERIALS WITH CAPITAL ASSETS 

This process is initiated when a requisition is submitted to GSA Purchasing to go out to bid for materials, which includes 
capital assets.  
The requesting department has used the Procurement Flowchart to verify the following: 

 Materials are not on an existing Countywide Contract or not within the currently contracted term 
 Materials total is greater than $50,000 
 There are capital assets being purchased in this order 

 

PROCEDURE 
PROCUREMENT TECH 

1. Receives and logs requisition in the BID LOG to indicate request received 
2. Routes requisition to PURCHASING SPEC for review 

 

PROCUREMENT SPECIALIST 
3. Reviews requisition for completeness using the OUT TO BID CHECKLIST 
4. Creates a BID FOLDER 
5. Drafts a bid document using the BID TEMPLATE 
6. Routes the BID FOLDER to the PURCHASING AGENT, or their designee, for review 

 
PURCHASING AGENT or their designee 

7. Reviews and finalizes BID DOCUMENT 
8. Routes final BID DOCUMENT to PROCUREMENT SPECIALIST for final review and publication 

 
PROCUREMENT SPECIALIST 

9. Emails BID DOCUMENT to requesting department for final review  
 
REQUESTING DEPARTMENT 

10. Reviews and approves final BID DOCUMENT 
11. Emails approval to PROCUREMENT SPECIALIST 

 
PROCUREMENT SPECIALIST 

12. Posts final BID DOCUMENT to www.bidnet.com and sends copies to known vendors - Fleet or Heavy Equipment 
Superintendent is cc’d on email if a vehicle or piece of heavy equipment is included in the bid 

13. Advertises BID DOCUMENT per department instructions 
14. Updates BID LOG to indicate out to bid 

 
PROCUREMENT SPECIALIST – VENDOR CONFERENCE (if required) 

15. Coordinates Vendor Conference 
16. Records Vendor questions and sends to department for responses 
17. Compiles department responses into an AMENDMENT/ADDENDUM to the BID DOCUMENT  
18. Posts AMENDMENT/ADDENDUM to www.bidnet.com and sends copies to participating vendors 

 
PROCUREMENT SPECIALIST – BID OPENING 

19. Receives and opens bids 
20. Compiles a BID RECAP – summary of bids 
21. Sends BID RECAP to requesting department for review 

 
DEPARTMENT – VENDOR SELECTION 

22. Reviews BID RECAP and selects the lowest responsible bidder, unless an alternative can be justified - local 
vendors within 5% of the lowest bid can be asked to match the lowest price. 

http://www.bidnet.com/
http://www.bidnet.com/
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PROCUREMENT SPECIALIST – PROCESS PURCHASE 

23. Receives requesting department’s Vendor selection 
24. Verifies the bid amount is within the Board-approved budget – the CAO may approve up to 10% over budgeted 

amount. Anything over 10% must receive Board approval 
25. Encumbers funds in AFIN as a PO document 
26. Routes the BID FOLDER to the SUPERVISING PROCUREMENT SPECIALIST to signal that the PO is ready for 

approval 
 
SUPERVISING PROCUREMENT SPECIALIST 

27. Reviews and approves PO in AFIN 
28. Prints the PO and places in the BID FOLDER 
29. Routes the BID FOLDER to the PURCHASING AGENT, or their designee, for approval 

 
PURCHASING AGENT or their designee 

30. Reviews and signs PO document 
31. Routes a copy of the approved PO to the FAS MANAGER with the CAPITAL ASSET INVENTORY FORM  
32. Routes the BID FOLDER to the PROCUREMENT SPECIALIST for filing 
33. Routes the original approved PO to PROCUREMENT TECH to mail out 

 
PROCUREMENT TECH 

1. Emails PO to Vendor, PROCUREMENT SPECIALIST, requesting department is cc’d on email - Fleet or Heavy 
Equipment Superintendent is cc’d on email if a vehicle or piece of heavy equipment is included in the bid 

2. Updates AGREEMENT & REQUISITION LOG to indicate PO was executed and funds were encumbered 
3. Emails a copy of the fully executed PO to the requesting department 

 
VENDOR 

4. Fulfills materials order 
 
FLEET OR HEAVY EQUIPMENT SUPERINTENDENT (if the order includes a vehicle or heavy equipment) 

5. Receives the vehicle or heavy equipment on site.  
6. Receives California Department of Motor Vehicles (DMV) registration and license plates 
7. Attaches license plates to vehicle or heavy equipment 
8. Contacts requesting department to collect the vehicle or heavy equipment 
9. Routes vehicle or heavy equipment registration to FAS MANAGER at Purchasing 

 
FAS MANAGER 

10. Receives vehicle or heavy equipment registration or notification from the requesting department that the 
capital asset was received 

11. Updates the CAPITAL ASSET INVENTORY FORM. 
12. Updates the Fixed Asset Inventory System 
13. (If the order includes a vehicle or heavy equipment) Routes a copy of the vehicle registration and vendor invoice 

to the requesting department for payment. 
 
REQUESTING DEPARTMENT 

14. Submits a PRC payment against the PO  
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GENERAL SERVICES AGENCY PURCHASING DIVISION 

 

Out to Bid for Public Works Checklist 
Instructions:  Check each item listed below as it is completed 

  Include each item with your request 

  Include this completed checklist with your request 
 

CHECKLIST 

 Requisition Form   -   Requisition# 

  Partial Payment Applies (When project is to exceed 90 days) 

 Requested Project Estimated Over $45,000 and Not to Exceed $175,000 

 GSA-100 Request for Capital and Major Maintenance Projects Form.  Located on: TCWeb - Click Here 

 PWC-100 Pre-Submission Form.  Located on:  TCWeb - Click Here 

 PWC-200 Out to Bid Request Form.  Located on: TCWeb - Click Here 

 Scope of Work - See page 2 

 Stamped Engineer Plans  or Project Plans 

 Project/Engineer’s Estimate (if applicable) 

 Request Copied for Department File 

 Original “Wet” Signature to Purchasing 

 

  

http://tcweb/purchasing/purForms.asp?cnt=0
http://tcweb/purchasing/purForms.asp?cnt=0
http://tcweb/purchasing/purForms.asp?cnt=0
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Basic Requirements of a Scope of Work 

What needs to be done? 
 Purpose/Intent 
 Services to be performed 
 Equipment/products to be provided 

Who will do what? 
 Groups/People involved 
 Responsibilities of all parties 
 Individual responsibilities 

When should it be done? 

 Long term – Time frames 
 Short term – Work hours 
 Start dates/Deadlines 
 Milestones with defined criteria, especially for payments 

Where should it be done? 
 General areas 
 Specific Locations 
 Use of County Property 

How will the performance be 
judged? 

 Reports 
 Inspections 
 Audits 
 Evaluations 
 Milestones achieved 
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 OUT TO BID, PUBLIC WORKS 
This process is initiated when a requisition is submitted to GSA Purchasing to go out to bid for a Public Works project. 
The requesting department has used the Procurement Flowchart to verify the following: 

 Service is a public works 
 Service total is greater than $45,000 and less than $175,000 
 GSA Facilities, GSA Capital Projects, or GSA Property Management have approved the service via GSA-100 form  

 

PROCEDURE 

PROCUREMENT TECH 
1. Receives and logs requisition in the BID LOG to indicate request received 
2. Routes requisition to PURCHASING SPEC for review 

 

PROCUREMENT SPECIALIST 
3. Reviews requisition for completeness using the OUT TO BID CHECKLIST 
4. Creates a BID FOLDER 
5. Drafts a bid document using the BID TEMPLATE 
6. Attaches the appropriate insurance exhibit (insurance requirements depend on type of service) 
7. Routes the BID FOLDER to the PURCHASING AGENT, or their designee, for review 

 
PURCHASING AGENT or their designee 

8. Reviews and finalizes BID DOCUMENT 
9. Routes final BID DOCUMENT to PROCUREMENT SPECIALIST for final review and publication 

 
PROCUREMENT SPECIALIST 

10. Emails BID DOCUMENT to requesting department for final review 
 
REQUESTING DEPARTMENT 

11. Reviews and approves final BID DOCUMENT 
12. Emails approval to PROCUREMENT SPECIALIST 

 
PROCUREMENT SPECIALIST 

13. Posts final BID DOCUMENT to www.bidnet.com, publishes in trade journals per Public Contract Code §22036, 
and sends copies to known vendors 

14. Advertises BID DOCUMENT per department instructions 
15. Updates BID LOG to indicate out to bid 

 
PROCUREMENT SPECIALIST – VENDOR CONFERENCE (if required) 

16. Coordinates Vendor Conference 
17. Records Vendor questions and sends to department for responses 
18. Compiles department responses into an AMENDMENT/ADDENDUM to the BID DOCUMENT  
19. Posts AMENDMENT/ADDENDUM to www.bidnet.com, trade journals, and sends copies to participating vendors 

 
PROCUREMENT SPECIALIST – BID OPENING 

20. Receives and opens bids at set date and time 
21. Compiles a BID RECAP – summary of bids 
22. Sends BID RECAP to requesting department for review 

 
DEPARTMENT – VENDOR SELECTION 

23. Reviews BID RECAP and selects the lowest responsible bidder, unless an alternative can be justified 
 

http://www.bidnet.com/
http://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?sectionNum=22036.&lawCode=PCC
http://www.bidnet.com/
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PROCUREMENT SPECIALIST – AWARD & AGREEMENT  
24. Receives requesting department’s Vendor selection 
25. Verifies the bid amount is within the Board-approved budget 

 
PROCUREMENT TECH – AWARD & AGREEMENT 

26. Assigns an agreement number 
27. Creates a PWA FOLDER 
28. Drafts a PWA using the PWA TEMPLATE 
29. Attaches the appropriate insurance exhibit (insurance requirements depend on type of service) 
30. Updates AGREEMENT & REQUISITION LOG with Agreement Number 
31. Routes the PWA FOLDER to the PROCUREMENT SPEC for review 

 
PROCUREMENT SPECIALIST 

32. Reviews draft PWA 
33. Routes PWA back to PROCUREMENT TECH for revisions 

 
PROCUREMENT TECH 

34. Revises and finalizes PWA 
35. Emails final PWA to vendor for review and signature, requesting department is cc’d on email 
36. Updates AGREEMENT & REQUISITION LOG to indicate Agreement sent to Vendor 
37. Follows up weekly with vendor and department regarding PWA status 

 
VENDOR 

38. Reviews, signs and returns PWA to PROCUREMENT TECH 
 
PROCUREMENT TECH 

39. Receives and logs vendor-signed PWA in the AGREEMENT & REQUISITION LOG to indicate Agreement received 
from Vendor 

40. Reviews vendor signature for compliance with California Corporation Code 313, to ensure no changes were 
made to the PWA, and that the Vendor’s insurance is current 

41. Routes vendor-signed PWA to PURCHASING AGENT for signature 
 
PURCHASING AGENT 

42. Reviews and signs vendor-signed PWA 
43. Routes fully executed PWA to PROCUREMENT TECH 

 
PROCUREMENT TECH 

44. Registers the project with the California Department of Industrial Relations (DIR) and prints the registration form 
confirmation number. 

45. Encumbers funds in AFIN as a CT document with a commodity code to ensure payments are routed back to 
Purchasing for approval. The DIR registration form is uploaded to AFIN as supporting documentation. 

46. Routes PWA FOLDER to PROCUREMENT SPECIALIST to signal that the CT is ready for approval 
 

PROCUREMENT SPECIALIST 
47. Reviews and approves CT in AFIN 
48. Routes the PWA FOLDER to PROCUREMENT TECH to notify vendor and requesting department 

 
PROCUREMENT TECH 

49. Updates AGREEMENT & REQUISITION LOG to indicate Agreement was executed and funds were encumbered 
50. Emails a copy of the fully executed PWA to the requesting party 

https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?lawCode=CORP&sectionNum=313.
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51. Mails one original fully executed PWA to the vendor 
52. Files the original fully executed PWA in the PWA FOLDER 

 
If partial payments are requested in the initial requisition, generally on projects lasting longer than 90 days, each 
payment will be submitted to Purchasing via AFIN and approved by the PROCUREMENT SPECIALIST. If partial payments 
were not requested, no payment will be made to the vendor until a Notice of Completion (NOC) has been executed. 
 
DEPARTMENT 

53. Upon completion of the project, requesting department submits a Notice of Completion (NOC) form to 

PROCUREMENT TECH with request for payment. 

 

PROCUREMENT TECH 

54. Types the NOC Document 

55. Routes NOC to PURCHASING AGENT, or their designee, for review 
 

PURCHASING AGENT or their designee & NOTARY PUBLIC 
56. PURCHASING AGENT, or their designee, reviews NOC for accuracy 
57. NOTARY reviews and notarizes NOC 
58. PURCHASING AGENT, or their designee, signs 
59. Routes executed NOC to PROCUREMENT TECH for recording 

 

 PROCUREMENT TECH 

60. Files a copy of the fully executed NOC in the PWA FOLDER 
61. Emails a copy of the fully executed NOC to the requesting party 
62. Routes the original fully executed NOC to the County Recorder for recording 

 
COUNTY RECORDER  

63. Records the fully executed NOC 
64. Routes recorded NOC to Purchasing 

 
PROCUREMENT TECH 

65. Receives original recorded NOC and files in the PWA FOLDER 
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