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Agencies must request delegations from DGS/BOP to proceed with a procurement (RFP, ITQ, RFQ, ITB) when the estimated total amount of the procurement is greater than the dollar thresholds established in Part I, Chapter 7 of the Procurement Handbook.

Delegations
In accordance with the Procurement Code (Title 62-Procurement), The Bureau of Procurement shall act as the purchasing agency. It is DGS/BOP’s intention that most procurements will be led through DGS/BOP.  DGS/BOP will maintain authority and responsibility over the procurement process for all Enterprise/Statewide and Multi-Use agency contracts. 

DGS may delegate authority to an agency and may revoke any authority which has been delegated.  Any Agency receiving delegation for a procurement shall exercise this delegated authority in accordance with the written requirements of the delegation, the Procurement Code (Title 62-Procurement) and the Procurement Handbook.  
If the request for delegation is granted, the agency shall fully comply with the requirements and procedures as set forth in the Procurement Code (Title 62-Procurement) and the Procurement Handbook.
Definitions and Roles

The Responsibility lists included in the following tables are not intended to be exhaustive.  They are provided to help agencies understand, at a high level, the responsibilities of DGS/BOP and the agency when a request for delegation is approved or denied  Please refer to the Commonwealth Procurement Code and the Procurement Handbook, Part 3, Chapter 3  and Chapter 7 for further details.

Responsibilities

	Agency
	

DGS

	· Submit Delegation Request
	· Review and Respond to Delegation Request




DELEGATION - An agency, for a variety of reasons, may request that authority and responsibility for the procurement of a material or service be handled at the agency level.  DGS may respond to that delegation request in one of the following two ways:

APPROVALS – The agency is responsible for obtaining any approvals required due to the nature of the material or service or both being procured, in addition to compliance with any applicable Management Directives, Information Technology Bulletins and/or Commonwealth policy.

1. FULL- A full delegation of contracting responsibility is given to the requesting agency.  Full delegations will be granted to agencies requesting procurements of minimal complexity or a cost-structure that would not dictate close oversight by DGS/BOP Procurement.  Sufficient justification is required as outlined herein and in the Procurement Handbook and the Request for Delegation Form BOP-003
Responsibilities – If Full Delegation Granted
	Agency
	

DGS/BOP

	· Select the Issuing Officer from Agency 

· Develop Project Plan and Timeline

· Research Needs and Industry

· Develop RFP/IFB/RFQ and Release strategy 
· Conduct and Lead Group Meetings
· Select the Evaluation Committee and Establishes Voting Responsibility
· Establish Budget Requirements
· Assigns the Evaluation Sub Criteria and Points
· Evaluates the Proposals (Except for the DB Participation Submittal)
· Lead Negotiations 

· Executes and Processes Final Contract Documents
· Manages Protest Process as the Purchasing Agency
· Advertise Procurement on DGS/BOP Website

· Publish Contract/Purchase Order to Website in accordance with Right to Know.  Prepares Summary and Upload the Contract on Treasury Website in Accordance with Right To Know Requirements
· Ensures Contract Management and Supplier Compliance.
· Fully comply with Commonwealth Procurement Code and Procurement Handbook


	· Upon Agency’s Request:

· Provide Consultative Assistance 

· Participate in Group Meetings

· Participate in Negotiations


2. DENIAL- A denial of delegation would result in DGS/BOP maintaining authority and responsibility over the procurement.  If DGS/BOP denies the delegation, the procurement will become a part of DGS/BOP’s standard procurement process and will adhere to the Procurement Code (Title 62-Procurement) and the Procurement Handbook.  DGS will manage the procurement process, with assistance from the requesting agency(s) as described below:
Responsibilities – If Delegation Denied
	Agency
	

DGS/BOP

	· Participate in Group Meetings

· Provide Subject Matter Expertise On Agency Requirements
· Understands:

· Industry 

· Product

· Economic conditions

· Potential supply base
· Voting members
· Responsible for:

· Assembling Technical team 

· Research Agency Needs 

· Budget Requirements

· Responsible for:

· Write SOW Draft and/or Specifications draft

· Issue Purchase Order for Project Implementation 

· Project Management 
· Supplier performance
	· Is the Issuing Officer and Procurement Manager

· Develops Project Plan and Timeline

· Research Needs and Industry

· Develop RFP/IFB/RFQ and Release strategy 
· Conduct and Lead Group Meetings
· Evaluate Scoring

· Non-Voting Responsibility

· Lead Negotiations 
· Advertise procurement on DGS/BOP website

· Publish contract to website in accordance with Right to Know.
· Process Final Contract Documents
· Manage Protest Process

· DGS maintains contract and amendments

· Ensures Contract Management and Supplier Compliance.



Routing and Approvals

A request for delegation should be made at the beginning of the procurement process. 

Sufficient justification must be provided with all requests for delegation.  Failure to provide sufficient justification could result in the delay of request processing.

All requests for delegations should be directed to the appropriate Director, Commodity Management, i.e. Materials Director or Services Director.

Minimum Documentation Requirements

· Estimated costs by year

· Spend under current contract (if replacing old contract)

· Historical information regarding the procurement

· Brief overview of work required or materials needed 

· Justification documentation

· Expected timetable 

· All necessary approvals

· Other pertinent information , as outlined the Procurement Handbook and the Request for Delegation Form BOP-003
Service Level Commitment

This Service Level Commitment applies when an agency submits a delegation request to DGS/BOP to proceed to procure needed materials or service itself (without the participation of DGS/ BOP).

DGS/BOP will respond to the delegation request within 5 business days of receipt of required documentation.  
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