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A.
Introduction

This instruction describes the Department Blanket Order (DBO), its intended uses, and how departments create and OCA reviews each field or other item of information in the blanket.  
B.
Reference
The following FAMIS-Purchasing (ADPICS) material is posted in the Document Library in the “OCA – General instructions and ADPICS documentation” category:

· Purchasing Authority codes in ADPICS

· Purchasing documents and approval paths

· Blanket field definitions

· Commodity and service codes

· Copying a blanket to create a blanket for FY 10-11

The following material is posted on the Controller’s FAMIS home page (http://sfcontroller.org/index.aspx?page=203), halfway down the page:

Training Manuals:

· Blanket purchase order (BPO)
C.
Terminology

The table below is extracted from the Reference document “Purchasing documents and approval paths.”  The system contains a document type “BP,” which is a “blanket purchase order,” and is created in screen 2342.  There are six types of blankets, called “Purchasing types”:

	Document
	ADPICS screen
	Purchasing type
	Document Title

	BP
	2342
	BP
	Citywide blanket, created by OCA

	BP
	2342
	DB
	Departmental blanket

	BP
	2342
	CB
	Contract blanket, for any signed contract

	BP
	2342
	NB
	Departmental blanket -- non-Purchasing

	BP
	2342
	XB
	Professional services delegation authority blanket

	BP
	2342
	YB
	Code delegation authority Blanket


This instruction covers Purchasing type DB, the Departmental blanket.
D.
General comparison of professional and general services
See Exhibit 1. 

E.
Purpose of Departmental Blanket Orders

DBOs are used most often for unanticipated, unplanned purchases of products not covered under a term contract.  A blanket does not encumber funds; funds are encumbered later via releases against the blanket.
F.
Limitations on blankets of $10,000 or less
Effective July 1, 2010, departments should no longer submit to OCA departmental blankets of $10,000 or less.  Instead, departments should issue their own delegated departmental purchase orders (Prop. Q orders).  OCA will accept departmental blankets below $10,000 in only two circumstances:

· the vendor is an LBE, or

· on a case-by-case basis, the department has spoken to OCA first and received approval to submit the blanket.

Regarding the latter, the department must present a compelling case for using a blanket instead of one or more Prop. Q orders.  OCA management will make the final decision.

G.
Fields in the blanket
This section and the next describe what information the department should provide, where it goes, and how OCA reviews it.  The items below are discussed in the order the fields appear on screen 2342.
1. Purchasing type:  DB only.  (CB is used for professional service contracts.)  If the DBO contains the wrong document type, OCA returns the blanket.

2.
Dollar amount.  For blankets over $10,000, departments should state in the Note Pad why the purchase is not biddable. The amount should not exceed $50,000.  If the amount is over $50,000, OCA may request a justification.  Blankets over $50,000 will require approval from a Purchasing Manager or Supervising Purchaser.
3.
Effective Date and Expiration Date.  DBOs generally do not extend beyond one fiscal year.  
4.
F.O.B Point. Where ownership of the item passes from the vendor to the City.  “FOB Destination” is preferred.
5.
Payment terms:  Departments should ask for a prompt payment discount, but must be prepared to process invoices in time to qualify for the discount.  A typical discount is “2% 10, net 30.”  This means if the City pays the invoice within 10 days of receipt, the City may deduct 2% from the invoice amount.  And full payment is expected within 30 days.

6.
Blanket title.  The title should reflect the product or service being purchased.
7.
Vendor.  Items a. and b. relate to compliance with the Administrative Code.  Compliance information appears on screen 9560. 
a.
Admin. Code Chapter 12B, Equal Benefits.  If the vendor does not comply, then the department must submit a waiver approved by HRC.  If there is no waiver, then OCA returns the blanket.

b.
Business Tax.  If the vendor does not comply, OCA returns the blanket.  
c.
Is the recommended vendor an LBE?  If not, then the department should provide the following in the Note Pad:

· Did the department check HRC’s database of certified LBEs for possible vendors?  If not, why not?

· If HRC’s database contained certified LBEs that provide the product or service, why was the department not able to use one as the recommended vendor?
8.
Purchasing authority.  The department must justify its choice of the Purchasing Authority in the Note Pad.  The most common authority codes used for a DBO are:

a.
OMP (Open market purchase).  Low-dollar purchases of products or general services from one vendor.  Departments may order up to $1,000 per day, and should not split orders for the same thing to keep the purchase under the $1,000 daily limit.  The $1,000 daily limit must be entered as part of the line-item specifications.  See paragraph H below.

b.
NOS (No other source).  Only one vendor provides the product or service.  In such a case, the vendor is usually the manufacturer.  The department must submit Sole Source Waiver Request form P-21.5 (b) and a justification memo to OCA, and obtain OCA’s approval of the form, before submitting the DBO.


c.
Proprietary purchase.  Products or general services which are unique in characteristics to one manufacturer and the circumstances warrant a specific vendor.  Departments must provide justification in the ADPICS note pad.  Although there is no dollar limit for Proprietary DBOs, the purchaser should request a written justification commensurate with the dollar amount of the DBOs.  For a list of proprietary articles, refer to Chapter 21, Regulation 21.5(d), which currently lists these categories:


Category
Description

 1
Charts, globes and maps

 2
Books, magazines, pamphlets and periodicals

3
Specialized equipment, materials and supplies for instructional purposes.  Specialized educational tests and testing services
4
Fine arts; music; plays; works of art; films; audio and video cassettes; etc.

5
Medicines and drugs

6
Medical, surgical and dental equipment; instruments; prosthetic devices, special supplies

10
Animals

12
Repairs for equipment including service and parts when repairs must be done by the manufacturer, the installer of equipment or system, or when repairs by others would void the warranty. 


d.
Administrative Code.  Some purchases are justified by specific provisions of the City Administrative Code.  For example, Section 21.16 allows the City to use a vendor’s contract with another public agency or non-profit organization (made up of multiple public agencies) if: 
· public agency procurement process was competitively bid or result of a sole source award and 
· the use of the other agency’s procurement would be in the City’s best interest. 
OCA verifies that the required conditions are met.  Among the issues considered are:  competitive pricing, delivery requirements, compliance with City requirements such as business tax, 12B, MCO and HCAO.
9.
Commodity code.  If OCA finds that the commodity code is wrong, OCA returns the blanket.  The list of commodity codes is posted in the Document Library in the “OCA—General Instructions and ADPICS information” category.  Help is available from a buyer in OCA. 
H.
Other information in the blanket

1.
Include the following in the Terms area of the blanket.  That will ensure that the information appears on all purchase order releases against the blanket.

a.
Delivery lead time:  The number of days after the order is placed to deliver the product or service.  Standard language is “______ days ARO.”  ARO stands for “after receipt of order.”

b.
Account number.  If the department has an account number with the vendor for these purchases, it should be included.  

c.
Department contact person’s name and phone number.

d.
For OMP blankets, include this:  “Order limit of $1,000 per day.”
2.
Include the following in the Specifications area for each line item on the blanket:

a.
Description of the product or service.  Are the products or general services covered under a City Term Contract?  If yes, OCA returns the DBO to the department and advises the departments to do a release against the citywide blanket for the City Term Contract.  More generally, OCA reviews the blanket or group of blankets to competitively bid similar products or develop term contracts.
b.
Pricing:  Because the blanket will probably not be bid, it is important for the City to avoid paying retail prices if possible.  Departments should ask the vendor for a discount based on the anticipated volume of purchases.  This could be noted as “Pricing:  _____% off retail price.”  

3.
Include the following in the Note Pad, if it applies:
a.
The funding source.  If the source of funds is a grant, then the grant may require other terms and conditions and bidding requirements.  OCA asks the department to consult with the granting agency and advise in this area.  Sample:  “This purchase will be paid for by a grant from the [name of state or federal agency].”
b.
Any required documentation, attachments, and agreements related to the purchases or general services of the DBO are attached.
c.
If an OCA or HRC waiver has been approved, the date and amount of the approval(s).  

d.
Insurance requirements, policy endorsement for additional insured, expiration dates and coverage amounts.

I.
Purchase Order Releases against DBOs


After the DBO is approved by OCA and is posted in FAMIS-Accounting, the department must create the purchase order release.  The release must be posted and funds encumbered before orders are placed and not after materials or services have been ordered, shipped, received, or invoiced.  This requirement is in accordance with Charter Section 3.105 (required encumbrance).
Exhibit 1

General comparison of professional service and general service contracts
The following information is general and therefore subject to exceptions.
	
	
	
	
	
	
	

	Item
	
	Description
	
	Professional service
	
	General service

	
	
	
	
	
	
	

	1
	
	Examples
	
	Consulting
Computer programming
Licensed professions:
  CPA
  Engineer
  Attorney
  Physician
	
	Janitorial
Window washing
Security guard
Pest control
Parking lot attendant

	2
	
	Selection process
	
	RFP
	
	Competitive bid

	
	
	
	
	
	
	

	3
	
	Who conducts the selection process
	
	Department
	
	OCA

	
	
	
	
	
	
	

	4
	
	Approval to obtain outside services
	
	Civil Service Commission
	
	Prop. J:  Controller and 
Board of Supervisors

	
	
	
	
	
	
	

	5
	
	Contract document
	
	Professional services, P-500
Prof. svcs, individual, P-501
SW development, P-542
	
	Term contract
Purchase order

	6
	
	Reason for using 
a contractor instead of City employees
	
	No employees available.
No employees possess the necessary skills.
And in both cases, it is not practical to hire someone to do the contract work.
	
	Contractor will cost less than City employees
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