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The future of government hinges on the ability to serve the public in new and innovative ways.  Through thinking beyond traditional transaction-based ideology, an effective enterprise-wide strategy for running government can be established.  Procurement is the key to unlocking that innovation and providing cost-effective solutions to the issues facing government today and meeting the challenges of tomorrow.

Statistically speaking, the average employment in the Division of Purchasing is between 3-7 years.  A large loss in the Division of Purchasing workforce can be attributed to the large percentage who move to other public entities or who move to private sector industry jobs. To address this loss the Division of Purchasing has developed this New Procurement Professional Training Program to emphasize professional development and advancement opportunities in the division.

This New Procurement Professional Training Program is to assist new procurement professionals in developing the skills necessary to become procurement professionals for the Division of Purchasing. It consists of core concepts, procurement skills, activities and experiences used as learning activities and topics for discussion between the new procurement professional and mentor. The activities and experiences are an introduction to the topics with which procurement professionals need to be familiar for the successful completion of responsibilities at the Division of Purchasing.




[bookmark: _bookmark21]New Procurement Professional Training Program --MENTORING PLAN

[bookmark: _bookmark22]Mentoring Relationship – Required Initial Meeting
· During the first week of employment, the new procurement professional should contact the mentor and arrange to meet to get acquainted and develop a mentoring plan.
· Discuss “DOs and DON’Ts” of maintaining good ongoing customer relations, such as returning telephone calls and keeping customers informed about matters
· Discuss the raving fan model that the Division of Purchasing follows.
· Discuss the importance of family and life balance, including entering time and accrual of annual and sick leave.
· Discuss how to deal with a “difficult” customers and how to decline certain requests of the unrealistic or “impossible” customer.
· Discuss frequent issues that arise in public procurement.
· Discuss the different variations of the Standard Terms and Conditions, including the appropriate times to negotiate.
· Discuss how the Division of Purchasing accepts requisitions from agencies.
· Including courtesy posting services offered by the division.

Section 1: Introduction to the Public Procurement Community.
· Attend the Division of Purchasing’s weekly staff meeting.
· Understand the relationships the Division of Purchasing has with NASPO and NASPO ValuePoint, including the Division of Purchasing’s State of Utah Cooperative Contracts and quarterly PEP meetings.
· Attend a quarterly PEP meeting sponsored by the Division of Purchasing.
· Attend a training session on SciQuest from a SciQuest administrator
· Understand the functionality of SciQuest
· Understand the importance of Utah Code Section 63G-6a-112.
· Review the templates and attachments on SciQuest
· Identify five past training sessions from PEP that you should review and discuss with your mentor.
 (
PEP Trainings
 
)
 (
Date of SciQuest Training
 
)
Section 2: Utah Procurement Code, R33, and Purchasing Policies. 
· Read and discuss Parts 1, 3, 4, 5, 6, 7, 8, 9, 10, 12, 16, 20, 21, and 24 of the Utah Procurement Code found in Utah Code 63G-6a.
· Read and discuss the correlating sections of the Utah Administrative Rules.
· Take the Public Procurement Professional examination.
· Review and discuss the Division of Purchasing policies found on the Division of Purchasing’s website.
· Discuss with your mentor the expectation of the Division of Purchasing to read and study the Utah Procurement Code, the applicable Administrative Rules, and policies for at least 15 minutes each day.
· Discuss with mentor questions regarding the Utah Procurement Code, R33, and Purchasing Policies.
· Discuss with your mentor on how to screen for and recognize procurement fraud.

Section 3: Small Purchases. Process (Quotes)
· Read and review Utah Code 63G-6a-506 and R33-5.
· Read Administrative Rule R33-4-109 and discuss scenarios with mentor.
· Print the Small Purchase flow chart and discuss the process with mentor.
· Take the small purchase training online.
· Read and discuss with your mentor the “Quotes for Small Purchases Form” on the Purchasing website forms page. 
· Shadow an agent through a quotes process: email, phone, and on Jaggaer/SciQuest.
· Complete a quote process under supervision of your mentor.
· Demonstrate a minimum of two research methods to find additional vendors
· Demonstrate knowledge of evaluating responses to determine award recommendation (mandatory minimum, cost, specification/scope of work, responsive and responsible)
· Demonstrate ability to guide agency during their review and recommendation process
· Complete an award process including finalizing a purchase order under supervision
· Participate in proper documentation and record retention processes
· Discuss with mentor the completed process and have the mentor report to Management.
· Engage in a training discussion about customer interaction, including tips for gathering information about specifications and appraising the credibility and trust of customers.
 (
Date/Project/Solicitation #
 
)

Section 4: Small Purchase for Professional Services
· Read and review Utah Code 63G-6a-103(61) R33-5-108
· Understand why and when a Small Purchase for Professional Services may be used.
· Be able to find the Small Purchase for Professional Services form on the website: http://purchasing.utah.gov/forms/
· Review the Professional Services procurement training on the website: http://purchasing.utah.gov/for-agencies/training/
· Shadow a purchasing agent/contract analyst through a full small purchase for professional services solicitation.
· Complete a small purchase for professional services process under the supervision of your mentor to obtain the following skills:
· Email firms/individuals identified by the agency to request their qualifications. If the agency has not identified any firms/individuals, help the agency research and identify firms/individuals (through SciQuest, Google, direct email to suggested vendors identified by the agency, etc.)
· Create a template email (if desired), or draft an email requesting submission of qualifications.
· Provide firms/individuals with the Scope of Work.
· All firms/individuals must be given equal time to submit qualifications.
· Request submission of qualifications by a specific date and time.
· Remind the firms/individuals that costs should NOT be included in the initial submission of qualifications. If they are included, make sure to redact that information before providing the qualifications to the agency for review.
· After the agency identifies the most qualified firm/individual, the purchasing agent/contract analyst may request a quote and engage in direct negotiation with the selected firm/individual.
· Send an email to the selected firm/individual.
· Send the Scope of Work, Terms and Conditions, and a Vendor Information Form (located on the F drive), if necessary.  
· Request the best pricing offer. 
· Set a submission deadline.
· Submit the quote to the agency for them to approve pricing within their budget (purchasing agent/contract analyst must be cognizant of the agency’s budget).
· Quotes from all vendors are not required per the Administrative Rule R33-5-108.
· The purchasing agent/contract analyst will make an award recommendation based on the agency’s recommendation and submitted quote(s).
· Complete the Small Purchase for Professional Services form with the recommendation, and submit it to a Purchasing Technician for finalization and award.
· Discuss with mentor the completed process and have the mentor report to management.
· Discuss Part 24 of the Utah Procurement Code, including reporting to the Attorney General’s Office or the State Auditor.
 (
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Section 5: State Cooperative Contract Management
· Read and review The Contract Management Guide on the Division of Purchasing’s website.
· Participate in or observe at least one contract management situation with your mentor.
· Review the Contracts that have been assigned to you and become familiar with them.
· Review the solicitation process for each contract, including the vendor responses
· Identify the different portfolio of contracts you manage.
· Review the summary documents and ordering instructions for each contract.
· Identify if the contract is a NVP, State Cooperative, MMCAP, or other
· If the previous agent is still here, communicate with them to get knowledge transfer.
· Reach out to each Contract contact to discuss your new responsibility
· If a review meeting is necessary please schedule a meeting with the contractor with your mentor
· Review the usage reports of each contract
· Ensure that all usage reports are current
· Create an expiration list and plan for your Cooperative Contracts.
· Participate in responding to a GRAMA request.

 (
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Section 6: Amendments to Contracts
· Read Part 12 of Utah Code 63G-6a and Review policy #3 with your mentor.
· Know where to find Amendment documents on State Purchasing website
· Review all documents in Purchasing Forms, under Amendments http://purchasing.utah.gov/forms/
· Know the purpose of each form and demonstrate an understanding of how to fill them out
· Demonstrate where to find the form to request a price increase
· Show a knowledge and understanding of how to complete this form and the process for getting it approved and executed
· Identify what amounts and percentages of increases require what level of approval
· Show ability to research justifications for increases in amounts
· Demonstrate where to find the form to request an extension to a contract
· Show a knowledge and understanding of how to complete this form and the process for getting it approved and executed.
Agency Contract Amendment
· Discuss contract tracking and initiation process from agency to completion with a Contract Tech
·  Identify the various section requirements and purpose of requirements as listed on the contract amendment cover page and be able to identify them (original contract, sole source if applicable, any new attachments, AG approval, previous amendments, amendment form)
· Know best practices for order of documents within an amendment and how to label for easy identification (colors).
· Be able to locate individual contracts within the office filing system
· Perform a Sam.gov search
· Be able to locate and find contact information for the amending agency
· Shadow a mentor on a contract review
· Perform a contract review under supervision
Cooperative Contract Amendment
· Know appropriate requests for amendments from the vendor and from the agency (ie: price increase, name change, product additions, term renewal, cancellations, additional scope of work)
· Discuss research tools and best practice in negotiation in order to amend for a price increase
· Complete the close out process in order to fully execute an amendment to a statewide contract
· Show what documents to include in the amendment and proper process for approval 
·  Know best practices for order of documents within an amendment and how to label for   easy identification (colors).
·  Be able to locate individual contracts within the office filing system
·  Perform a Sam.gov search
·  Be able to locate and find contact information for the amending agency
· Shadow a mentor on a contract review
· Perform a contract review under supervision
· Demonstrate knowledge of how the process differs from an agency contract to a state-wide cooperative and a NASPO Value Point, Participating Addendum (“PA”)

Section 7: SciQuest Overview
· Get set up as a user and reset your user password in test system
· Get set up as a user and reset your password in the live system
· Become an expert in all functions of creating a sourcing event
· Become an expert in all functions of awarding a sourcing event
· Become an expert in all TCM functions
· Learn what permissions and function administrators have
· Set up and manage users in the system and assign user roles
· Be able to reset a user’s password
· Learn how to check vendor duplicates in TSM and how to invite a vendor to register
· Create projects and be able to add users to projects
· Create and edit commodity codes
· Create and trouble shoot Sourcing Event Approval workflows
· Create and trouble shoot Sourcing Event Evaluation workflows
· Convert a sourcing event over to a contract in TCM
Understand Supplier Perspective
· Review the For Vendors section of the Division of Purchasing website and become familiar with how a vendor finds current opportunities and registers for an account
· Register for a supplier account in the Supplier Portal test system 
· Submit a response to a sourcing event in the test system and ask questions in the Q&A
· Learn how amendments affect the vendors submission
· Become familiar with the process for changing a vendors time zone
· Learn how to navigate the Utah Public Procurement Place website to find open bids and awarding information
· Gain an understanding of the UNSPCS commodity codes used in Sciquest 
· Learn how to navigate the vendor account in TSM
· Understand how the vendor reacts with a contract in TCM
Contract Entry in TCM
· Understand how to create and award sourcing event
· Understand TCM process flow
· Set up contracts in TCM, both existing contracts and new contracts through Sourcing, including understanding required contract components
· Learn how to amend and update contracts in TCM
· Become familiar with how the vendor receives a contract through the system
· Gain understanding of contract types processed by Division of Purchasing


Section 8: Part 6 Bidding Process
· Read Utah Code 63G-6a-6 and Administrative Rule R33-6
· Discuss code and rule with mentor for any questions and demonstrate an understanding of the code and rule.
· Review the IFB training on website http://purchasing.utah.gov/for-agencies/training/
· Review received solicitation and explain why the IFB process is the correct process or method to your mentor. E.g. Cost is the most important factor.
· Update your workflow worksheet, know the process, assign number etc.
· Show you understand the components of an IFB
· Mandatory minimums
· Cost Sheet or line items
· Lowest cost wins
· $50,000 threshold (mandatory posting in SciQuest)
· 7 day minimum posting time
· Scope of Work
· Know the correct Terms and Conditions to attach to your project
· Discuss with Agency make sure they understand the process of a bid and assure that they want it to be a bid, based on cost only, knowing the low bid gets the award. 
· Ask any questions of Agency to clarify the process, scope and costs.
· Get suggested vendors from Agency
· Check with agency to review exported pdf of IFB and get approval or make revisions
· Shadow an agent through a bid process in Jaggaer/Sciquest, using the IFB templates
· Complete a bid process under supervision.
· Determine appropriateness of cost sheet vs line item template.
· Demonstrate the ability to draft an IFB in SciQuest.
· Show process of responding to Q&A in SciQuest with agency
· Demonstrate the closing process
· Met mandatory minimums?
· Opening of bid and vendors who attend opening
· Reject non-responsible and non-responsive bids, when applicable
· Send recommendation to agency for review and approval
· Prepare a rejection letter to a vendor
· Show ability to award a bid in SciQuest.
· Emails sent in SciQuest
· Upload documents, award statement
· Complete requisition sheet to cut P.O.’s or agency contract.
·  (
Date/Project/Solicitation #
 
)Participate in proper documentation and record retention processes.


Section 8: Part 6 Bidding Process
· Read and discuss Part 8 of the Utah Procurement Code
· Understand the Award of Contract Without Engaging in a Standard Procurement Process Request Form
· Review a submitted Award of Contract Without Engaging in a Standard Procurement Process Request Form to make sure it is complete with a proper justification on Section A of the form. 
· Make sure the Scope of Work is submitted, as well as any other documentation (invoice, quote, justification for sole source, etc.)
· Reach out to the agency contact to let them know what solicitation number you have assigned and inquire about RQS/RQM. Also ask the agency contact for any additional information necessary (further justification for the sole source, etc.) 
· Research the procurement item (Google, etc.) to see if available from any other source.
· If another source is found, or it is available through resellers, it is not a true sole source. Look at alternative procurement procedures – transitional costs, emergency, small purchase, etc.
· Reach out to the vendor to inquire about the quote submitted.
· Inquire about best price offered, etc.
· Research other states solicitations and the price they got the same procurement item for.
· Must post the sole source if the cost of the procurement exceeds $50,000 (63G-6a-802(3)).
· Know how to post in SciQuest.
· Post the following as attachments (at a minimum):
· Sole Source form 
· Scope of Work
· If challenged: Review the challenge to see if it should be upheld. Fill out your “Questions for Management” with Code and Rule, to provide your recommendation to management. 
· If challenge is upheld: You must close without awarding and will not be able to approve this Sole Source. You will need to go out for a Standard Procurement Process. 
· Close without awarding in SciQuest.
· Fill out the Purchasing section of the Award of Contract Without Engaging in a Standard Procurement Process Request form.
· Get the form approved by management.
· Complete the Buyers Worksheet (the colored header sheet attached to the form and supporting documentation).

 (
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Understanding the Department of Technology Services Role in Procurement
· DTS Involvement / Coordination (Discuss the following issues)
·  Understand that the Department of Technology Services (DTS) holds statutory authority over the approval of information technology acquisitions, pursuant to Utah Code 63F Chapter 1.
·  Understand the role DTS serves in State Executive Branch Agency procurements and resulting agency contracts.
·  Understand when procurements require DTS involvement.
·  Ensure DTS and the agency’s IT Director are involved at the outset of all IT procurements by State Executive Branch Agencies.
· Understand the IT keywords and reviewing all solicitations that have not gone through DTS for these keywords and if any are found, understand the process to handle the solicitation to verify if the solicitation falls under DTS or not 
· DTS Requisition (Discuss the following issues)
·  Discuss that the Finet requisition is received by DTS and not the agency.
·  Discuss the importance of engaging and working with DTS and agency prior to the Requisition in order to fully prepare and expedite the process.
· DTS Solicitations. 
· Agent will understand that at least one DTS employee must serve as a:
· scoring member on all DTS RFPs.
· Committee member on all other solicitations
· Agent will understand how to utilize the IT Questionnaire on all solicitations
· Agent will understand that Attachment A IT Terms and Conditions must be used for all DTS contracts
· DTS Business Case.  (Discuss the following issues)
·  Understand that agency IT procurements at $50k or above require a DTS Business Case.
·  Understand the process for directing an agency to complete the required DTS Business Case through DTS’ ServiceNow platform. 
· DTS Exception (Discuss the following issues)
·  Understand that if there is uncertainty around whether a procurement requires DTS’ involvement, Agent will work with agency and DTS for a DTS exception.
·  Understand the process for obtaining a full or partial exception from DTS.
· All exception requests must be submitted in ServiceNow
· No exception is approved by DTS unless an email is received from ServiceNow with the approval and exception type (full/partial)
·  Understand, if a DTS exception (full or partial) is granted, there are certain obligations imposed by DTS in the provided exception, of which Agent will work with agency to ensure DTS obligations outlined are meet by the agency. These include:
· Partial:
· Attachment B IT Terms and Conditions must be included on all POs and Contracts
· A DTS employee must be included on solicitation committees
· [bookmark: _GoBack]A contract or amendment cannot be processed unless DTS has signed

Miscellaneous Items to Discuss
· Discuss how to prepare for the negotiation of a legal matter (e.g., indemnity, insurance, IT terms, etc.).
· Mentor should identify the appropriate AGs to contacts (e.g., Risk Management, DTS, etc.)
· Discuss how to prepare a vendor negotiation, including reviewing the solicitation and other vendor contracts, if applicable.
· Discuss how to respond to Questions during the solicitations Question and Answer Period.
· Discuss when and how negotiation should be initiated.
· Discuss and assist in contract formation, including reviewing the awarded vendor’s response and solicitation documents.
 (
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