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	Title:  Internal One-Time Request to Exceed DPA
	SOP Number:  #NI-006

	Date Created:  12/17/07
	Created By:  Kelly Loll-Jones

	Revised: 03/09/09
	Revised By: Mirna Barker

	Actions Required By:
	Entity Requester, Entity APO/UPO, Category Cluster Administrator, Category Cluster Approver (Manager), Professional Development, Process Improvement

	Audience:  SPD/APOs/UPOs
	Total Process Steps:  22 

	Supporting Resources:
	Authorization Guideline, Form SPD-OP002


	Step
	Action Required
	Person Responsible
	Time Due

	1.
	Requester completes SPD-OP002 form once a sourcing need is identified that exceeds their entity DPA
	Requester
	

	2.
	APO/UPO approves SPD-OP002 form
	APO/UPO
	

	3.
	Sends completed form via email to CCMRouting@doas.ga.gov 
	Requester or APO/UPO
	

	4.
	CCMRouting@doas.ga.gov has an automated rule to send the email to SharePoint library called DPA Increase Request.  The email address for this library is dpaform@moss.doas.ga.gov.  All new requests display under the “****In Process” status in SharePoint
	Microsoft Outlook Automatic Rule
	10 minutes from receipt

	5.
	Administrator:

· Enters the SPD-OP002 form in Request to Exceed Tracking Log and assigns log number (date/agency code).  Log resides in SharePoint in DPA Increase Request  library
· Enters the right category in SharePoint for the form
	CC Administrator
	1 business day from receipt

	6.
	Administrator determines sourcing category by the box checked by Requester on form and sends an email to appropriate Approver (based on Authorization Guideline attached) to alert him/her of the new request in SharePoint
	CC Administrator
	1 business day from receipt

	6B.
	SharePoint DPA Request library sends a workflow alert to Professional Development and Process Improvement to initiate request review and approval
	SharePoint Workflow Alert
	10 minutes from receipt

	7.
	If appropriate, Approver discusses with Category Manager and/or Associate Category Manager to validate previous performance, along with checking the Tracking Log to see if there is any historical information on the requester  
	GC Manager or Approver
	5 business days from receipt

	8.
	Professional Development reviews request, makes approval recommendation, and provides comments to Approver on copy of request form
	Professional Development
	4 business days from receipt

	8A.
	Professional Development sends email to appropriate Approver to indicate completion of task
	Professional Development
	4 business days from receipt

	9.
	Process Improvement reviews request, makes approval recommendation, and provides comments to Approver on copy of request form
	Process Improvement
	4 business days from receipt

	9A.
	Process Improvement sends email to appropriate Approver to indicate completion of task
	Process Improvement
	4 business days from receipt

	10.
	Approver notes his/her recommendation on request form for complete approval, conditional approval (with conditions), or denial with any additional comments
	GC Manager or Approver
	5 business days from receipt

	11.
	Approver sends email to Administrator to indicate completion of task


	GC Manager or Approver
	1 business day from Process Improvement and Professional Development approvals

	12.
	· If approval is granted (Conditional or Complete) on request, Administrator enters Approver’s initials to Log Number along with any appropriate comments and changes the status of the request to Approved in SharePoint 

· If request is denied, Administrator notes in Tracking Log along with any appropriate comments and changes the status of the form to Denied in SharePoint 
	CC Administrator
	1 business day from GC Manager Approval


	13.
	Administrator emails completed SPD-OP002 form to APO/UPO, Requester, Process Improvement, and Issuing Officer (if appropriate)
	CC Administrator
	1 business day from GC Manager Approval

	14.
	Requester will post RFQ to the GPR once sourcing document is complete and follows GPR instructions to enter SPD-OP002 Approval Number in Justification box on posting screen 
	Requester
	

	15.
	When bid has been posted to GPR greater than DPA, an email will be automatically sent to CCMRouting@doas.ga.gov mailbox.  Administrator will access the link in the email to the SPD Approval screen.  Administrator will verify that an Approval Number was entered in the Justification box and then compare it to the Tracking Log for accuracy
	CC Administrator
	1 business day from receipt

	16.
	If Approval Number is valid, Administrator will assign either Complete, Conditional (with conditions), or SPD will assume authority (if denied) on SPD Approval screen in the GPR based on notations documented in the Tracking Log 
	CC Administrator
	1 business day from receipt

	17.
	If Complete or Conditional authority is granted in the GPR for the solicitation, the Requester will then proceed with the sourcing event as directed 
	Requester
	

	18.
	If authority is denied and SPD has taken authority of solicitation in the GPR, then Requester will send a PeopleSoft or Non-PeopleSoft  Requisition and RFQ to SPD
	Requester
	

	19.
	Administrator will follow procedures for posting a PeopleSoft Requisition or Non-PeopleSoft Requisition, with solicitation into Share Point
	CC Administrator
	1 business day from receipt

	20.
	Administrator will post the Issuing Officer’s comments in to the Tracking Log under the appropriate log number
	CC Administrator
	1 business day from receipt
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