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DAS - Procurement Services
Achieving Results Together



Roles and Responsibilities of the Customer / Agency and DAS Procurement Services (DAS PS)
Customer/Agency requesting services - Authorized Purchaser (AP)
Responsibilities:

a) Develop Customer Service Request (CSR), Procurement Request (PR) or a Special Request (SR) documents.
i. A CSR is used to request work when:

a. the AP is an employee of the Department of Administrative Services (DAS)

b. the AP has no internal DPO (i.e. the AP is a board or a commission)
ii. A PR is used to request work when:

a. DAS is the administrator of an existing contract that needs an amendment, or 
b. the procurement is over the AP’s delegated authority 
iii. A SR is submitted through ORPIN that summarizes the AP request for exception to normal procurement processes:

a. When the request is complete following discussion with AP, summarize the results and progress SR through “issue” step.
b) Contact DAS PS Assistance Resources as needed.
c) Submit draft PR, CSR or SR to DAS PS per submission directions. 
d) Submit revised PR, CSR or SR if more information is needed after submission.
e) Identify AP business needs.  Include Scope / Statement of Work, technical specifications, and / or description of deliverables.
f) Determine schedule of payments.
g) Provide AP single point of contact to PS for the solicitation process.
h) Provide primary AP contacts for contract administration issues post contract execution.
i) Attend kick-off meeting, identify and invite AP resources such as AP procurement staff, subject matter experts and program managers.
j) Respond timely to requests for information.
k) Review and approve documents as requested / needed.
l) Ensure budget authority to enter into resulting contracts and to pay for any reviews requested or required of DOJ / PS.
DAS PS Assistance Resources 

Responsibilities:

Administrative Assistance Team 

· Serve as first contact point for incoming calls and requests for assistance.  Forward to appropriate PS employee for resolution. 
ORPIN Help Desk:

· Assist AP users or Vendors with how to use ORPIN.
DAS PS Procurement Professional 
Responsibilities:

a) Recommend, and apply the appropriate method of solicitation, evaluating the risk associated with the contract, advertising format, insurance requirements, and methods of compensation.

b) Assist AP in developing request documents.  Offer resource tools for the creation of requirements.
c) Send acknowledgement receipt to submitter 1 to 2 business days from date of submission.  

d) Within 3 business days from submission, PS Buyer will be assigned.

e) Review CSR, PR and SR to ensure they are complete; if they are not, work with the AP to complete them.
f) Within 5 business days from submission, makes contact with the AP once Procurement is assigned to set up a meeting to talk about the AP’s needs and discuss/understand business needs. 

g) Within 10 business days from submission, create a mutually agreed upon timeline for completion.

h) Works with submitter to draft necessary procurement documents using the information submitted.
i) Conducts market research on specific commodities or services for market trends, as needed.

j) Serves as the Single Point of Contact for the entire procurement process.  In consultation with AP during preparation, issuance, and monitoring of solicitations including addenda, as required.
k) Requests and works with DOJ attorney as applicable. 

l) Posts and manages solicitation documents in ORPIN

m) Plan, coordinate and lead pre-bid and pre-proposal conferences; interpret procurement regulations and answer questions about the solicitation process.
n) Works with the AP to create an evaluation team and serves as chair of evaluation and negotiation committees, in compliance with state and federal rules and regulations.
o) Examines and evaluates solicitation responses and ensures successful completion of the contractor selection process.

p) Works with AP to develop Negotiation strategies with goals and alternatives. Performs negotiation on behalf of AP.
q) Reviews and develops contractual provisions based upon program requirements to minimize risk to the State of Oregon and facilitate Attorney General’s approval when required. 

r) Confers with AP concerning contract terms and conditions.
s) Finalizes, distributes and posts resulting Contract documents on ORPIN
t) Progress completed SRs through “issue” step as needed
u) Performs contract administration responsibilities, including:

a. Renew contracts after review from agency and attains mutual agreement AP and supplier.

b. Evaluate contractor performance or quality of services.

c. Prepare contract amendments, extensions, or change orders ensuring compliance with original solicitation and contract requirements.

d. Manage contract terminations and contract breach actions.

