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County Purchase Guidelines
Criteria

County Purchases must meet at least one the following criteria:
 The required product or service is only available from one source (e.g., 

maintenance and/or upgrades of existing proprietary software in 
circumstances where a competitive bid is not feasible, Original 
Equipment Manufacturer, etc.).

 Sole source procurement is needed to avoid financial loss to the 
Consortium or member counties (e.g., interruption of essential 
operations, damage to existing resources, etc.).

 Exercise of an option to extend the term of a contract for a reasonable 
period (considering the nature of the procurement) when the terms of 
the original contract provided for extension and the option was 
evaluated during the bid process.
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County Purchase Guidelines
Examples

 Kiosks, which are customized for use in lobbies, may be procured through the county purchase 
process if the county does not have access to the vendor (Meridian). The customized software 
must be purchased through the county purchase process.

 Lobby Tablets based on project specifications will need to be procured outside the contract, 
though the services to configure and install the customized software may be procured through 
the county purchase process.

 Workstations and laptops based on project specifications must be procured outside the 
contract, though the managed counties may procure the services to configure the 
workstations/laptops via county purchase.

 Equipment, such as printers, require no special software and must be procured outside the 
contract.

 Services for enhancements which counties need prioritized beyond the baseline hours/month 
must be purchased via county purchase process.*

 Services through vendors that are not already contracted with CalSAWS must be procured 
separately.

*
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County Purchase Guidelines
Process for CalSAWS County Purchase

County Submits Request
• Identify need

• Submit request through Service Now

• Include justification and assertion (“pre-
clearance”) of county approval

Consortium Assesses 
Request
• Confirm justification is complete

• Confirm request details are complete

• Consider contract constraints, and impacts 
to project schedule, scope, and resources

• Transfer request to vendor

Vendor Responds
• Prepare quote including cloud services 
assumptions

• Prepare county purchase documents

• Send to Consortium to verify no impacts to 
contract, schedule, scope, or resources

• Send to County following Consortium 
Review

County Reviews & 
Approves/Rejects
• Seek Funding Approval (APD)

• Obtain Authorized County Signature

• Obtain County Counsel approval*

• Return Approved Documents to Vendor

• Authorize AWS costs

Vendor Obtains Project 
Director Approval
• Work May Begin

JPA Board Approval of 
Change Notice
• PMO coordinates to add to Board Agenda

*Required for all county purchases except routine requests such as central print jobs.

NOTE: The timeline for county purchases varies based on the scope and complexity of the request
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County Purchase Guidelines
CDSS & OTSI APD Guidance

 Per guidance provided by the California Department of Social Services (CDSS) 
via the Office of Technology & Solutions Integration (OTSI), any county 
purchase [or county work order] related to SAWS, regardless of whether the 
county is using county-only funds or not, requires an APD. 

 Furthermore, OTSI has confirmed that the counties must submit a SAWS-specific 
APD, distinct from other APDs. Counties should clearly identify that the APD is 
related to a SAWS county purchase.

 Counties may refer to the OTSI website for additional guidance and contact 
information for questions: County APD Process (ca.gov) or please contact 
Sudakshina Biswas at Sudakshina.Biswas@osi.ca.gov for any further questions 
and inquiries related to County APDs.

 The only exception is if the county is using CalSAWS allocation, which is already 
associated with the CalSAWS IAPDU. Note that allocations may only be used 
for approved scope.
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County Purchase Guidelines
CDSS & OTSI APD Guidance

Data Processing (ADP) equipment or services throughout a State (referred to in California state regulations as 

expenditure relates to a program supported by an existing system (such as the Statewide Automated Welfare 

Guidance from CDSS

According to the Administration for Children and Families’ (ACF) Office of Information Systems Management 
(OISM) Action Transmittal (AT) No. OISM-ACF-AT-93-3, dated January 3, 1993, “all acquisitions of Automated 
Data Processing (ADP) equipment or services throughout a State (referred to in California state regulations as 
“Electronic Data Processing equipment or services” or “EDP”), undertaken in support of Federally funded 
public assistance and social services programs that are subject to the provisions of 45 Code of Federal 
Regulations Part 95, Subpart F, must be approved within the State agency. Under this requirement the State 
agency is responsible for the central review, approval and monitoring of all ADP acquisitions and is 
accountable for these acquisitions as a condition of eligibility for [Federal Financial Participation] FFP.” If the 
expenditure relates to a program supported by an existing system (such as the Statewide Automated Welfare 
System [SAWS] or Child Welfare Services [CWS]/Case Management System [CMS]), state prior approval is 
necessary since individual county efforts can affect the integrity and federal support of such systems, even if 
the county is planning to spend county-only funds. If a county is not utilizing FFP or state funding and is 
purchasing the EDP goods or services exclusively for use with their own county-only program that is not 
supported by an existing system that does receive state or FFP (such as SAWS or CWS/CMS), no APD is 
necessary. The county may refer to the Office of System Integration's “Is an APD Necessary?” Checklist for 
assistance in determining if an APD is required for a project
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County Purchase Guidelines
OTSI APD Guidance regarding Print Services

Necessary?” Checklist do not list mailing costs as being among those that require an APD. 

This email response is ONLY 

Guidance from OTSI

Per CDSS via OTSI, CDSS agrees that “mailing costs [including flyers] do not fall into the 
categories that require an Advance Planning Document (APD). County Fiscal Letter (CFL) 
23/24-12 and the Office of Technology and Solutions Integration (OTSI)’s “Is an APD 
Necessary?” Checklist do not list mailing costs as being among those that require an APD. 
We also do not interpret ‘administrative overhead’ as including mailing costs. 
‘Administrative overhead’ is generally used to refer to costs associated with staffing, 
utilities, leasing, and supplies.

However please note that this determination is not a blanket determination for all Central 
Print Services, and other print services acquired by counties for other purposes may 
require further consideration and/or prior approval via an APD. This email response is ONLY 
applicable for [the] county for the specific county purchase that was in question.”


