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Executive Summary 

The California Department of Transportation (Caltrans) and Director Will Kempton are 
committed to increase small business participation and opportunities. One such venue is the 
Procurement Fair. The Procurement Fair focuses are on certified small business owners; 
on-the-spot procurements; networking among business attendees; and the establishment of 
customer relationships between Caltrans staff and small businesses. 

In early 2004, members of the Statewide Small Business Council, Commodities Committee, 
encouraged District 7 (Los Angeles) to host the first Procurement Fair. The Procurement 
Fair was a resounding success! Over 200 businesses attended and over $375,000 was 
procured on-the-spot. Due to its success, subsequent Procurement Fairs were held in other 
districts. As of January 2008, eight of the twelve districts have hosted Procurement Fairs, 
and over $4 million ofgoods and services were procured during the Procurement Fairs. 

To demonstrate support and encourage promotion of future Procurement Fairs, this 
Procurement Fair Guide (Guide) will assist the District Small Business Liaisons (DSBLs) to 
plan, prepare, manage and execute successful Procurement Fairs. The Guide includes step­
by-step instructions, sample forms, and helpful tips along the way. 

The Guide is organized in three sections: 

• Pre-Event Planning and Preparation. 
• Day of the Event. 
• Post Event Activity. 

Intuitively, each district is host to a distinctive marketplace; a diverse small business 
environment including industry associations and community organizations. Although the 
objectives ofa Procurement Fair are the same, each district is unique and the DSBL is 
encouraged to make any necessary adjustments to the Guide to address the uniqueness of 
their respective district. 
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Introduction 

The concept of a district Procurement Fair was born from discussions held by members of 
the Statewide Small Business Council. 1 Commodities Commiuce. Comminee members. 
Stephan McGiover and Ezekiel Patten·, Jr.. proposed the idea to increase small business~ 
participation in the actual procurement of commodities and services by Caltrans buyers with 
on-the-spot buying. 

The first Procurement Fair was held April 2004 in District 7 (Los Angeles). The net outcome 
of the event was over $3 75.000 in on-the-spot procurements. Four years later, the net 
outcome of Procurement Fairs held in the year is $1 million annually. 

On March 29, 2006, Governor Arnold Schwarzenegger signed Execurive Order S-2-06, 
which states: 

"Each agency secretary, department direcror, and executive officer shall ensure thar 
the State's procuremenr and contracring processes ore administered in order ro mee1 
or exceed the 25 percent small business participalion goal, and idcnr(fy a Small 
Business Advocate al the agency. department. board. or commission level 
encouraging !hem to develop and share innovalive prucureme111 anJ contracting 
praclices_Fumrhe public and privare sectors 10 increase opportuniliesfor small 
businesses. " 

To view the entire Executive Order, go to: http://gov.ca.gov/cxecutive-order/556. 

On July 21, 2006. Governor Arnold Schwarzenegger signed Executive Order S-11-06. which 
states in part : 

" .. . The Deparlment shall provide marketing tools to 1he Deportment's district r!flices 
to promole participation by small businesses, including Disadl'mllaged Business 
Enlerprises, which are ready. willing. und able to participate in comracts: develop 
and schedule Procurement Fairs !hat match smalllmsinesses wilh prime contrm:lors 
and introduce these businesses 10 deparrmenlal conlmcling officials." 

To view the entire Executive Order, go to: hllp://gov.ca.gov/indcx.php/cxecutive-ordcr/2528. 

The two Executive Orders provide additional support to continually expand the Procurement 
Fairs. The objectives of the Procurement Fair are to: 

• Promote the Caltrans Small Business Program. 
• Provide on the spot procurcmcm and service contracts. 
• Increase the number of small businesses in the procurement process. 

1 The Statewide Small Business Council meets monthly a! the Caltrans Ollin: o f Civil Rights. Sa~:rmm:nto: 
http://\ ww.dot.ca.gov/hq/bep. 

nlcss otherwise noh:u . ..small business (es) .. refers w statc-ccniticd Small nn~inL.:SSCS and Disahl.:d Vctcrnn [3u$in..:.ss 
Enterprises and fcut.:rally-ccni!icu Disndvr~nlag.:d Busim:ss Enlcrpriscs. 

..Caltrtms Improves Mobility Across C(l/iji)J'Jtia" 

2 

2 

http:nll~in~ss.cs
http://gov.ca.gov/execlitive-order/556


• 	 Increase small business participation in Caltrans contracts. 
• 	 Meet the 25 percent Small Business Enterprise (SBE), 3 percent Disabled Veteran 

Business Enterprise (DVBE), and the 13.5 percent Disadvantaged Business Enterprise 
(DBE) goals. 

• 	 Provide knowledge and experience to small businesses on how to do business with 
Cal trans. 

• 	 Develop relationships between small businesses and Caltrans buyers. 
• 	 Promote partnerships with local agencies and other state departments in buying goods 

and services from small businesses. 

This Guide provides instruction in three sections: Pre-Event Planning and Preparation, Day 
of Event, and Post Event Activities. Each section contains essential activities and procedures 
designed to host a successful Procurement Fair and provide suggestions in the form of Tips, 
which are activities that have been proven helpful. 

I. Pre-Event Planning and Preparation 

A successful Procurement Fair starts with a three-month work plan. 

A. District Director Memo 

Submit a request to the District Director requesting support and approval to 
host a Procurement Fair. The request should provide a summary explanation 
of the Procurement Fair, benefits, and request their support of the event by 
allowing CAL-Card holders to participate. Once approval has been secured, 
prepare a memo for HQ and District Director signature to the Chief Deputy 
Director, Deputy Directors, Division Chiefs, and District Deputy Directors. 
This memo will be the first official internal communication about the 
Procurement Fair and establishes Caltrans commitment to, and support of, the 
Procurement Fair. See Attachment A. 

B. Approval Process 

Prepare a work plan for the District Director's approval. Include the purpose, 
proposed event date, location, tasks, task timelines, number of Caltrans staff 
needed, local government partners to be invited to participate, Caltrans 
buyers, and the target number of vendors. Meet with the District Director and 
present the work plan. Request approval to proceed and obtain commitment 
from the District Director to deliver the Welcome remarks at the Procurement 
Fair. 

C. Procurement Fair Steering Committee Structure 

Form a Steering Committee (Committee). The DSBL is the Committee Chair 
who, as the single point-of-contact, manages the work plan and facilitates the 
Committee meetings to ensure all work plan tasks are completed. The Chair 
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prepares the meeting agendas. maintains the work plan and milestones; and 
provides leadership and direction to the Cornrninee. 

The members should have experience in organizing small business events. or 
have general event planning knowledge. computer skills. and commodities 
procurement kno·wledge. 

The following list identities potential Committee members that should be 
considered, however, there lllay be others who may be invited that are unique 
to the District: 

Steering Commi11ee Members and Roles 

• 	 Chair- Ensures project delivery and develops and monitors work plan. 
• 	 Deputy District Director of Administration- represents the District 

Director and ensures District divisions are supportive and provide on­
the-spot buyers. 

• 	 District Resource Manager- ensures the purchasing authority. 
• 	 Division of Procurement and Contracts (DPAC) - provides contract 

guidance with respect to commodity procurements, CAL-Card. and 
service contracts. 

• 	 District Public Infonnntion Office- provides guidance on the media 
outreach and prepares talking points for District Director's welcom ing 
remarks. 

• 	 local Small Business Development Center (SBDC)- provides 
outreach to small busilless communities, assists small businesses 
obtain Department of General Services (DGS) small business 
certification prior to the event. hosts an exhibit space \Vith 
infonnationalmaterial, and assist as needed. (Refer to the SBDC 
website at http://buildcalifornia.org/). 

• 	 DGS. Office of Small and Disabled Veteran Business Enterprise 
Office- provides an outreach re presentative to distribute event 
information to small businesses and hosts an exhibit space with 
in formational materia I. 

• 	 District Maintenance and other large Divisions- provides buyers with 
CAL-Cards and service contract authority. 

• 	 Local government partners- provides a forum for local governments 
to make procurements and meet small business owners. 

• 	 Local State governments. such as the California Highway Patrol, 
Depanment of Motor Vehicles and local State prison- provides a 
forum for State government to make procurements and meet small 
business O\Vners. 

• 	 Local utility company (PG&E, AT&T) Diversity Supplier Councils­
provides a forum for the utility companies to make rrocurements and 
meet small business owners. 
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Tips: First Commil!ee meeting: Schedule w1 initial 90-minwe Committee meeting 
with invited members. Prepare an agenda with topics for discussion. Suhsequent 
meetings may he held weekly via teleconference as a cost saving strategy. During the 
month precedin!{ the Procurement Fair. it nwy be necessmy to convene weekly 
Commillee meetings to ensure all tasks are on schedule for completion. 

Each Commiuee member should be delegated tasks \Vith a practical and 
achievable time I inc in the fom1 of a Task Timeline. See Allachment B. Note 
that committee members may complete tasks at different times and their 
completion of these tasks may not necessarily follow the sequence of the steps 
as prescribed in the Guide. All tasks should be monitored for timeliness and 
satisfactory completion. 

D. Communication Strategy/Plan 

The Communication Plan is an essential element in obtaining vendor and 
buyer support to the event. The Communication Plan is a document created 
by the DSBL that logically identifies: 

• 	 Event flyer- besides the common infom1ation of date and location. 
identify the event is free. 

• 	 District personnel that need to know of the event, i.e .. District 
Director, Deputy District Director of Administration, Public 
lnfonnation Officer, Facility and Safety Officer. 

• 	 Headquarter personnel that need to know, i.e., Director. OPAC. 
Accounting Division, Public Information Officer. 

• 	 Civil Rights, Business Enterprise Unit (BEU)- contact staff at 
(916) 324-0784, regarding the planned Procurement Fair. Staff will 
update the Civil Rights online events calendar, in-office planning 
calendars, and the Small 13usiness Council calendars. The BEU is also 
the I iaison to DGS Communication and Outreach staff (916) 3 75-4339 
and will work to secure the Procurement Fair date on the DGS Events 
calendar, and will ensure the event date does not connie! with 
scheduled Procurement Fairs in other districts. 

• 	 Media- radio and newspapers to advertise the event under a Public 
Service Announcement. 

• 	 Business. Transportation and Housing Agency- prepare the Week 
Ahead notice of the District event at minimum two weeks prior to the 
event. 

• 	 Local Assembly and Senate members. 
• 	 State and Local govemment partners- to recruit an event partner 

and/or to distribute event information to small businesses on their web 
page and/or to create a link directly to the online registration. 

• 	 E-Blast Procurement Fair information to known small businesses . 
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Create a small business mailing list that consists of: 

• 	 Business card intormation- collected during outreach events. 
• 	 Small business organizations, local branches of federal and state 

agencies. small business development centers, and small business 
publications. 

• 	 Small business public information Website addresses. The wcbsites 
will assist you in advertising the Procurement Fair. 

Tips: Create the sign-in sheet using Excel. It will o!low you to sort according to 
your needs and aeate more detailed reports, ifneeded. 

When using the Small Business AJ·oiling list, request th{lf small business organizations 
forward o notice ofthe Procurement F'ttir Ia their members and ask thallhey post/he 
notice on their respective websiles. 

Keep the notices electronic to minimize poswge expense. 

E. Reserve the Prol.:urement Fair Date and Time 

When determining an appropriate date and time for the Procurement Fair. 
consider such factors as: 

• 	 The facility availability. 
• 	 Verify potential event contlicts by checking the BEU Outreach 

Calendar. which can be accessed at 
http:/ /wvvw.dot.ca.gov/hqfbep/srnal l_busines _co unci l/SBC _Calendar 
of Events.htm. 

• 	 Beginning and end or liscal year-end are challenging. (i .e. State 
budget delay). 

• 	 District Director's avnilability to minimi ze hosting a Procurement rair 
that conflicts with other major events. 

• 	 Determine the best times within the fiscal year tor CAL-Card holders 
to make procurements. being mindful that CAL-Curd procurements 
cease mid-June. 

• 	 July. August and September are months in which the State budget 
authority may be delayed and, if delayed, will prevent any 
procurement transactions until it is passed. 

Tips: The hest days n,/the week are: Tuesday. Wednesday or Tlwrsdays. The hesr 
momhs are October through mid-lvloy. The besltime to begin and end rhe event is 
9:00AM to about 2:00 l' i\tl. with regfstmlion be~;inning at 8:30AM 
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r. racility 

Reserve a facility with a large room (or rooms) to comfortably hold 100 
people or more, and to accommodate tables, chairs and electronics as well as 
non-electronic equipment. Chairs are required for individuals situated at the 
various tables, along with a chair(s) for the vendor to negotiate sales. If the 
district office lacks a facility large enough to accommodate the minimum 
number of attendees, consider other facilities that may be low- or no-cost, 
such as a local Workforce Investment Board training center, local community 
chamber office, non-profit businesses, and local govemment community 
centers. 

In add}tion to room size, consider the following: 

1. 	 Electrical outlets, telephone service, internet access and WIFT. 
2. 	 Access for tables, chairs and other equipment in the quantity and sizes 

needed. 
3. 	 Review the Caltrans Conference Policy, Guidelines and Planning 

Service online at 
http://omamp.dot.ca.gov/hq/accounting/conferences/policy.htm, which 
has infonnation covering workshops and conferences. 

4. 	 On site parking or nearby parking structure with no cost or low cost 
parking fee. 

5. 	 Prepare a checklist of equipment items and supplies required for the 
Procurement Fair facilities. See Attachment C. 

Tips: Contact the Small Business Development Center, Chambers ofCommerce and 
other business entities that can assist in locating and securing a .facility and 
advertising the event. 

The .facility and event room loy-out must meet/he American with Disabilities Act 
(ADA) requirements. A list ofADA requirements, along with Guidelines.for logos 
and web standards. can be found at the "Caltrans Web Guide" at 
htip:/li t.dot.ca.gov/webGuide/standards/ . 

The district warehouse may also have items that can he used for the event, such as 
chairs and tahles. 

G. Event Flyers 

Create two Ayers, a "save-the-date'' flyer and an E-flyer for online 
registration. See Attachment D. The save-the-date flyer is a simple, one-page 
flyer that contains primarily the date, time and location of the Procurement 
Fair. It should bee-blasted the moment the facility is secured. The E-tlyer 
should minor the registration page on your website and include details of the 
Fair. Include a link to online registration. (Refer to topic H "Online 
Registration" for instructions to set up the online registration). 
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The Caltrans logo is a trademark and must be used on all Procurement rair 
flyers. Consider the target audience when designing both flyers for 
e-distribution. Keep the message lo one page so that it can be easily printed 
and distributed. It is recommended that use of color photos and graphics be 
kept to a minimum as these arc large documents and may be very slow to 
open \>vhen sent via e-mail. 

For additional information concerning the Caltrans logo and its proper usage. 
refer to Deputy Directive 33-R I Cetltrans Logo (Service Mark) and the 
Cal trans Web G11ide . If using logos from parlnering agencies. receive 
approval from the partnering agency and verify the logo is "official." 

Tips: Pictures can be p/{l(;ed onlhe clistrict1-veh page where larJ{efi!es are less 
cumbersome and more easily opened Ifa file is very large. ask the webmas/erjhr 
assistance in compressing or zipping the file so recipients can access it eosil_v. 

In an e_fforlto be .. user.fi"iendly ··. the E:flyer should contain/he most imporltml 
injormationflrsl, for example, dote. time and location r~fthe Procurement Fair and it 
should be e-h!as!ed a! least six weeks in advance (Jj"the evem. bill only u/ter the 
registralion links ond weh pages are ovoilahle. 

H. Online Registr<Jtion 

Contact the district webmastcr to assist in creating an online registration link 
to advertise the event 1hat allows auendecs to register in advrmce. See 
Allachment E. The link supplies the Committee with an allendance estimate 
and allows the Commi1tee to generate a registration database, sign-in sheets. 
and name tags for the event. Completion of this task in advance will expedite 
the registration process. The registrmion Iink should be accessible to the 
public prior \0 the distribution of the event nyer. 

In addition to vendor registration, two forms must be completed and 
submitted, by the small business, prior to the Procurement Fair: 

• Payee Data Record. STD 204; and 
• Drug-free Workplace Certification. ADM 3026 

Per Government Code§ 8355. vendors supplying commodities, equipment 
and services to the state are required to submit the STD 204 and ADM 3026 
forms. See A tta<.:lunents r:. 

The webmaster can create e-torms that small business owners can download 
and complete. The fonns online are located on the Intranet in the ~'CEFs" link 
and samples can be accessed at the following link : http: //cels .dot.ca.gov. 

··caltmns !Jnpro,·cs Mobility ,lcross Ct~tifomia ·· 8 

http:dol.ea.gov
http://cef


I. Correspondence 

CAL-Card Holder Participation lvlemo 

The success of any Procurement fair is contingent upon CAL-Card holder 
panicipation and the amount of commodities and services procured at the 
event. To ensure buy-in and to maximize card holder participation. prepare a 
memo for the District Director"s signature to be sent to the District Division 
Chiefs and Division card holders. Provide them benefits of the Procurement 
fair, the support of the Department Director and District Director and include 
an invitation to the instructional meeting. The memo should provide the 
preliminary event infonnation and explain the role and responsibilities of each 
buyer. See Attachment G. 

Include instruction on completion for the C<lrd holder survey. The survey 
requests the card holder ' s name, phone number. Division, a list of items to be 
procured and their intent to participate in the Procurement fair. See 
Attaclunent H. Request that the card holders return the survey during the 
CAL-Card instructional meeting. 

The memo should encourage delaying procurements to the extent possible for 
the day of the Procurement Fair. This will allow more business to 
part ic i pat ing vendors . 

Tips: The injonnotion gathered on the survey will be placed onthe.flyer to announce 
1he commodities Ca!trans is interested in buying at the Procurement Fair. 

Additionally, the survey responses will determine if!he District has adequate 
representation ofthe Divisions and commodifies to prowre. The commodities and 
service requests for each Division will be ident!fied on signs above each Division's 
table. 

J. Buyer and Vendor Primary Roles and Responsibilities 

Commodity procurements are made with the VISA CAL-Card. As such, a 
meeting for card holders and volunteers should be scheduled at least two 
weeks prior to the Procurement fair. This meeting "viii respond to any 
unanswered questions about the CAL-Card purchasing process, and provide 
detailed written instructions along with copies of the floor plan, restroom 
locations and other relevant location specific inl'ormation . . Is ll W{/ety 
pn!coution. j JI"Ol 'ic/e cupies (!(lhej{~e.: ilit_\ ' e l'ac/llltion jJI'Oceclure.\· as 1re/l. 

Remind card holders that all single procurements are limited to $4,999.99 and 
all multi-procurements have a $15.000 per day limit, but not with the same 
finn. The following are examples of prohibited Splitting of Orders that has 
been taken from the CAL-Card Handbook. Chapter I. Page 3: 
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1. 	 Making one or more procurements that in total will circumvent the 
single procurement limit. 

2. 	 Using two types of procurements (i.e., Purchase order and CAL-Card) 
which in total will circumvent the single procurement Jimi£. 

3. 	 Multiple card holders in the snme unit acquiring the same goods or 
services needed by the program from one or more vendors. 

4. 	 Acquiring like services for different locations. 
5. 	 Card holder making procurements of the same type of item from 

different vendors. 
6. 	 Card holders in separate units procuring various aspects of a remodel 

project. 

Tip: The following link to the CAL-Card Resource Center provides card holder 
inslnlclions: htlp:I!U£/nJill. dol. ca.govlp c/CA L-Card_res_cnlr.shtllll. For additional 
Cal-Card information and assislom.:e. call (916) 227-6000 or (916) 227-6065. 

K. Data Tracking and Collection 

Create a database or spreadsheet to track and document the Procurement rair 
activities. The district webmaster can assist in setting up the database. While 
each district may choose to track information differently. there is certain data 
that must be collected for reporting purposes. Required data for the Closeout 
Report is as follows : 

1. 	 Name of vendor. 
2. 	 Type of business. 
3~ 	 Certification status1 i.e., SBE, DVBE~ DBE. 
4. 	 List of divisions participating and items sought to procure by 

commodities and service contracts. 
5. 	 Dollar amounts expended by commodities and service contracts. 
6. 	 Summary of total procurement and the percentage of goal 

achievemenl. 

L. Photographer 

Record the event in digital pictures. Contact district photography staffto 
assist on the day of the event. Provide the photographer with the event agenda 
and a clear description of the types of photos to be taken, such as. the District 
Director addressing the audience or networking with small businesses buyers. 

Photographs can be used in publications such as the Calrrans News, to record 
Ca!trans activities and showcase the district ' s successful small business event. 
Photos can also be used on subsequent Procurement Fair- E-flyers and posted 
to the district website. 
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M. Tote I3ags 

Provide all attendees with a tote bag. At a minimum, the tote bags should 
contain the following: 

• Agenda. 
• Staff business cards. 
• Evacuation map. 
• floor plan map with buyers' stations. 
• Description of items to be procured at each station. 
• Ink pen. 
• Bid sheets. 
• Current DSBL external contact list. 
• Anything else deemed useful to the attendees. 

Tip : Seek ol/1 a partnering agency. Small Business Council member or locul 
rewiler. such us O.Uice !\4ox. to doncue tote bags. Add Co/trans promotional items. 
dislrict-specijic information to the tote bag that directs the receiver to helpful 
il?lormalion in doing business with the Coltmns. such as o schedule of)vfandtJtOJy 
Pre-Bid ,\tfeetings, District Small Business Council meetings and Look Aheod reports. 
Include the program agenda and loccd ogency partner infonnation nu11eriol. as 1rvell. 

N. Refreshments 

Caltrans does not have authority to purchase and fumish refreshments at 
public events. However. there may be caterers who would be willing to 
provide this service at no cost to event attendees in exchange for marketing 
signage. Ask facility staff and local partners for a list of certified small 
business caterers in the area that could be approached to provide refreshments 
the day of the event. final selection of a caterer should include consideration 
of small business certification. 

If the caterer is not a certified small business, strongly encourage the vendor 
to contact DOS for certification infonnation and offer them assistance with 
becoming ce11ified. 

0 . Signs 

As a cost-savings measure. contact district maintenance and district graphic 
services to make anangements to use any available equipment. sign holders or 
stanchions. 

If new signs must be made. allow sufficient lead time for signs to be printed. 
Determine if graphic services are available to create professional-looking 
signs and documents. 
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Specify the Division name on the sign, such as ··Accounting" or 
·'Maintenance". List the items the Division is seeking to procure on an 
8-112" x I J'' sheet. As the day progresses. you may adjustments to the list by 
adding or deleting items on the list. 

Blank signboard with the 
10 	 Cahrans's logo, station 

number, program nnme 
and list of items to be 
purchased taped onto 
sign. 

Tips: As a cost-savings considerul ion. obtain blank signs for 1he holders so 1hat Ihese 
can he re-used inthefwure. Ajflx lists nr numhers on the signs with removable tape 
or Velcro to coordinote with the floor plan map ofdesignated stat ions. For 
additional cost savings. contact other districts that have held Procurement Fairs and 
ask to harrow their s·igns and/or stanchions. The wst ofinter-Caltmns shipping may 
be significaw/y less than the purchase and/or creation u{new signs and s!Dnchions. 

P. 	 Facility Set-Up 

Select one of the two table arrangements for buyer stations: 

Buver at Tables: In this arrangement, the buyers are seated at tables and 
vendors circulate around the room and place bids at appropriate stations. 
Each table station will have a sign with the district division represented 
and a list or items expected to be procured. 

Vendor at Tables : In this arrangement, vendors are seated at tables and 
buyers circulate around the room soliciting bids. Each vendor station will 
have a sign listing the items their business offers. 

Tips: Buyer a/ Tahles has proven to be the most effective arrangemenl because it 
mcL\"i/J/izes the opportunity/or vendors to "' meet and greet" each buyer. The small 
business !hen develops a relalionship with the bllyerforfuwre procuremen/s. 

In selling up the room, first identiJ.i' rhe plucemenl ofthe registraJion ond rhe caterer. 
then set-up the remaining tables. 

{(you have reserved afacility thar requires use (~j"nwltiple rooms. COI?fine all 
JJI'ocuremenl activity to one main area. Neither the huyer nor the venJor shouldfeel 
isolmed. 
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Q. Electrical Outlets and Audio/Visual Equipment Checklist 

Undoubtedly, a division or vendor will need access to an electrical outlet. 
Ensure ndequntc electrical resources. The facility should have access to a 
copier and printer. The registration desk should be equipped with a 
microphone and lap top computer. 

Tip: Ensure a lec:hnical .wppor! personfwniliar wilh Jhefacilily is assigned to be 
present in case there are any problems with the equipmem. 

R. Purchase Card Accounting and Requisition System (PCARS) Verification 

Contact DPAC staff at (916) 227-6000 not less than 3 days prior to the event, 
to assist in verifying vendors is registered in PCARS. PCARS verification 
ensures prompt and complete payment to businesses that have submitted 
invoices for commodities or services sold during the Procurement Fair. 

If the vendor is registered in PCARS. nothing further is required. However. if 
the vendor is not registered in PCARS. you must send the business owner a 
copy of form STD 204, Payee Data Record. An original, wet-signed form 
must be returned to you and forwarded to Accounting, in order for the 
business to be registered in PCARS. 

S. Evaluation/Feedback or SurveyMonkey© 

Create a survey for <:ard holders and vendors. and an evaluation sheet for 
volunteers and guests. Distribute the forms during registration and collect 
them throughout the Fair. See Attachments I. 

Tips: CreaTe an e-survey with Surveyi'v!onkey(O (http://w'fvw.surveymonkey.com/) thor 
can he e-mai/ed to all attendees with a requesl they complete and e-mail it back to 
you. The survey responses can be easily downloaded and summarized fur reporting 
purposes. See Allachmenr .J. The qforemenTioned sample surveys can be the conte/11 
hasisfur !he SurveyMonkey and could eliJninote 1he needfor poper surveys. 

T. Program Agenda and Talking Points 

ProQiarn Agenda: Create an event program and/or agenda (See Attachment 
K) and Welcome <md Closing Remarks. See Attachment L. 

Tips: Keep To oflrm starf and end time. Avoid 100 much detai/1vith timing 
constmints. Flexihil ity allows for lust-minute changes. 

Talkin!! Points: Prepare talking points for scheduled speaker(s). Submit the 
talking points to the speaker(s) at least one week in advance of the event. 
See Attachment M. 
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Tips: The Talking Points should be short und sweet. The keynote 5peaker should 
convey the Director ·s support ofthe Procurement Pair along with the .speaker ·.1· 

suppou. 

II. Day of the Event 

All volunteers, buyers, and committee members should arrive at least 90 minutes 
prior to the start of the event to finalize the following operations: 

A. Regisnation Table 

Registration tables should be set up at the main entrance to the Fair and 
registration materials should include the following: 

1. 	 Sign-in sheet of all pre-registered vendors in alphabetical order. 
2. 	 Four different color-coded name tags to distinguish between vendors, 

buyers. pre-registered vendors and pre-registered buyers (see Tips 
below). 

3. 	 A supply of blank STD 204 and ADM 3026 forms for walk-in 
busi nesscs. 

4. 	 T otc bags. 
5. 	 Bowl or basket to collect business cards. 
6. 	 Event surveys to be completed and collected prior to the business 

exiting the Fair. 

At registration. plan to have suflicient tables and staff to accommodate nn 
increase flo~,-v or allendecs at arrival. A bottleneck at registration causes 
confusion, delays an on-time start, and gives the general impression of an ill­
planned event. 

At 	least three registration tables or stations should be set up: one for the 
vendors, one for the general public and guests. and one for the buyers. Each 
table should be clearly identi ficd and haven printed Excel sheet of registered 
attendees Cor each group. 

The first table should be set up tor pre-registered vendors and those vendors 
who will register on-site. For those vendors that are pre-registered. staff will 
account for <Htendance, ask for a business cnrd and issue them an 
appropriately-colored name badge. For those vendors who elect to register 
on-site, staff will ask they fill out the sign-in sheet, verify certification status, 
and ask they !Ill out the STD 204. 

During registration, verify that a pre-registered vendor has completed a Payee 
Data Record (STD 204) and that it is on file wilh Caltrans (as noted in topic 
H). If the vendor has never sold a good or provided a service 10 Caltrans and 
did not submit a Payee Data Record with their online registration, the vendor 
must do so during on-site registration before participating in the Fair. 
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Tip.L· A representativefi'om DPAC should be available during the eventfor ques1ions 
pertaining to PCARS and doing business with Caltrans. 

Provide pre-registered vendors and buyers color-coded hadges to distinguish pre­
registered and on-site regislmnls. The color-codinp, indicates whether or nul the 
vendor is enlered in the PCARS .\)'Sfem Color-codes can also be used on vendor 
badges to signify certijication stu/us regardless ofwhen they registered Provide 
CAL-Card holders and Procurement Fair volumeers 1vith a/edger dejining color 
codes. Since Ihe goal ofIhe Procurement Fair is I o s11ppor1 cerf f{ied snwll business. 
and a vendor must be a certified small husiness 10 pal"licipale in the Procuremem 
Fair and be counted toward the Co/trans snw/1 business goal, it is necessmy to 
ensure cerl ijict.1lion status. Addil ionally, collecting 1his injimnat ion will help 11•hen 
completing the After Action Report and the Closeout Report. 

A second table should be set up for the general public and guests. For those 
who have pre-registered. staff should check off their name for altendance 
purposes and issue them zm appropriately-colored name badge. For those '.vho 
elect to register on~site, staff will ask they fill out the sign-in sheet, collect a 
business card, and issue an appropriately-colored name badge. 

A third registration table should be set up for pre-registered buyers, Caltrans 
staff that should be encouraged to arrive as early as possible to address any 
unexpected changes or substitutions. 

Sign~in sheets should be used to capture the following infonnation: 

I. Company name and contact information (including webpage). 
2. Name and contact information of company representative attending. 
3. Type of business. 
4. Certification status and date of certification expirnlion, if applicable. 

Ensure staff is aware and convey to all attendees, that infonnation collected is 
for reporting purposes only and will not be released to the general public. 

Completed Surveys 

Designate a response deadline to receive feedback from all attendees and use 
it to produce a summary of improvements for future Procurement Fairs. 

Tip: Assign o sw.ffperson to collec!the completed surveys before a/lendees leave the 
Procurement Fair. 

B. Station Set-Up 

Each station should have the following items: 
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l. 	 Table and three chairs- t\VO for the buyers and one for the vendor. 
2. 	 Table signage \vith a list of items to procure. 
3. 	 Bid summary sheets to trLJ.ck purchases. 
4. 	 Calculator. 
5. 	 Buyers. 
6. 	 Extra pens/pencils. 
7. 	 Writing pads. 
8. 	 CAL-Card holder business cards. 

Tips: When selling up each stalion, bear in mind a primmy vly"ective ofthe 
Procuremenl Fair is .for Cal!rans to .facilila/e on-the-.\pol buying ofgoods and 
services. Selup each stalionlo ac.:co111modate e(ficientfootlrr!ffrcfloH' with odequote 
space in mind: clearly ident{fYing each slation and purpose. 

C. Equipment Testing 

Test nil electronic equipment during the final walk through, as well as the 
morning of the event. 

Tip: Avoid equipmenl mol/imclion by testing the equipment (~jien and have o back-up 
or contingem.y plan. 

D. Welcome and Introductory Remarks 

The District Director or designee will deliver the Welcoming and Introductory 
remarks. Most likely, vendors and attendees \vill be coming in while the 
welcoming is going on. 

Tip: Keep 1he remarks slum and concise. making sure ockno1t'/edgements and thonk­
yous are made to all involved in nwking the event a success. 

E. Procurement and Networking 

Procurements commence immediately al'ter 1he welcoming and continue 
throughout the duration of the event. 

The following describes types of transactions at the Procurement Fair: 

1. 	 Commodity purchases made with State of California VISA CAL-Card. 
2. 	 Immediate tmnsactions, however, iftherc is a question about receiving 

goods on the spot. the transaction can be completed after the 
Procurement Fair. 

3. 	 Services via the lnCormal Bid (also known as the three-quote bid 
process) and n contract. Service contracts for less than $I 00.000 can 
be started at the Procurement Fair but must be completed within 30 
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calendar days after the event for the service totals ro be included in the 
reporting. 

Tips: As Cal trans buyers participating in the Procurement Fair. be prepared to 
procure goods ur services from vendors on the da.v ofthe Procurement Fair. 
Caltrons discourages hal'ing buyers merely solicit inj(mnationji"om the vendor with 
no intent to procure. The huyer may not actually need the goods or service the 
vendor is selling that day. hoiVever. the buyer should remain courteous und 
professional and accept the so/icillltion with a response such as. "]may not need 
your service or product mni', hOII'ever, I will gladly retoin your materials {//1d pass on 
the information to a/her buyers . .. 

F. Bid Summary Sheets 

Throughout the event make copies of all bid summary sheers from each 
Division ·s station. Tabulate all procurements made to obtain a preliminary 
total of the day's activities. 

III. Post Event Activities 

Prep<~re a post event report to capture '·Best" or "Promising Practices''. The post 
event report includes an After Action Report and a Closeout Report and should be 
submitted to a designated Civil Rights BEU staff person. 

A. Debriefing 

• 	 Congratulations, you have facilitated a Procurement Fair! 
• 	 Conduct a final Commiuee meeting within I 0 business days of the 

Procurement f<~ir to debrief. Provide preliminary Procurement Fair 
procurement results to the committee. 

• 	 Discuss the successes and opportunities for improvement. 
• 	 Share the survey results and comments. 

Tips: The debriejing is o good time to pion ji>r the next Procurement Fair so it can 
be placed on the calendar ofevents/or both the district and BEU master planning 
calendar. Also. the event details are fresh in st({[('s JJJelllOIJ! ond help add and 
maintain momentum. 

B. After Action Reports 

Prepare <:Jnd submit an After Action Report to Civil Rights within 15 business 
days after the Procurement Fair. Include any comments collected during the 
Commillee's debriefing. Customize the report template. as needed, to address 
your speci fie comments. See Attachment N. 

Contact the PCA RS/District Budget Officer approximately 21 days after the 
Procurement Fair for a more accurate and complete accounting or all 
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transactions that were conducted the day of the Procurement Fair as well as 
those transactions that were the result of buyer and vendor participation after 
the Procurement fair. 

C. Closeout Reports 

Prepare and submit the standardized closeout report and include a copy of the 
tally sheets and the overall total of the goods and services procured by card 
holders. See Attachment 0. ln instances where a Division's procurement is 
tentative and requires further approval, encourage the buyer to complete the 
transaction within the 30-day timeframe and to notify you of the completed 
transaction at the earliest date possible. 

Also include a summary of the survey responses from buyers and vendors. 
Include with the closeout report, your recommendation for a future 
Procurement Fair. 

D. Thank You Notes 

Email a Ihank you note to all buyers. vendors and partners for thci r 
participation and assistance in making the Procurement Fair a success. 

E. Procurement Fair Web Page 

Remove the Procurement Fair web page, registration and related links within 
10 days ofthe Procurement Fair. 

:--lotc: l'hi.· Prm:un•mentl-uir (juide ~Cf\(:~ sukl ~ lh a guid~ l(lr wtri<:t' to use a ~ a toul for conducting 
Procur.::mL:n t Fair.. Not all ~cct i ons , l'thl· (iuid ~ l in~:" an: itkal liJr l' \I.T~ di<.trict. ll i ~ important to 11ork \I ith 
~ our Di. tric t Din;~:tt r to dc tL:f'lllinc ~nur di~trict nml general co rnmLmit~ needs. I hi-; ouidc is ~ubject to change. 
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Attachment A 

Sample HQ and District Director Memo to Chief 
Deputy Director, Deputy Director, Division Chiefs, 

and District Deputy Directors 



Sea~ orCalifornia Blliincss, Transportation tll:ld Housing Agency 
DEPARTMENT OF TRANSPORTA.DON 

Memorandum FluJOili'Pf~Wrl 
B• •••TD I/Jkl#llll 

To: CHIEF DEPtiTY DIRECTOR Dam December 11,2007 
DEPUTY DlRECfORS 
DMSION CHIEFS 

From: 

DISTRICT DEPUTY DIRECTORS 

OUVIA FONSECA ' r 
Deputy Director 1'l /)A - • 1 .. 
Civil RigbiS ~ 

JODY JONES rnr
District Director · 

&-

District 3 

Subject: Small Business Procurement Fair 

Caltrans Headquarters and District 3 are hosting a Small Business Procurement Fair on 
January 22, 2008. 

The purpose of a Procurement Fair is to provide Small Business vendors with an opportunity to 
meet Caltrans purchasers, exhibit and sell their produciS in on-the-spot sales, and to develop 
relationships with Caltrans staff from Headquarters and District 3. 

Please review your Division's purchasing needs. Compile a list of your supply needs, and 
encourage your buyers to hold off on purchasing as much as possible to save the transactions for 
the date of the fair. Email the names and contact information of the purchasers that you are 
committing to participate in the Procurement Fair to procurement fnir@dot.ca.gov by December 
19,2007. A pre-meeting for purchasers will be scheduled to provide instructions on their 
participation at the Procurement Fair. They will be notified of the date, time and location of the 
pre-meeting. Purchasers should bring their Jist of supply needs to this meeting. The 
Procurement Fair wm be held: 

Tuesday, January 22, 2008 
9a.m.. 2p.m. 
Sacramento Employment & Tralnlng Agency (SETA) 
925 Del Paso Boulevard 
Sacramento, CA 95815 

Please make every attempt to have your purchasers participate in the Small Business 
Procurement Fair. Purchasers should arrive at the Procurement Fair no later than 8:00 a.m. the 
morning of the event to set-up lheir tables and to receive further instructions. 

mailto:fnir@dot.ca.gov


OUVIA FONSECA 
JODY JONES 
December 11, 2007 
Page2 

Should you have any questions concerning this event, contact Tiffani Alvidrez, the Office of 
Civil Rights at (916) 324-0453. 

Together we can make this a success. 

Attachments 

c: Tiffani Alvidrez, Office of Civil Rights 

--·-· -- ________________________ ,__ _ 



Attachment B 


Sample Task Timeline 




Sample Task Timeline 
District Procurement Fair 

Month I Month 2 Month 3 
Week I Week 2 Week3 Week4 Week 5 Week 6 Week 7 Week 8 Week 9 Week!O Week II Week 12 

TnskJ: Timellne based on 3 months or 12 weeks with day 90 
being duv or tbe event. 
L Pre Event Planning and Preparation I 

A. Approval Process I 

Prepare n general workphm for District Director's approval. 
B. Committee Structure I 

Fonn M event planning committee; recuit individunls who have 
Calendar committee meetings. 
C. Reserve a Date and Time. I 

Consider midweek between 9:00AM to 2:00 PM. I 

D. Notlfv Civil RJghts I 

Discuss selected dates and identify potential confiicts. 
E. Fa clllty 
Identify locations for availability, cUites, and cost and select location. 
F. Worb:plan 
Fill in details to the general workplan and delegate tasks to 

G. Fivers 
Create and distribute Sa\•e-the-Date Over. 
H. Memos 
Complete a memo to U1e District Director \'vith event dewils. 
Complete CAI.rCARD Holder Participation Memo 
I. Buyer and Vendor Roles and Rc~ponslbilltlcs 
Schedule and hold first meeting with CAL-CARD holders. 
Draft letter for CaJCnrd holders 
Draft survey for CaJCnrd holders 
J . Online Registration 
Contnct district webmoster to assist in creating on online registration 
The online registration should include the Payee Datn Record wtd ' 

K Data Tracking and Collection 
Create an Excel database for tracking e\'ent registration of vendors 
L. Photographer 
M. Communication Stra!CJtV 
Create n small business list for all invitees. I 

N. Tole Bags 
Solicit no cost bags and include district-spcci.fic information. 
0. Refreshments 
Solicit a certified small busutess caterer at no cost. 
P. Signs and Banners 
Contact district maintenance nnd ~phic services statT. 
Q. Facility Set Up 
Select Buyers Sitting or Vc:ndors Sitting format. 



Sample Task Timeline 

District Procurement Fair 


Week I Week 2 Week J Week 4 Week 5 Wcek6 Week 7 Week 8 Week 9 Week 10 Week I I Week 12 

R Electrical Outleb and Audio Visual Equipment Chec!Jist 
Verify adequate resources, include t~hnical support and S<:hcdule 
S. Purchase Card Accounting and Requlsltlon System (PCARS) 
Verify vendors arc registered in PCARS. 
T. Evaluation/Feedback, Survey Monkey 

Crcute two short surveys; one for cardholders, vollmtcers, ond 

U. Proaram AJ!enda and Talklne Points 
Should be submined to District Director ot least one week prior to 

D. Day of the Event 
A. RC1!.1strotion Table 

Include sign-in sheets, color-coded name togs, tote bags and surveys. 

B. Station Set-Un 

Set up should be desin.ged to maximize on-the-spot purchases. 

C. Eouioment TestilU! 

Perfom1 a walk through the day before and the morning of the event. 

D. Welcome and Int roductory Remarks 

Provided by lhe District Director or designi!C and should be brief. 


E. Procurement and Network.Lnu 

Should commence immediately afier Welcome and Introductory 

F. Bid Summary Sheets 

Can be collected hourly from eaeh purchasing station for tnbulotion. 


ill. Post Event Acth'itlcs 
A- Dcbrlcfrne 
Conduct a final committee mi!Cting within 10 days of the event to 
B. Completed Surveys 

Collect ot IJ1e event w1d designate a response deadline. 

C. Aflcr Action Reports (AAR) 

Within 15 days, submit AAR to Civil Rights. 

D. Closeout Report 

Prepare n closeout report to include tally sheets and summary of 

E. Thank You Notes 

E-mail to all buyers, vendors and par!J1ers. 

F. Procurement Fair Web Page 

Close out oi l Live event links and registrntion and remove fair web 


I on!!c. 



Attachment C 


Sample List of Equipment and Supplies 




Equipment, Electrical Resources and Displays r------------------, 
SuppliesD Public Address system 

D Tape D Scissors D ClipsD Speaker's microphone fixed or hand-held 


D Pens D Highlighters
D Audience's microphone(s) 


0 Paper pads for notes 
D Speakers and amplifiers 


0 Stapler and remover 
D Podium 

D Business card collection box or
D Video system 

basket 


D Projector (check light) 
 D Event evaluation forms 


D Screen 
 D Event evaluation collection box 

D Laptop computer D String or rope 

D Cables 

D Standard mouse or wireless 

D Cable(s) 

D Video camera D Digital camera 

D Computer table with chair 

D Back-up equipment 

D Department floor displays 

D Banners 

Miscellaneous 

0 Registration signage 0 Instructions to CAL-Card holders and Volunteers 

D Registration lists D Agenda 

0 Registration alpha signs D Bid sheets 

D Blank name badges 0 Tally sheets 

D Table signs D Parking signs 

D Other __________ 
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At the Registration Table 

D Registration lists D Brochures (ifDPAC, DGS or SBDC not available) 

D Registration signage D Selling Goods and Services 

D Blank name badges D How to Do Business with California State Government 

D Enlarged floor map D Your Training Highway to Winning Caltrans Contracts 

D Evacuation plan D Business cards 

D Laptop and accessories (cables, standard or wireless mouse, USB) 

D Printer 

D Calculator 

D Programs/Agenda 

D Name tag maker D Other __________ 

At the Buyers' Stations 

D Bid sheets 

D Pens 

D Business cards 

D Calculator 
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Attachment D 


Sample Flyer 




Caltrans is pleased to announce a Small Business Procurement Fair to be held: 

Date: 	 January 22, 2008 

Time: 	 9 a.m.- 2 p.m. 

Location: 	 Sacramento Employment & 
Training Agency (SETA) 
925 Del Paso Blvd. 
Sacramento, CA 95815 
Map 

Caltrans Headquarters and District 3 (Marysville) are hosting a Small Business Procurement Fair. The 
Procurement Fair is designed to provide contracting opportunities for Small Business Enterprises (SBEs), 
Disabled Veterans Business Enterprises (DVBEs), and Disadvantaged Business Enterprises (DBEs). 

The Procurement Fair is an opportunity for state certified Small Business vendors to make on-the-spot sales of 
your goods or services, meet Caltrans buyers and network with other SBEs, DVBEs and DBEs. 

Registration 
www.dot.ca.gov/hqlbcp/procurcmcnt fair/ 

In order for you to sell your goods or services to the State of California, you must complete a Payee Data 

Record and a Drug Free Workplace Certificate. 

Click here for Payee Data Record and Drug Free Workplace Certificate 

Mail or fax forms to: 


Caltrans Office of Civil Rights 

do Tiffani Alvidrez ..------- Meet staff from the 

1823 141

h Street Shasta College Small 

Business Development 
Sacramento, CA 95811 

Center and learn how to
Fax(916)324-8760 
build your business! 

If you have any questions about the Procurement Fair, 
contact Tiffani Alvidrez, Office of Civil Rights at (916) 324-0453. 

Here is a partial list of the types of products Caltrans is interested in purchasing: 

Offi~ Supplies Printer Supplies Safety Gear 

Computer Accessories Ink Cartridges Copiers 

Janitorial Supplies Electrical Testing Equipment Fax Machines 


AND MOREll 

"No Fees or Costs... On-the-Spot Purchasing" 


"Don't miss this great opportunity to do business with Ca/trans!" 


www.dot.ca.gov/hqlbcp/procurcmcnt
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Sample Online Registration 




Callrans Small Business Procurement Fair Registration 

TRANSPORTATION 
G_allr<ms > f3u?lness > Qiyi1J1ights > Small Bysiness Program > Pr.ocur~mE!)nt Fair > Registration 

Company 

Name: 


"First Name: 	 'Last Name 

Title: 1 ·-· ... -· 

·Address: L..... __ ..._.. 	 "City: 

·zip Code:
State: L .. ·--. ---· 

Fax Number: 

*Email: 	 ·Number of r--B[ 
Attendees: ·· 

Web Address: 1~---·"-~*----· -~--·--·---- -·----·- ·~·-. -~·-·-~ 
•products/Services: I 

•Certification Type j 

Cgndltions of U.Se I Pri'J~CyPolipy 
Copyright © 2007 State of California 

5/21/2008http://www.dot.ca.gov/hq/bep/procurement_fair/registralion/index.php 
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Attachment F 


Sample Payee Data Record (STD 204), CAL-Card 

Certification (ADM 3026) and Instructions 




STATE OF CALIFORNIA-DEPARTMENT OF FINANCE 

PAYEE DATA RECORD 
(Required when receiving payment from the State of California in lieu of IRS W-9) 
STD. 204 (Rev. 6-2003) 

INSTRUCTIONS: Complete all infonnalion on this fonn. Sign, date, and return to the State agency (department/office) address shown at 

G the bottom of this page. Prompt return of this fully completed fonn will prevent delays when processing payments. lnfonnalion provided in 
this fonn will be used by State agencies to prepare lnfonnalion Returns (1099). See reverse side for more infonnalion and Privacy 
Statement 
NOTE: Governmental entities, federal, State, and local (including school districts), are not required to submit this fonn. 
PAYEE'S LEGAL BUSINESS NAME (Type or Print) 

SOLE PROPRIETOR- ENTER NAME AS SHOWN ON SSN (Last, First, M.l.) I E-MAIL ADDRESS 

0 MAIUNG ADDRESS BUSINESS ADDRESS 

CITY, STATE, ZIP CODE CITY, STATE, ZIP CODE 

0 
 ENTER FEDERAL EMPLOYER IDENTIFICATION NUMBER (FEIN): 

I II I-I I I I I I I 

NOTE:PARTNERSHIP CORPORATION:D Payment will 
PAYEE not be 
ENTITY D MEDICAL (e.g., dentistry, psychotherapy, chiropractic, etc.) processedESTATE OR TRUSTDTYPE without anD LEGAL (e.g., attorney services) accompanying 
CHECK taxpayer I.D.

EXEMPT (nonprofit) 
ONE BOX D number 


ONLY D 
 ALL OTHERS 

INDMDUAL OR SOLE PROPRIETOR D ENTER SOCIAL SECURITY NUMBER: I I I I - I I I - I I I I 
(SSN required by authority of California Revenue and Tax Code Section 18646) 

California resident - Qualified to do business in California or maintains a permanent place of business in California. 

G D 
D California nonresident (see reverse side)- Payments to nonresidents for services may be subject to State income tax 

withholding. 

0 No services performed in California. 
PAYEE 

RESIDENCY 0 Copy of Franchise Tax Board waiver of State withholding attached. 
STATUS 

G 
 I hereby certify under penalty of perjury that the Information provided on this document Is true and correct. 

Should my residency status change, I will promptly notify the State agency below. 


AUTHORIZED PAYEE REPRESENTATIVE'S NAME (Type or Print) TITLE 

0 

SIGNATURE DATE TELEPHONE 

( ) 

Please return completed form to: 

Department/Office: 

Unit/Section: 


Mailing Address: 


City/State/Zip: 


Telephone: ( ) Fax: ( ) 


E-mail Address: 




STATe OF CAUFORNIA.OEPARTMENT OF FINANCE 

PAYEE DATA RECORD 
STD. 204 (Rev. 6-2003} (PAGE 2} 

Requirement to Complete Payee Data Record. STD. 204 1 
A completed Payee Data Record, STD. 204, is required for payments to all non-governmental entities and will be kept on file at 
each State agency. Since each State agency with which you do business must have a separate STD. 204 on file, it is possible 
for a payee to receive this form from various State agencies. 

Payees who do not wish to complete the STD. 204 may elect to not do business with the State. If the payee does not complete 
the STD. 204 and the required payee data is not otherwise provided, payment may be reduced for federal backup withholding 
and nonresident State income tax withholding. Amounts reported on lnfonnation Returns (1099) are in accordance with the 
Internal Revenue Code and the California Revenue and Taxation Code. 

Enter the payee's legal business name. Sole proprietorships must also include the owner's full name. An individual must list2 his/her full name. The mailing address should be the address at which the payee chooses to receive correspondence. Do not 
enter payment address or lock box infonnation here. 

Check the box that corresponds to the payee business type. Check only one box. Corporations must check the box that3 identifies the type of corporation. The State of california requires that all parties entering into business transactions that may 
lead to payment(s) from the State provide their Taxpayer Identification Number (TIN). The TIN is required by the California 
Revenue and Taxation Code Seclion 18646 to facilitate tax compliance enforcement activities and the preparation of Form 1099 
and other infonnation returns as required by the Internal Revenue Code Section 61 09(a). 
The TIN for individuals and sole proprietorships is the Social Security Number (SSN). Only partnerships, estates, trusts, and 
corporations will enter their Federal Employer Identification Number (FEIN). 

Are you a California resident or nonresident?4 
A corporation will be defined as a "resident• if it has a pennanent place of business In California or is qualified through the 
Secretary of State to do business in California. 

A partnership is considered a resident partnership if it has a pennanent place of business in California. An estate is a resident if 
the decedent was a California resident at time of death. A trust is a resident if at least one trustee is a California resident. 

For individuals and sole proprietors, the tenn "resident" includes every individual who is in California for other than a temporary 
or transitory purpose and any individual domiciled in California who is absent for a temporary or transitory purpose. Generally, 
an individual who comes to California for a purpose that will extend over a long or indefinite period will be considered a resident. 
However, an individual who comes to perfonn a particular contract of short duration will be considered a nonresident. 

Payments to all nonresidents may be subject to withholding. Nonresident payees performing services in California or receiving 
rent, lease, or royalty payments from property (real or personal) located in California will have 7% of their total payments 
withheld for State income taxes. However, no withholding is required if total payments to the payee are $1,500 or less for the 
calendar year. 

For infonnation on Nonresident Withholding, contact the Franchise Tax Board at the numbers listed below: 
Withholding Services and Compliance Section: 1-888·792-4900 E·mail address: wscs.gen@ftb.ca.gov 

For hearing impaired with TOO, call: 1-800-822-6268 Website: www.ftb.ca.gov 

Provide the name, tiUe, signature, and telephone number of the individual completing this form. Provide the date the fonn was5 completed. 

6 This section must be completed by the Stale agency requesting the STD. 204. 

Privacy Statement 

Section 7(b) of the Privacy Act of 1974 (Public Law 93-579) requires that any federal, State, or local governmental agency, 
which requests an individual to disclose their social security account number, shall inform that individual whether that disclosure 
is mandatory or voluntary, by which statutory or other authority such number is solicited, and what uses will be made of it. 

It is mandatory to furnish the infonnation requested. Federal law requires that payment for which the requested information is 
not provided is subject to federal backup withholding and State law imposes noncompliance penalties of up to $20,000. 

You have the right to access records containing your personal infonnation, such as your SSN. To exercise that right, please 
contact the business services unit or the accounts payable unit of the State agency(ies) with which you transact that business. 
All questions should be referred to the requesting State agency listed on the bottom front of this form. 

http:www.ftb.ca.gov
mailto:wscs.gen@ftb.ca.gov
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CAL·CARD CERTIFICATION 
ADM-3026 (NEW 812007) 

I, the official named below, CERTIFY UNDER PENALTY OF PERJURY that I am duly authorized to legally bind the 
prospective Contractor to the ctause(s) listed below. This certification is made under the laws of the State of California. 

Contractor/Bidder Firm Name {Printed) 

FederaiiD Number 	 ISeller's Permit Number 

By (Authorized Signatura) 

Printed Name and Tille of Person Signing 

Date Executed IExecuted in the County of 

1. 	 NONDISCRIMINATION CLAUSE: 

a. 	During the performance of this contract, contractor and Its subcontractors shall not unlawfully discriminate, harass 
or allow harassment, against any employee or applicant for employment because of sex, sexual orientation. race, 
color, ancestry, religious creed, national origin, disability (including HIV and AIDS), medical condition (cancer), 
age, marital status, and denial of family care leave. Contractor and subcontractors shall insure that the evaluation 
and treatment of their employees and applicants for employment are free from such discrimination and 
harassment. Contractor and subcontractors shall comply with the provisions of the Fair Employment and Housing 
Act (Government Code. §12990 et seq.) and the applicable regulations promulgated thereunder (California Code 
of Regulations, Title 2, §7285.0 et seq.). The applicable regulations of the Fair Employment and Housing 
Commission implementing Government Code §12990 (a·f). set forth in Chapter 5 of Division 4 of Title 2 of the 
California Code of Regulations are Incorporated Into this contract by reference and made a part hereof as if set 
forth in full. Contractor and its subcontractors shall give written notice of their obligations under this clause to labor 
organizations with which they have a collective bargaining or other agreement. 

b. 	The contractor shall include the nondiscrimination and compliance provisions of this clause in all subcontracts to 
perform work under the contract. 

2. 	 DRUG-FREE WORKPLACE REQUIREMENTS: Contractor will comply with the requirements of the Drug-Free 
Workplace Act of 1990 and will provide a drug-free workplace by taking the following actions: 

a. 	Publish a statement notifying employees that unlawful manufacture, distribution, dispensation, possession or use 
of a controlled substance is prohibited and specifying actions to be taken against employees for violations. 

b. 	Establish a Drug-Free Awareness Program to inform employees about: 

1) the dangers of drug abuse in the workplace; 

2) the person's or organization's policy of maintaining a drug-free workplace; 

3) any available counseling, rehabilitation and employee assistance programs: and, 

4) penalties that may be imposed upon employees for drug abuse violations. 


c. 	 Every employee who works on the proposed Agreement will: 

1) receive a copy of the company's drug-free workplace policy statement; and, 

2) agree to abide by the terms of the company's statement as a condition of employment on the Agreement. 


Failure to comply with these requirements may result In suspension of payments under the Agreement or termination of 
the Agreement or both and Contractor may be ineligible for award of any future State agreements If the department 
determines that any of the following has occurred: the Contractor has made false certification, or violated the certification 
by failing to carry out the requirements as noted above. (Gov. Code §8350 et seq.) 

ADA N tl For individuals with sensory disabilities. lhis document is available In alternate formats. For information c:afl (916) 654-6410 or TOO (916) 654-3880 or 
0 ce write Recotds and FOimS Management, 1120 N Street. MS-139, Sat.TcJmento, CA 95814. 
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CAL-CARD CERTIFICATION 
ADM-3026 (NEW 812007) 

3. 	 NATIONAL LABOR RELATIONS BOARD CERTIFICATION: Contractor certifies that no more than one {1) final 
unappealable finding of contempt of court by a Federal court has been issued against Contractor within the 
immediately preceding two-year period because of Contractor's failure to comply with an order of a Federal court, 
which orders Contractor to comply with an order of the National Labor Relations Board. (Pub. Contract Code §10296) 
(Not applicable to public entitles.) 

4. 	 USE TAX COLLECTION (SELLER'S PERMIT VIOLATION): In accordance with PCC § 10295.1, Contractor certifies 
that it complies with the requirements of§ 7101 of the Revenue and Taxation Code. Contractor further certifies that it 
will immediately advise State of any change in its retailer's seller's permit or certification of registration or applicable 
affiliate's seller's permit or certificate of registration as described in subdivision (a) of PCC § 10295.1. 

5. 	 EXPATRIATE CORPORATIONS: Contractor hereby declares that it is not an expatriate corporation or subsidiary of 
an expatriate corporation within the meaning of Public Contract Code §§ 10286 and 10286.1, and is eligible to 
contract with the State of California. 

6. 	 SWEATFREE CODE OF CONDUCT: 

a. 	All Contractors contracting for the procurement or laundering of apparel, garments or corresponding accessories, 
or the procurement of equipment, materials, or supplies, other than procurement related to a public works contract, 
declare under penalty of perjury that no apparel, garments or corresponding accessories, equipment, materials, or 
supplies furnished to the state pursuant to the contract have been laundered or produced in whole or in part by 
sweatshop labor, forced labor, convict labor, indentured labor under penal sanction, abusive forms of child labor or 
exploitation of children In sweatshop labor, or with the benefit of sweatshop labor, forced labor, convict labor, 
indentured labor under penal sanction, abusive forms of child labor or exploitation of children in sweatshop labor. 
The contractor further declares under penalty of perjury that they adhere to the Sweatfree Code of Conduct as set 
forth on the California Department of Industrial Relations website located at http://www.dir.ca.gov/, and Public 
Contract Code§ 6108. 

b. 	The contractor agrees to cooperate fully in providing reasonable access to the contractor's records, documents, 
agents or employees, or premises if reasonably required by authorized officials of the contracting agency, the 
Department of Industrial Relations, or the Department of Justice to determine the contractor's compliance with the 
requirements under paragraph {a). 

7. 	 ELECTRONIC WASTE RECYCLING ACT OF 2003: The Contractor certifies that it complies with the requirements of 
the Electronic Waste Recycling Act of 2003, Chapter 8.5, Part 3 of Division 30, commencing with § 42460 of the 
Public Resources Code, relating to hazardous and solid waste. Contractor shall maintain documentation and provide 
reasonable access to its records and documents that evidence compliance. 

Please return to: 	 California Department of Transportation 
Division of Procurement and Contracts 
1727 30th Street, Fourth Floor MS 65 
Sacramento, CA 95816 

Or fax both pages to: {916) 227-6125 

CALTRANS USE ONLY 

DATE MAILED TO SUPPLIER: 

DATE RECEIVED FROM SUPPLIER: 

http:http://www.dir.ca.gov


Instructions to CAL-Card Holders and Volunteers 


Make sure to remind the CAL-Card holders that aJJ single purchases are limited to $4,999.99 and 
aJI multi-purchases have a $15,000 per day limit, but not with the same firm. The following lists 
examples of prohibited Splitting of Orders that has been taken from the CAL-Card Handbook, 
Chapter 1, Page 3: 

o 	 Making one or more purchases that in total will circumvent the single purchase limit. 

o 	 Using two types of purchases (i.e., Purchase order and CAL-Card) which in total will 
circumvent the single purchase limit. 

o 	 Multiple cardholders in the same unit acquiring the same goods or services needed by 
the program from one or more vendors. 

o 	 Acquiring like services for different locations. 

o 	 Cardholder making purchases of the same type of item from different vendors. 

o 	 Cardholders in separate units procuring various aspects of a remodel project 

http:4,999.99
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Sample Memo from HQ and District Director to HQ 
and District CAL-Card Holders 



Slale olCaliforaia Business, Transportation and Howring Aaency 
DEPARTMENT OF T.RANSPORTAnON 

Memorandum 	 Flu JOIITpowrl 

Btr """'ID t/Jieilttll! 

To: 	 HEADQUARTERS CALCARD HOLDERS Datet December 17, 2007 
DISTRICT 3 CALCARD HOlDERS 

OUVIA FONSEC~ ... ~ 
Deputy Director fAu / ~M~t (Ie-
CiviJ Rights 

JODYJO~JDistrict Directo . 
District 3 .. · 

Subject: SmaU Business Procurement Fair Pre-Meeting 

On December 11. 2007. a letter was sent to your Division Chiefs notifying them of the inaugural 
Small Business Procurement Fair hosted by Headquarters and District 3. The Procurement Fair 
is being held in accordance with the Governor's Executive Orders S-02-06 and S·ll-06, which 
encourages and promotes small and emerging businesses to contract with the State of California 
and ensure that State Agencies and Departments meet or exceed the 2S percent small business 
participation goal. 

The purpose ofa Procurement Fair is to increase lhe contract participation of Small Business 
Enterprises (SBEs), Disabled Veteran Business Enterprises (DVBEs) and Disadvantaged 
Business Enterprises (DBEs). Procurement Fairs provide SBEs, DVBBs and DBBs an 
opportunity to meet Caltrans purchasers, exhibit and selllheir products in on-the-spot sales, and 
to develop relationships with Caltrans staff. 

To ensure the first Procurement Fair is a success, you are invited to attend a pre-meeting. The 
purpose of the pre-meeting is to discuss the logistics of the day. provide a clearer understanding 
of the importance of your role and function at the Fair and respond to any questions that you may 
have concerning the event. Additionally. staff from the Division of Procurement and Contracts 
will be available at the pre-meeting to present detailed information on your purchasing 
parameters as it relates to the Procurement Pair. 

The pre-meeting will be held: 

Tuesday, January 8, 2008 

10 a.BL -12 p.m. 


Caltrans omce of Civil Rights 

1823 14111 Street, Room 207 


Sacramento, CA 
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Sample Cardholder Purchasing Survey 




CAL TRANS 


Headquarters and District 3 Small Business Procurement Fair 


Purchasing Survey 


Thank you for agreeing to participate in the Procurement Fair! In addition to your ability to purchase 
commodities directly from vendors, the Procurement Fair is a great opportunity to network and collect business 
contact information for your future purchasing needs of both goods and services. The purpose of this survey is 

to match your purchasing needs with the vendor's commodity or service. 


If possible, hold off on purchasing items for your Division and save them for on-the-spot buying at the fair. 


Don't forget to talk with vendors and trade business cards, so bring plenty! 


Please complete the brief survey below and email to procurement fair@dot.ca.gov by December 21, 2007. 


Division Name 	 Purchaser Telephone ltem(s) to Clear/Brief description of item {if 
Name Number purchase applicable) 

For questions, please contact Tiffani Alvidrez, {916) 324-0453, tiffani alvidrez@dot.ca.gov or Carol Esparza, {530) 
741-4222, carol esparza@dot.ca.gov. 

mailto:esparza@dot.ca.gov
mailto:alvidrez@dot.ca.gov
mailto:fair@dot.ca.gov
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Sample Satisfaction Survey for Vendors/Purchasers 
and Evaluation Sheet for Volunteers and Guests 



VENDOR/PURCHASER SATISFACTION SURVEY 


Caltrans Business Procurement Fair 

October 26, 2006 


Circle the rating that best describes your erperience at today's procurement fair. 

1 ::::Poor Rating 10 =Outstanding Rating 

I . 	 My overall experience with today' s procurement fair was a positive one. I 2 3 4 5 6 7 8 9 10 

2. 	 My expectations prior to participating in today's procurement fair have 
been met. 1 2 3 4 5 6 7 8 9 10 

3. 	 When comparing with other procurement fair experience(s) I would 
give today's experience a comparison rating of: 2 3 4 5 6 7 8 9 10 

4. 	 CaJtrn.ns staff provided assistance when needed. 2 3 4 5 6 7 8 9 10 

5. 	 Calt.ran.s staff conducted themselves in a professional 
and courteous manner throughout today's event. Yes ___ No ___ 

6. 	 How did you learn about today 's event? 

7. 	 I would like to be invited to participate in future Caltrans 
procurement fairs. Yes ___ No ___ 

Your comments and suggestions are important to us, as we work towards meeting vendor/purchasers ' needs: 

Company Name:------------------Phone_______Zip Code: ____ _ 

Name of contact, if you wish to participate in future procurement fair events: - - ----- --- ----

WE TBANK YOU FOR TODAY'S PARTlCIPATION and WE THANK YOU FOR COMPLETING THIS SURVEY! 

http:CaJtrn.ns


2007 PROCUREMENT FAIR EVALUATION 


March 6, 2007 

1. How did you learn about the Procurement Fair? 

2. 	 On a scale of 1- 5 (5 being the highest rating), how would you rate the Fair? 

a.) Commitment to Small Business Enterprise!DVBE? ___ 

b.) Opportunity to sell goods or services? 

c.) Networking opportunities for business? 

d.) Ease of identifying prospective puschasers? 

e.) Location of event? 

3. What aspect of the Procurement Fair would you like to see improved or expanded? 

4. This is an annual event, will you attend again? Please circle one: Yes or No 

S. Who else would you recommend be invited to future Procurement Fairs? 

ADDITIONAL COMMENTS/SUGGESTIONS: 

District 11 's Small Business Co11ncil (SBC) and the San Diego Public Agency Consorrium (PAC) thank you 
for participating and completing this evaluation. We appreciate yourfeedback. 
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Sample Survey Monkey© 




Small Business Networking Fair 

1. The overall event registration process was conducted In an efficient manner. 

Response Response 

Percent Count 

Strongly Agree I· .. ., ...... . '""I 54.5% 42 

Agree ·I 42.9% 33 

Neutral 13 2.6% 2 

Disagree 0.0% 0 

Strongly Disagree 0.0% 0 

How would you improve registration? Please explain. 8 

answered question 77 

skipped quesUon 0 

2. Rank the three main event segments of Opening Remarks, Panel Discussions, and Networking 

Stations in the order of your perceived value. 

Most 

Value 

Second 

Most 

Value 

Third 

Most 

Value 

Rating 

Average 

Response 

Count 

Opening Remarks 6.5% (5) 
24.7% 

(19) 
68.8% 
(53) 

2.62 77 

Panel Discussions 
26.0% 
{20) 

55.8% 
(43) 

18.2% 
(14) 

1.92 77 

Networking Stations 
67.5% 

(52) 

19.5% 
(15) 

13.0% 
(10) 

1.45 77 

Please comment on why you ranked your •Most Value· selection as such. 40 

answered question 77 

skipped quesUon 0 



3. The event Informational handouts (Including COs) were useful. 

Response Response 

Percent Count 

Strongly Agree I ·· •r•><l 20.8% 16 

Agree I r 
........ 1 63.6o/o 49 

Neutral D 14.3% 11 

Disagree 0.0% 0 

Strongly Disagree 0 1.3% 1 

Please Identify which hand-outs were most and least useful to you and why. 15 

answered question 77 

skipped question 0 

4. How many actual business connections did you make at the event? 

Response Response 

Percent Count 

0 0 2.6% 2 

1-5 59.7% 46 

6-10 I'''·""'•'''' .....J 32.5% 25 

11+ I] 5.2% 4 

Comments (Optional) 14 

answered question 77 

skipped question 0 



5. Does your company normally work as a prime or sub contractor? 

Response Response 

Percent Count 

41.6% 32 

Sub f~-' r -­ ' - • - I 58.4% 45 

answered question 77 

skipped question 0 

6. Please check all applicable certifications of your company: 

Response Response 

Percent Count 

DBE 1~- .. ---~-·,1 27.3% 21 

SB ,, -.·•····Co•••••o·.• ·---·1 59.7% 46 

WBE B 14.3% 11 

DVBE D 10.4% 8 

Other k- -------------·--1 33.8% 26 

If Other, Please specify 14 

answered quesUon 77 

skipped question 0 

7. Has your company previously worked on a Caltrans project? 

Response Response 

Percent Count 

62.3% 48 

37.7% 29 

Comments (Optional) 8 
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Sample Program Agenda 




Special Thanks to Our Sponsors 


City ofSan Diego 


Sullivan International, Inc. 


San Diego County Water Autltority 


Metropolitan Water District ofSouthern California 


Centre City DevelopmenJ Corporation 


USE Credit Union 


Acme Safety & Supplies, Inc. - Candace Freidman 


Payco Specialties- Rebecca Llewelyn 


Padilla & Associates - Pat Padilla 


Sqwi11cher 


Thanks to Our Partners 

Co/trans, District 7 


Caflrans, District I I 


Caltrans Civil Rights 


Callrans Division ofProcurement and Contracts 


SANDAG 


County ofSan Diego 


San Diego County Regional AirportAuthority 


Small Business Cound l 


Public Agency Consortium 


'!!'C.11ifomia Dcpartmcnl ofTrnnsportalion 
District ll , 4050 Taylor Slrec\, San Dicllo, CA 92 11 0 

Caltrans District 11 

~Procurement Fair 

In Partnership with the San Diego Public 
Consortium C)...... 

March 6, 2007 
9:00 am -2:00pm 

BALBOA PARK CLUB 

2150 Pan American Road West 


San Diego, CA 921OJ 


"Ca/trans - We're Here to Get You There!" 



A Message From 

Caltrans District 11 Director 


Pedro Orso-Delgado 


I would like to welcome you to our 3rd Annual Procurement 
Fair. District 11 and its Small Business Council have joined 

with the San Diego Public Agency Consortium to host this Small 
Business Procurement Fair. The Fair is designed to give 

vendors, particularly Small Business and Disabled Veterans 
Business Enterprises, the opportunity to meet, network, and sell 

their products and services to the people who make those 
purchases for state and local agencies. Many ofour Caltrans 

representatives and some ofotiT agency partners are prepared to 
make instant on-the-spot purchases ofgoods essential to their 

daily business operations. This event has been very successful in 
the past in enhancing our partnerships with the small and 

disabled veteran business communities. 

Pro Fair Certified SBEIDVBE Purchases 
2005 $468,000 
2006 $484,000 

Caitrans, the San Diego Public Agency Consortium, and the 
Small Business Council will continue in our efforts to reduce 

those barriers which impede our commitment to the Smail and 
Disabled Veterans Business communities. 

On behalfofall those working the Fair today, I welcome you as 
partners in this ongoing effort and thank you for helping to make 

our 3"' annual Procurement Fair a most successful event. 

PROGRAM 


Opening Remarks 

Debra Stout 

Procurement Fair Project Manager 


Co/trans District 11 


Welcome 

Pedro Orso-Delgado 

Caltrans District 11 Director 


Closing Remarks 

Debra Stout 

Procurement Fair Project Manager 


Caltrans District 11 
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Sample Welcome and Closing Remarks 




Sm. Bus. Procurement Fair 
Welcome, Housekeeping, Closing Remarks 

Welcome and Closing Remarks 

Welcome 
• 	 Good morning. My name is Tiffani Alvidrez and I work for Caltrans in the Office of 

Civil Rights. 

• 	 I would like to welcome you to today's Small Business Procurement Fair. 

• 	 This is our first Small Business Procurement Fair to be held in Northern California 
and we are excited at the prospect of hosting many more in the future. 

• 	 The purpose of a procurement fair is to provide small businesses with an opportunity 
to do business with Caltrans in a forum outside of the multi-miHion dollar 
construction contract. 

• 	 Caltrans is committed to increasing our small business participation and meeting our 
25% small business participation goal. 

• 	 At today's fair, we have Caltrans buyers standing at the ready in the Shasta Room 
ready to make on-the-spot purchases of your goods. 

• 	 We have also provided you with an opportunity to network with some of our partners 
such as the Small Business Development Centers and SBA who can provide you with 
assistance in how to grow your business. 

• 	 We have our state partner, the Department of General Services; here to discuss the 
benefits of becoming a state certified small business. 

• 	 We encourage you to make your rounds both in this room as well as the next. 

• 	 Engage conversation with one of our Caltrans purchasers and at the very least, 
exchange business cards. 

• 	 Whi1e we encourage you to buy-buy-buy and sell-sell-sell, we also encourage you to 
network. 

• 	 A contact today could Jead to a business opportunity tomorrow. 

• 	 Again, welcome and thank you for attending our small business procurement fair. 

• 	 At this time I'd like to invite the Director of the Department of Transportation, Mr. 
Will Kempton, to say a few words followed by Kathy Kossick, the Executive 
Director of SETA and Jody Jones, the District Director for District 3 {Marysville). 

Prepared by Tirrani Alvidrel. 
1-18..()8 



Sm. Bus. Procurement Fair 
Welcome, Housekeeping, Closing Remarks 

Purchasing Instructions 
• 	 We will conduct all purchasing in the Shasta Room. 

• 	 Caltrans purchasers are positioned at their tables with stanchions to identify their 
division name and the types of items they will be purchasing today. 

• 	 We will not ring bells or call a halt to the purchasing session until 2PM. 

• 	 If we determine that our purchasers need a break, we will suspend purchasing for a 
brief period of time and resume shortly thereafter until 2PM. 

• 	 This is an open purchasing session and small businesses are encouraged to approach 
the stations that intend to buy those products that you are here to sell. 

• 	 Each station has Direct Quote Worksheets that Caltrans purchasers will complete for 
each transaction. 

• 	 If you, as a small business have not conducted business with Cal trans in the past and 
do not have a Payee Data Record or CALCard Certificate on file with Cal trans 
Accounting, please do not leave this building today without completing them at the 
Registration desk. 

• 	 The Payee Data Record and CALCard Certificates are an Accounting requirement 
and makes it possible for us to promptly pay you when you submit your invoice for 
today' s sales and purchases. 

• 	 Should you have any questions, feel free to ask me, the runners in the green vests or 
any Cal trans staff at the Registration table. 

Closing Remarks 
• 	 Thank you again for attending today's procurement fair. 

• 	 Thank you CALCard Holders for participating, purchasing and for your contribution 
in making this first Small Business Fair a success. 

• 	 As a reminder, any additional purchases that you make over the next 30 days may be 
counted towards today's procurement fair totals if you purchase from one of the small 
business that attended today's fair. 

• 	 And finally, thank you SETA for hosting us today. We look forward to working more 
closely with you and a continued partnership. 

Prepared by Tiffani Alvidrez 
1-18-08 
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Sample Director Talking Points 




Caltrans HQ and D-3 
Small Business Procurement Fair 

TALKING POINTS 
For Director Kempton 

• 	 Good morning, ladies and gentlemen, thank you for attending today's Small 
Business Procurement Fair. 

• 	 I'd also like to thank Kathy Kossick, Executive Director of the Sacramento 
Employment and Training Agency (SETA), for allowing us to use the facility for 
today's fair. 

• 	 SETA is an important partner in the Sacramento community. The job-seeker and 
employer services you provide through the Local Workforce Investment Board and 
One-Stops are vital to the small business community that we both serve. 

• 	 We look forward to a continued partnership with you through Caltrans' Pre­
Apprenticeship and On-the-Job Training Programs. Thank you. 

• 	 Thank you Jody Jones, District Director for District 3 (Marysville) for embracing the 
Procurement Fair and partnering with Headquarters on this unique event. 

• 	 Caltrans is committed to increasing small business participation. Caltrans is the first 
State Department to host Procurement Fairs. 

• 	 A Procurement Fair is an opportunity for small business vendors to make on-the­
spot sales of goods and services, meet Caltrans buyers and network with other 
Small Business Enterprises, Disabled Veteran Business Enterprises and 
Disadvantaged Business Enterprises. 

• 	 In the last 12 months, we have held Procurement Fairs in San Diego, Los Angeles, 
San Bernardino, Fresno and Oakland that have accounted for more than $1.5 million 
in procurement of goods and services to small businesses. We are very proud of 
that and will continue to host Procurement Fairs statewide. 

• 	 The Governor has Executive Order S-02-06 and S-11-06, which require State 
Department to make efforts to meet or exceed a 25% small business goal. I am 
proud to say Caltrans met the goal last year. 

• 	 This Procurement Fair would not have been possible without the dedicated Caltrans 
staff, CaiCard holders, and Contract Managers. I thank you for your dedication and I 
empower you to develop relationships here - trade business cards and make 
yourselves available to the small business community all year around! 

• 	 With that, I wish you all a great experience and day. 

Prepared by Tiffani Alvidrez 
Draft v2 
1-7-08 
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Sample After Action Report 




After Action Report (AAR) 

Title/Date of Event: 

Purpose of an Mter Action Report: Evaluation tool for lessons learned and 
best practices 

Purpose: of attending an activity (from your point of view) eg, outreach events, 
industry presentations, local agency assistance and the like. 

Date/Time: Note the date/time of the event. Is the date during a period of time 
that's busy every year? 

Issue or Concern: of the activity (from the presenter's point of view) 

Expectations: what are you expecting from your attendance? 

Preparation: are you doing anything to prepare for the conference or event? 

About how many people were in attendance? If this was an event where you 
had a booth, count the people who came by and took a brochure, in addition to the 
people with whom you actually spoke. 

Evaluation: Summarize the actual event. 
• Did it meet your expectations? 
• Was the purpose met? 
• Were you prepared? 
• Were there things that you could have done to better prepare? 
• What did you learn? 
• Did you learn anything new? 
• What is the impact on your program? (positive/negative) 

Advising management: Is the event or conference worth repeating or 
recommended for future attendance? 

Cost considerations, if applicable 

Create your own AAR utilizing the above described elements. The initial 
concerns ofpurpose, date and time could satisfy initial management 
approval for attendance. Then, the remainder of the report is completed 
after the activity. Keeping track, once a template has been set up, 
shouldn't be too involved. But, it's a good way to track your effectiveness 
and concisely summarizes what other staff may need to know about any 
particular Small Business activity. 

September 2007 TYPE THE MONTII'!YEAR 
Prepared by Ann Blazina YOUR XAME Ht-:HE 



Attachment 0 


Sample Closeout Report 




------ -- ---

11:00 	 12:00 1:00 2:00 
$1,142.15 

$15,000.00 $800.00 

$210.10 
$538.75 


$1,476.79 $647.60 


. -······· ~ ,~ ·~ -·· ....... ... . . -· ····· .... " •·· .. 

---~-~ .......__, ___ --- ...
·- . . ...... - .----... -···· 

$438.88 

$694.74 

sns.1s $6,257.75 $83,430.46 

_~~O.t2_9.69 $16,690.00 $18,399.17
-· .. - - .....---	 ---------- -- -­

; 

.. .,::_::,:' 
:;; '•. 

. . . . . -~ 

$16,314.91 $22,406.48 $24,728.97 $103,181.88 

Testimonies from Fair Evaluation Sheets: 

Additional Benefits: 

CALTRANS DISTRICT 11 PROCUREMENT FAIR 

March 6, 2007 


Balboa Park Club, San Diego, CA 


GRAND TOTAL Quantification 
$1,142.15 

$0.00 
$0.00 

$15,800.00 
$0.00 
$0.00 
$0.00 

$210.10 
$538.75 

$2,124.39 
$0.00 6-Apr..07 
$0.00 
$0.00 
$0.00 
$0.00 

$438.88 so 
$0.00 
$0.00 
$0.00 

$694.74 
$0.00 

$90,464.37 
$0.00 

$55,218.86 
"-----$0:06 ­

$0.00 
$0.00 
$0.00 
$0.00 

•. i.$0~00 
$0.00 
$0.00 
$0.00 
$0.00 
$0.00 

$166,632.24 
Day of the Fair 

Description 

Tables with Fair Participants (Workers) 
Registered Small Businesses 
Walk-Ins 
Vendor Attendance at Peak (Not inci.Participants) 
Purchases the day of the fair 
% of Registered in Attendance (xx of xxx) 
Estimated Cost Savings determined due to lower Fair prices 

Finar Cut-Off Date for Subsequent Purchases Resulting from Fair Contacts 

Profair purchases through HQ Accounting May '07 
Profair ~urchases b)l other Agencies 
Profair total thru May 2007 (Accounting totals are 30 days in arrears.) 

·--· 	 - . -·. .. 

AHachO 

http:166,632.24
http:55,218.86
http:90,464.37
http:2,124.39
http:15,800.00
http:1,142.15
http:103,181.88
http:24,728.97
http:22,406.48
http:16,314.91
http:18,399.17
http:16,690.00
http:O.t2_9.69
http:83,430.46
http:6,257.75
http:1,476.79
http:15,000.00
http:1,142.15

