
Bulletin 3.5 Contracting Procedure Flow Chart     
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services or goods 
needed and 
warranted? Yes

No Are services and/or 
goods covered under 
statewide contract, 

BDA, or pre-qualified 
agreement?

Record Contract in 
VISION: enter all 
required data and 

receive unique 
contract number

Receive RFP 
responses; review & 
evaluate responses;

No

Yes

Send contract to 
contractor for 

signature

Obtain legal 
review “as to form” 

from in-house 
AAG or Attorney 
General’s Office 

Obtain Department 
Appointing 

Authority Review & 
Signature

Write Contract, 
Attachments A, B and C 

using current standardized 
forms; and other required 

attachments.

Write RFP (1 & 2) or RFQ (3)  
including Performance Measures

Write Sole Source Waiver 
rationale and  justification letter

Obtain pre-approval 
by DHR, CIO, CMO 
for certain contracts

Create Form AA-
14 providing all 

required elements 
(or AA-16 if 
applicable)

Contractor returns 
executed signature 
page (original via 

mail, or copy by fax 
or scanned email)

Executed contract 
in contract file, 
along with any 

other 
documentation

P.O. is issued in 
VISION for this 
contract against 

which all contract 
payments must be 

made.

Contract 
Performance is 
measured and 

monitored

END

Determine Bid 
type: (1) Standard, 
(2) Simplified, (3) 

Qualification 
Based Selection, 

or (4) Sole Source

(1)

(4)

(3)

(2) Release RFP or RFQ: RFP -
(1) post to website; (2) send 
to simplified bid list; RFQ -
(3) send to QBS vendor(s)

 Document 
evaluation and 
award choice

Notify selected 
contractor

Send to F&M for 
review and signature 

of  Secretary of 
Admin: for $250k+, 

Waivers, etc.

NOTE: This flow chart is a simple graphic representation and does not contain reference to the 
many rules and criteria documents in Bulletin 3.5.  It is the readers responsibility to comply with 
all elements of Bulletin 3.5 whether represented graphically here or not. 

If personal service, 
should contractor be 

paid on payroll?

Yes

No Notify Payroll 
when contract is 

fully approved and 
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Create 
documentation for 
waivers other than 

sole source (duration, 
insurance, etc.)

Yes

No
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Admin?
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