Procurement Bid Flowchart for the Department

Bid Request Workflow 
1. Submit Bid Request (Start)
→ Submit requisition in DASH
→ Attach required documents:
1. RFQ, RFP, or RFQ-S questionnaire 
1. SEAF form 
1. Supporting documentation (if applicable)
1. IT approval (if applicable) 
↓
2. Procurement Review & Pre-Bid Meeting
→ Procurement schedules meeting with the department
→ Review documentation, timeline, expectations, and Q&A
↓
3. Bid Drafting
→ Procurement drafts bid
→ Sends to department
↓
4. Department Review & Approval
→ Department reviews and approves
↓
5. Bid Posting
→ Posted to bid portal
→ Open for 3–4 weeks
↓
6. Decision: Bid Type?
RFQ Path
→ Award to lowest cost respondent
→ Leadership reviews and signs award letter
RFP / RFQ-S Path
→ Evaluation committee (Department + Procurement) scores responses
→ Highest-scoring respondent selected
→ 7-day protest period
→ Leadership reviews and signs the award letter
↓
7. Award Finalized
↓
8. Post-Award Processing 
→ Either:
1. Procurement issues Purchase Order (PO) or Purchase Agreement, OR 
1. Department initiates contract request with Contract Department 
1. Required if signature is needed and/or terms & conditions must be negotiated (typically for services)

