Purchasing/Cost Center

Procurement Process

Decision <

Formal Bid

v

Purchasing/Cost Center
Conduct Additional
Research for
Development of Bid
Documentation
1 — 4 weeks

v

Purchasing
Draft Bid Specifications
1 -2 weeks

v

Purchasing/Cost Center
Review Bid
Specifications
(Additional Expertise
Consulted within Cost
Center)

1 -2 weeks

v

Purchasing
Finalizes Bid
Specifications
1 week

v

Purchasing/Cost Center
Final Review
Of
Bid Specifications
1 -2 hours

v

Purchasing/Cost Center

Conduct Weekly Meetings

Scenarios Developed as

Needed

Purchasing
Bid Documentation
Assembled
Timeline Developed for
Bid Process
1 -2 weeks

v

Director of Purchasing
Final Review Before Bid
Placed on Street
1 -2 hours

v

Purchasing
Prepares to Load Into
Demand Star
Supplemental Vendors
Identified in Addition to
Demand Star Vendors
2 — 4 hours

v

Purchasing
Uploads Bid to
Demand Star
Advertised 3 weeks

Potential
Bidder
Email

Questions to

Purchasing

Purchasing/Cost Center

Cost Center
Identifies Need for
Goods and/or Services

v

Cost Center
Internal Research

2 — 4 weeks

Begins

v

Purchasing/Cost Center

Discuss Need

Meet

1 hour

v

Purchasing
Researches Other
Agency Bids

5 hours

v

Purchasing/Cost Center
Meet to Discuss

Findings
3 hours

v

Cost Center
Contacts Other Entities
Discusses Contract

Details
3 hours

v

Purchasing/Cost Center
Meet to Discuss
Contract Specifics
1 -2 hours

Purchasing/Cost Center

Decision

Internal Bid Process or Piggyback

Need
Product
Price

Control

Detail of Service

‘ Complex
Bid

Pre-Bid Meeting
All Questions/Answers
Recorded
1 -2 hours

Discuss Questions |«
1 -2 hours

v

Purchasing
Addendum Issued as
Needed
Response to Questions
4 — 5 hours

v

Bid Opening
1 -3 hours

v

Purchasing
Records Bid Results
Verify All Required
Documentation
1 -2 weeks

v

Purchasing/Cost Center
Review Bid
Documentation
1 -2 hours

v

Potential Awardee
Identified

v

Director of Purchasing
Recommendation
For

Purchasing/Cost Center
Decision to Piggyback

v Awarding
Purchasing > Government
Obtains Documents Agency
from
Awarding Government +
Agency B
1 -2 hours Bid Tab Award
‘ Letter
Original Bid
Purchasing/Cost Center Documents from
Reviews Awarding
Documentation of Government
Award Agency

Verify Price, Service
and Contract Specs
4 -5 hours

v

Director of Purchasing
Notifies
School Board

\/\

4

Purchasing/Cost Center
Meet with Awarded
Vendor(s) if Deemed

School
Board
Approval

A

Award
1 -2 hours

» Necessary to
Discuss Contract
Administration

1 -2 hours
Contract

Administration
Performance Monitoring
Proposals Received Before Work
Assigned
Purchasing Reviews all Purchase
Order Requests for Compliance with
Bid Specs

Duration of Contract

y

Purchasing/Cost Center
Yearly Contract Review
Decision to Continue
Piggyback
1 hour

No Need to
Continue
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