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The Agency 
creates a 
committee of 3 
– 7 members to
review and
score  the
applications.
Score Sheets
are to be
retained by the
Agency.

Applicant Awards 
are made. Agency 
notifies 
applicants and 
works with 
attorney(s) to 
prepare the 
contracts. Agency 
will keep all 
procurement  
records for the 
duration of the 
retention period.

Send contracts, 
signed by DA, 
Awardee, and  
Division/Dept., to 
C&P for processing. 
C&P will obtain 
Mayor/Designee 
signature, input in 
MyFIN, upload to 
SharePoint, and 
send agency fully 
executed contracts 
to send  back to 
Awardee. 

Contracts and Procurement is Available to Assist in All Steps of the Process

.

RFA Process Flow Chart


