
Purchasing Process Flowchart (RFB/RFC) *for planning purposes this process is estimated to take up to 6 weeks to complete

To learn more about developing specifications click HERE 
5. 

C&P 

Notifies attorney-
if over $100,000 

11. 
C&P 

Sends apparent low bid(s) 
to agency for review 

9. 
C&P 

Answers questions with 
input from agency and 

posts amendment if 
needed 

10. 
C&P 

• Bid opening
• Posts bid tab 
• Screens bid for 

responsiveness

4. 
C&P/AGENCY 

Finalizes solicitation 
documents 

3. 
C&P/AGENCY 

Holds pre-solicitation 
meeting to prepare the 

solicitation 

2. 
C&P 

Receives requisition and 
reviews development 
worksheet/solicitation 

documents for 
completeness

1. 
AGENCY 

Completes development 
worksheet and enters 

requisition (with assigned 
BUYER LIASION)

8. 
SUPPLIERS 

Asks questions on Online 
Solicitation System (OSS) 

7.  
C&P/AGENCY/SUPPLIERS 

Holds Pre-Bid meeting
(when applicable) 

6. 
C&P 

Posts solicitation  
(10 calendar day 

minimum) 

14. 
ATTORNEY 

Approves as to form, 
if necessary  

12. 
AGENCY 

Reviews low bid(s) for 
responsiveness and make 
Award Recommendation 

to C&P 

15.  
MAYOR/DESIGNEE 

Signs PO or contract 

17. 

AGENCY 

Sends fully 
executed contract 

to supplier 

16. 
C&P 

• RFB- email PO to supplier & 
agency

• RFC- cancel req: email 
approved contract to 
agency

• Uploads contract to 
SharePoint 

KEY 

RFB- Request for Bid 
RFC- Request for Contract 
C&P- Contracts and Procurement 
OSS- Online Solicitation System 

13. 
C&P 

• Posts notice of award in OSS
• Prepares PO for RFB 
• Enters contract for RFC 
• Sends to attorney
• Invite awarded vendor to 

register for Payment Works

18. 

COMPLETED 
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https://slco.org/globalassets/1-site-files/contracts/agencyinst8-17-121.pdf
https://slco.org/globalassets/1-site-files/contracts/agency-buyer-liaison_buyer-assignments_1.19.22.pdf

