
New Contract 
Request

CA assigns 
request to 

Procurement 
Officer (SCPO)

Item listed on 
CC

SCPO checks item 
on Central 

Contract (CC)

SCPO notifies 
Agency

Yes

Agency uses CC

Request Closed

SCPO contacts 
other Agencies for 

common 
requirements

Common 
requirements 

exist

Statewide 
requirements 

exist

No

NoSCPO initiates 
Agency Contract No

Yes

SCPO initiates 
Central Contract

Yes

Current Agency 
Contract existNo

Yes

SCPO reviews 
Terms and 
Conditions

Needs to 
cancel Agency 

Contract

Yes

No

To 
Bidding 
Process

Agency Piggy 
Back Another 

Agency 
Contract

SCPO follows up 
for future CC

Yes

Yes

Wednesday, May 31, 2006

SCPO obtains 
contract # from 
Administrative 

Assistant

Agency sends 
request to 

Contract Admin 
(CA)

Approval from 
Contracted 
Agency and 

Awarded 
Vendor

No

No

SCPO obtains 
copy of ITB/RFP 

boiler plate

Legend:

Agency Process

Vendor Process

GSS Process



SCPO sends Ads 
to Webmaster for 
web site posting

Bid Opening 
(SCPO and AS 
Read bidders 

name and 
address)

SCPO checks 
documents

Documents 
complete

Bid non-
responsive

SCPO notifies 
unsuccessful 

vendor
End No

Wednesday, May 31, 2006

SCPO notifies 
Webmaster to 
remove Ads

Vendor turns in 
bids

SCPO sends 
notification to 

registered vendors

SCPO sends Ads 
(Ad1 and Ad2) to 

newspaper

SCPO and Admin 
Spec (AS)  records 

Bids received in 
Bid Log

User Group review

User Group 
Approval

CA Approval

Submit to CA

No

No Yes Advertise ITB/RFP 
for 2 weeks

Yes

Yes

Bidding 
Process

Cont'd



Wednesday, May 31, 2006
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