
BOND PROCUREMENT FLOW CHART

Bond Procurement Flow Chart (April 2024)

MEASURE C or G
Purchase for Goods or 

Services identified.
WORK CANNOT START 

STEP B
CONDUCT BID

PM: Initiate BID or RFP Project 
Plan to develop bid calendar 
with Purchasing.
Purchasing: Conduct Bid.

Amount less than bid 
limit.

Amount greater than 
bid limit.

STEP 1
INITIATE CONTRACT AND COLLECT 

SUPPORTING DOCUMENTS.
PM:
1 - Vendor signed contract
2 - Quote or proposal - 3 quotes if 
amount is greater than $10k. Multiple 
quotes are not required for purchases 
under cooperative contract or 
statutory exception.
3 - COI
4 - W9 (if new vendor)
5 - submit to Requistioner

STEP 2
PREPARE FOR BOARD RATIFICATION

Requsitioner: 
1 - Complete Bond Contract Routing Sheet 
and includes contract.
2 - Submit for approvals via Adobe Sign.

STEP 6
COMPLETE REQUISITION

Requisitioner:
1 - Finalize requisition, upload fully executed 
contract.
2 - Requistion routed for approvals.

STEP 4
BOARD RATIFICATION

Purchasing:
1 - Accept Bond Contract Routing Sheet. 
2 - Place contract on Bond Ratification List 
for ratification at next Board meeting.

STEP 5
AFTER BOARD RATIFICATION

Purchasing:
1 - Obtain counter signature by District. 
2 - PM and Requistioner receives fully 
executed contract.

FINAL STEP
Purchasing: 
1 - Review supporting documents  and works 
with Requisitioner to correct deficiencies.
2- Establish Purchase Order and transmit to 
vendor. 

WORK CAN START.

STEP C
AWARD BID

Purchasing: Complete Bid and 
submit to Board for approval.

STEP D
AFTER BID AWARD

Purchasing:
1 - Collect supporting documents.
2 - Obtain fully executed contract.
3 - Send supporting documents to 
Requisitoner to complete Requsition.

Proceed to Step 6.

STEP 3
INITIATE REQUISITION

1 - PM - Complete Bond Requisition Request 
Form and include supporting documents. 
Submit to Requisitioner.

2 - Requisitioner - Initiate Requisition and 
upload supporting documents.

STEP A
INITIATE REQUISITION

PM: Complete Requisition 
Request Form. Submit to 
Requistioner. 

Requisitioner: Establish 
requisition to confirm 
budget availability.
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