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Request for Contract (RFC) 
is Submitted by Colleges 

and District Office 

Reviews Request for 
Completeness
   *  Form Complete
   *  Funds Ecumbered
   *  Authorized Approver
   *  Vendor Documentation
Contact Initiator for Missing 
Information

Assigned to Analyst 
and Enter into Data 
Base for Tracking 

Purposes

Is Contract Value 
over $72,400?

Non-Bid Process
(a)  Prepare Board Agenda 

Item for Ratification 
within 60 days

(b) Prepare Contract for 
Vendor Signature

(c) Send Signed copy of 
contact to V.P. 
Administration

Formal Bid for Long Term 
Lease of Property

(a)  Advertise for 3 week
(b) Post in 3 Public Locations
(c) Prepare  Distribute RFP to 
prospective bidders
(d)  Receive bids & determine 
successful bidder for Award of 
Contract
(e)  Prepare Board Agenda Item 
for Approval

Board of Trustees 
Approves Contract?

Prepare 
Contract for 

Vendor 
Signature

Receive copy 
of letter & 
contract 

Contact Vendor to 
obtain Additional 
Information and 
Resolve Contract 

Language

Formal Bid for Services & 
Supplies

(a) Advertise for 2 weeks
(b) Prepare & Distribute RFP to 
prospective bidders
(c)  Receive bids & determine 
successful bidder for award of 
contract
(d) Prepare Board of Trustee 
Agenda Item for approval

Signs and 
Returns 
Contract 
Manager

No

Create RFP and 
Timeline for 

Advertising and 
Public Notice

YES

Create RFP and Timeline 
for Advertising and Public 

Notice
NO

Receives Signed 
Copy of Contract 

File Copy of 
Signed Contract 
at District Office 
& Send Copy to 

VP Admin

Returned 
to College

YES

Is Contract for 
Long Term Lease 

of Property?
Yes

NO


	Page-1�

