
TIME VARIES 

3 to 4 weeks
1 week

Issues Notice of Intent 
to Award

1.5 weeks

2 weeks

.5 week1 weekTIME VARIES

REQUESTOR 
PREPARES 

SPECIFICATIONS 
FOR NEEDED ITEMS THAT 
DESCRIBE THE REQUIRED 
FEATURES, FUNCTIONS, 

SERVICES, AND DELIVERY 
TIME  (WITHOUT FAVORING A 

PARTICULAR VENDOR OR 
MFG. IF POSSIBLE) AND THAT 

COMPLY WITH DISTRICT'S 
SECTION 508 POLICY,

 IF APPLICABLE.

APPROX.  90 DAYS BEFORE 
THE ITEMS ARE NEEDED , 

REQUESTOR 
SENDS 

SPECIFICATIONS 
AND PURCHASE 

REQUISITION 
SIGNED BY 

BUDGETER TO 
PURCHASING 

SERVICES

PURCHASING 
PREPARES THE 
BID CALENDAR 

AND THE 
INVITATION TO 

BID DOCUMENTS. 
ALSO INCORPORATES 
THE SPECIFICATIONS 

INTO THE BID 
DOCUMENTS.

PURCHASING 
SERVICES 

ADVERTISES 
THE 

INVITATION TO 
BID (ITB), 

PREPARES A BIDDERS 
LIST AND MAILS THE 

ITB TO LIKELY 
BIDDERS.

PURCHASING 
OPENS THE 

BIDS PUBLICLY 
ON THE DATE AND AT 

THE TIME SPECIFIED IN 
THE ITB

PURCHASING 
EVALUATES 

THE BIDS, 
PREPARES BID 
ANALYSIS, AND 

DETERMINES THE 
LOWEST 

RESPONSIBLE AND 
RESPONSIVE BIDDER. 

ALSO HANDLES BID 
PROTESTS, IF ANY.

PURCHASING 
WRITES BOARD 
AGENDA ITEM 

RECOMMENDING   
AWARD OF 

CONTRACT TO 
SUCCESSFUL 

BIDDER AND SUBMITS IT 
AT LEAST 1.5 WEEKS 
BEFORE THE BOARD 

MEETING

BOARD OF TRUSTEES 
ACCEPTS OR 

REJECTS 
PURCHASING'S 

RECOMMENDATION.

ISSUES ITB 
ADDENDA AS 

NEEDED

CONDUCTS PRE-
BID 

CONFERENCE IF 
NEEDED

PURCHASING 
ISSUES NOTICE 

OF AWARD TO 
THE 

SUCCESSFUL 
BIDDER 

(CONTRACTOR 
OR VENDOR).

CONTRACTOR/
VENDOR 
SUBMITS 

REQUIRED 
BONDS AND 

INSURANCE AND 
SIGNS DISTRICT 

CONTRACT.

PURCHASING 
ISSUES 

PURCHASE 
ORDER AND 
NOTICE TO 

PROCEED TO 
THE 

CONTRACTOR/
VENDOR.

START 

IF CONTRACT 
NEGOTIATIONS 

ARE NECESSARY, 
ADDITIONAL TIME 

WILL BE 
REQUIRED FOR 

THIS STEP.

END OF BID AND 
AWARD PROCESS

ADVERTISED PUBLIC BID PROCESS (10 weeks + req, negotiation, & delivery time)

REQUIRED FOR PUBLIC PROJECTS > $15,000  AND FOR GOODS & MAINT. SVCS. > $72,400 Rev. 2/08/2008


