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Memo issued from Construction Office (CO)Memo issued from Construction Office (CO) Work order sent for professional design services
(based upon design from quote)

Work order sent for professional design services
(based upon design from quote)

Issue PO to design firm 
(for billing purposes) 

Remains in Purchasing

Final specs from design firm to COFinal specs from design firm to CO

CO sends memo requesting Purchasing 
bid project. Memo includes:
· Title
· Proj #
· Proj Mgr
· Cost
· MBE/WBE

Purchasing prepares bid 
specifications

Purchasing & CO  sets 
date for pre-bid 

conference and bid due 
date

Issue solicitation 
addendum  with 

clarifications
(if applicable)

Bid Opening

Validate all bid 
requirements 

met?

Prepare contract; 
including all riders. Yes

NoReceive contract bond 
and contract bond review 
form and insurance certs

Contractor sends 
compliance review form

Route contract for BU 
signature

Send contract to PASSHE 
Legal (with bid tab and 

transmittal sheet)

Contract routes to 
Attorney General for 

signature >$500K?

Contract routes to 
General Counsel for 

signature

Yes

Send executed contract to:
· Project Mgr
· Architect firm
· Prime Contractor (s)

No

Contractor submits invoicesContractor submits invoices

End

Invoices signed by:
· Project Mgr
· Architect firm
Initialed by Purchasing 
Contracting Specialist

Invoices submitted to 
Accounts Payable Accounts Payable 

remits check to 
contractor

End

Reject if low bidder
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