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Contracts Process – Overview*
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NOTE: The green boxes show the “happy path” leading to success.

As needed, assist with:

 Pre-solicitation

 Evaluation reviews

 Advice

As needed,
review and approve

final contract

BOX 1

 Identify need and timing of need 1

 Prepare “Contract Request Form” package

 Ethics/conflicts check

As needed, assist with 
contract and solicitation, 
including Statement of 
Work, qualifications, walk-
through, and evaluation. 2

BOX 2

 Determine/confirm procurement 
option: Service/Interagency 
Agreement, Public Works, or 
Architecture and Engineering

 Ethics/conflicts check

 Prepare and proceed with 
solicitation 3

BOX 3

 Complete solicitation process

 Award contract

 Obtain signatures from 
vendor, program, OFS, and 
ORIM, and get approval 
stamp from OLS/OBAS

 Distribute executed contract

BOX 4

 Receive executed contract

 Manage contract

 Approve invoices 

BOX 5

Initiate
contract
close-out

BOX 6

Complete 
contract
close-out 

Footnotes: 
*  This flowchart visually distinguishes the major roles and responsibilities of each functional unit, as shown down the left side of the page.  The process steps shown here apply to the three major 

contract types: Service/Interagency Agreement, Public Works, and Architecture and Engineering.
1 – See separate flowcharts for a) Service/Interagency Agreement and Architecture and Engineering, and b) Public Works.  
2 – Walk-through: Program is the primary lead for walk-throughs.
3 – Solicitation: Includes obtaining bids/quotes and pre-approvals, as needed.

As needed,
assist with 
emergency

characterization 

As needed, approve:

 PCC Section 10122(d)

 DVBE requirements waivers

As needed, approve

 PCC Section 1102 (“emergency”)

 CCR 1330 (A&E)

Abbreviations:

BPM Building and Property Management  

CCR CA Code of Regulations

DCU Direct Construction Unit

DVBE Disabled Veteran Business Enterprise

OBAS Office of Business and Acquisition Services  

OLS Office of Legal Services 

PCC Public Contracting Code



Department of General Services 

Contracts Process – Service/Interagency Agreement  and

Architecture and Engineering 
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No

Yes

Can we
use civil
service?

Contact 
vendor

Prepare 
Emergency 

Package

Provide
Contract Request Form

to OBAS

Need
is identified

As necessary, advise throughout the process 

Obtain Director’s 
(or delegate’s) 

approval 1

No

Emergency?

Page 1

BOX 1

Page 1

BOX 2

Abbreviations:

OBAS Office of Business and Acquisition Services  

OLS Office of Legal Services 

Footnotes:
1 – If Director or delegate does not approve, submit a Contract Request Form and OBAS will do a formal solicitation. 

Yes
Use

employee in 
DGS

Use
employee in 

another
department 

Stop



Department of General Services 

Contracts Process – Public Works
O

L
S

O
B

A
S

D
C

U
P

R
O

G
R

A
M

Can BPM
do the work? 

Can DCU
do the work? 

Yes

No

Advise

Need
is identified

No

Yes

Yes

No

Emergency?

As necessary, advise throughout the process 

Use staff 
and buy 
materials

Informal 
Bid?

Hire Day Labor
and buy materials

Provide
Contract Request Form

to OBAS

Page 1

BOX 1

Footnotes:
1 – If Director or delegate does not approve, submit a Contract Request Form and OBAS will do a formal solicitation. 

Contact 
vendor

Prepare 
Emergency 

Package

Provide
Contract Request Form

to OBAS

Obtain Director’s 
(or delegate’s) 

approval 1

Use
Day

Labor?

Page 1

BOX 2

Abbreviations:

BPM Building and Property Management  

DCU Direct Construction Unit

OBAS Office of Business and Acquisition Services  

OLS Office of Legal Services 

Stop
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