1.
-AGENCY-
Calls to C&P

11.

CONSTRUCTION PROCESS FLOWCHART

For planning purposes, this process may take up to 6 weeks

2
-AGENCY-
Completes Construction
Fact Sheet & Enters Req

—_—

-SUPPLIER- >

Ask Questions
through BidSync

A 4

10.
-C&P-
Pre-bid meeting and site
visits (if necessary)

2
-C&P-

Answers questions or gets
info from Agency and
issues addendum, if
necessary

COMPLETED

©
—
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13.
-C&P-
Public bid opening.
Post bid tabulation to
BidSync

21.
-C&P-
Issues Notice to Proceed. |

3.
-C&P/AGENCY-
Reviews Fact Sheet & determines:
° Advertising dates
° Pre-Bid Meeting
° Opening Date

Advertised
Legal
Notice

2-3 consecutive weeks
depending on project type

—_—

14,
-C&P-

Screen bids for responsiveness, then
provide Project Mngr with pricing to
review. Confirm 1% & 2™ low bid

20.
-C&P-
Notify Project Manager that

Enters project information
on State Construction
Registry

project is ready for Notice to
Proceed (NTP). Project
Manager identifies NTP date

i

51 6
4. -C&P- 7
-C&P- .| Notifies Chief Admin Précf‘r';/s Ab(i fl':fvla o
Reviews requisition & | Officer or Deputy Mayor P .p 4
i : g documents, Agency inserts bid
assigns Buyer of intent to begin
schedule and specs.
process
A
7. -AGENCY-
o 8.

-C&P- -C&P- *Attorney should be
Prepare Bid Notice for |« Prepares advertisement ad <& notified if under $100,000.
BidSync & Front Office sends to newspaper.(3 days o

Bulletin Board before publication) *Attorney shall be notified
if over $100,000.
15.
-AGENCY- 16.
o Requests schedules and i -C&P-
7| subcontractor lists. Reviews bids "1 Upload Notice of Award in
and responds with award BidSync
recommendation
A\ 4
el 18. 17
-C&P- -SUPPLIER /C&P- .

Upon receipt of

documents, walks
package through
signature gathering

Contact Awarded contractor

to sign agreement & submit
Performance/Payment Bonds
and insurance certification

Process contract for
Boilerplate and enters into
PeopleSoft
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PURCHASING PROCESS FLOWCHART (RFB/RFC)

= 3. 4, E N 6.
i, _BUY'ER -BUYER/AGENCY- -AGENCY- C8;P » -BUYER-
-AGENCY- il ——» Determines Best ——{ Completes Specs g e
Calls to Buyer Checlés fc:r Extnstmg Procurement Template and Attach to RewzvxsttRe?‘uls:tn;)n e Reviews Specifications:
LAl Method Requisition gaclaracanicy e  For completeness, accuracy, bias
° Reviews previous specs for ideas/issues
° Enters dates- pre-bid meetings, etc
e Award analysis/evaluation-low bid, %, multiple award, etc.
o Sends for other approvals- IT, Facilities, etc.
e Checks terms of contract- escalation causes, timeframe, etc.
(specifications over $100,000 require attorney approval)
\ 4
12. 10. 9. 8. 7.
11. -BUYER- -BIDSYNC- -BUYER-
e -BUYER- Reviews BidS Converts D t Prepares for BidSync: BUVER-
Pre-Bid Meeting and : diite Solicitation SOOIt ile OIVETTSDOCUMENT Eg e yac < Contacts Agency with
SRR Notice of Solicitation Info, corrects if for Vendor Input on ° Develops Vendor List -
Site Visits (if A Questions. Makes Changes
to Agency 0 calendar day. necessary, releases Website (if . Data Entry and Attach %
necessary) ey to Specs, if necessary
solicitation necessary) Docs
A 15
-SUPPLIER- . BUNER Bids e  Bid/Quote Opening .| Sends Bid to Agency - SO
: Answers Questions with R X 5 - : : Reviews Bid and
Ask Questions 5 Received . Decrypt bid & enter paper bids into BidSync with Recommendation :
. Agency’s Help. Issues v ; Responds with Award
through BidSync Pddcnsing b i) ° Generate tab sheet Form and Tabulation e s
o ° Check for attachments & proprietary information Sheet
° Screen bids for responsiveness & preferences
A
18.
22. 21. 20. -BUYER-
-C&P- -MAYOR- -ATTORNEY- 19.
COMPLETED Dispatch PO/Contract T&Cs |« Approves PO/ | Approves PO (if over |« -C&P- PO or Contract Process Begins
to Suppllier, Agency & Buyer. Contract if Over $S50K) Approval ° Enters data into PeopleSoft
Uploads to SIRE & Internet $100,000 As to Form ° Recommendation in BidSync
o Prepares packet for signature gathering
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For planning purposes, this process is estimated to take 6 weeks to complete




RFP FLOWCHART

For planning purposes, this process may take 12-15 weeks

3. 6.
1 2. -AGENCY- 4 51 -BUYER/AGENCY- 7
: AGEII\I Cy- -AGENCY- .| Enters requisition into o -C8;P- .l -BUYER- RFP development meeting. = -BUYER-
Creates RFP 7| PeopleSoft & attaches g 7 = Initial review of If needed, decides if there Makes changes to
Calls to Buyer ; WA Assigns buyer 2
process begins RFP. Issue Notification documents will be a pre-proposal document
& Supplier List meeting

11. 10. T 84 e
12. POST -BUYER- -BUYER- 9. 7
43 5 S AGENCY/C&P/
-SUPPLIER- Sends meeting Notifies Div/Dept DEPT DIRECTOR/
-BUYER - < ¢ e—
Ar:szers& ﬁist';‘::s Asks questions SOLICITATION requests to committee Director, Attorney and | ELECTED OFFICIAL Sha/ﬁzrg?tNRE:P if
g through BidSync min 20 Days) members to advertise Mayor if RFP is Capital Approval 2
itz . over $100,000
solicitation Improvement :
15;
14. -BUYER & AGENCY LEAD- 16. 17 18.
PROPOSALS -BUYER- Send proposal packets to . -BUYER- = ; . -AGENCY LEAD-
. < -BUYER & COMMITTEE- P : S
RECEIVED Makes proposal committee members or Posts proposal received SR e Reads fine print in
packets. distributes at pre-score in BidSync . each proposal.
meetinﬁ.
A
24. 23} 22. 27 19
ERsL T B BOMER i PR -COMMITTEE- P 20 -AGENCY LEAD-
Compiles interview |« Sends notice of interview |« Verifies score sheets |« . <« -BUYER & COMMITTEE- A
s S Submits score sheets to 2 < Completes pricing
questions, submits to letters and sets up and ranks on master Committee Meeting :
: 2 > R . buyer analysis.
Buyer for review interview with suppliers sheet
26. 275
25; 28. 29.
BEST AND -BUYER & COMMITTEE- w e o e " -BUYER- " -BUYER-
3 i 1 Verify score sheets. Prepares Award P P
FINAL OFFER Interviews & Final ; Posts approved award Prepares contract
Rank on master score recommendation letter A
Scores in BidSync packet for Attorney
sheet. for Mayor
A 4
30.
32. 3157
33. -BUYER-
5 = -AGENCY- il B 2ie Responds to GRAMA
-C&P- -SUPPLIER- ; b Prepares agreement. Prepares award/non-award |
: Reviews agreement, |« ! requests, ensures
Starts Contract Signs agreement and . Sends contract to Agency letters. Sends Supplier X R
sends to supplier for protected information is
Process sends to Buyer. % A & copy to Buyer for Management form to 5
N review & signature. " = 4 redacted, copies Contract
review. suppliers, if needed.
= Manager
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wﬁ? Customer Contract Notification Form
SALT L AI?E Contract # (if existing)

COUNTY Customer Name
CONTRACTS AND
PROCUREMENT Customer ID

Please complete and attach the following information to the contract and send to Contracts and
Procurement for processing.

Hard Copy of Fully Executed Contract Returned to:

Contact Name Courier Address

Special Instructions:

Notice of Approved Contract

Attention to Email
Attention to Email
Attention to Email

29



Supplier Contract Notification Form

SALT LAKE Contract # (if existing)

COUNTY Supplier Name
CONTRACTS AND )
PROCUREMENT  Supplier ID

Please complete and attach the following information to the contract and send to Contracts and
Procurement for processing.

Hard Copy of Fully Executed Contract Returned to:

Contact Name Courier Address

Special Instructions:

Notice of Approved Contract

Attention to Email
Attention to Email
Attention to Email

Contract Expiration (Must have a PeopleSoft User ID)

Notice of Expiration 120 days prior 90 days prior 60 days prior  other

Contact Name Contact Email

Special Instructions:

Contract Insurance Expiration (Must have a PeopleSoft User ID)

Notice of Expiration 120 days prior 90 days prior 60 days prior other

Contact Name Contact Email

Special Instructions:

Not-to-Exceed Contracts Only: Notice of Approaching Limit

Notify when % of contract limit spent.

Contact Name Contact Email




SL

SALT LAKE
COUNTY

Request for Access to PeopleSoft Purchasing System
Ordinance 3.20.010 Requisition agent authority.
A. Each county agency will request access from Mayor’s Financial Administration and the purchasing agent who will act jointly
for those employees requiring authorization by their agency to make requests for purchases or other access to the financial
and purchasing systems. This request will be made by the agency's division director or designee.

Step 1 (To be completed by the division director or designee)

Name of Employee to be setup: Phone #

Email ID: Agency: Department:

Check applicable boxes: if both cannot be the same numbers below.
D User to be set up as a Requester “SLC_Requester”
|:| User to be set up as an Approver “SLC_ePro_Approver”

List the department name and numbers that the approver will approve. For questions see your Fiscal

Manager.
Department Name Dept. From Dept. To
Health (example) 2150000000 (example) 2150999999 (example)

Name of existing user in PeopleSoft to be mirrored

List other users the setup person should be able to see and be seen in the system.

Approvals

Requesting Agency Division Director or designee (signature) Date

When approved, email this form to Information Services (ISSupport@slco.org) and Contracts and
Procurement (slco-purchasing@slco.org).

Step 2 (To be completed by ISSupport)

Please set up the above person in the PeopleSoft Purchasing system, with the applicable role(s).
e |f box for Requester is checked above then add the “SLC_Requester” role.
e If box for Approver is checked above then add the “SLC_ePro_Approver” role.

When completed, send form to Contracts and Procurement (slco-purchasing@slco.org).

Step 3

Contracts and Procurement will notify the user when the user is set up and will file this request.
Fully Completed

By Date
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