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Overview of Subprocesses in this process

PR-010-010: Goods and
Services Procurement
Policies

This process describes the procurement of goods and services related
to their particular statutes.

PR-010-020: Public
Works Procurement

This process describes the policies around procurement under Public
Works statutes.

Policies
PR-010-030: Policy This process describes the process to update statutes and rules
Updates governing procurement.

PR-010-040: Audit Policy

This process describes audit policy for agencies under the State
Procurement Act.

PR-010-050:
Performance Monitoring

This process describes the methods for monitoring performance.
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Overview of Subprocesses in this process

PR-020-010: Create a
Requisition

This process describes how to initiate a requisition.

PR-020-020: Develop
Specifications

This process describes processing, approving, and determining the
procurement method for a requisition.
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Overview of Subprocesses in this process

Evaluate Public
Works Sourcing
Event Responses

[

PR-030-010: Review
Sourcing Event

This process describes the assigning and initiating of a sourcing
event.

PR-030-020: Develop
Sourcing Event

This process describes the development of a sourcing event to include
scope of work development, evaluation criteria development, and
approvals for goods and services and public works.

PR-030-030: Release to
Industry

This process describes releasing a sourcing event to industry. This
process also describes how suppliers may receive and respond to the
invitation.

PR-030-040: Administer
Sourcing Event

This process describes the administration of a sourcing event for
goods and services.

PR-030-050: Evaluate
Sourcing Event
Responses

This process describes the evaluation and selection of a supplier for a
goods and services solicitation.

PR-030-060: Non
Responsive Appeal

This process describes a non responsive appeal for a formal sourcing
event under the State Procurement Act.

1-30-2020
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PR-030-070: Cancel
Solicitation

This process describes the steps taken to cancel a solicitation.

PR-030-080: Award
Appeal

This process describes the steps taken to appeal an award decision
from a formal sourcing event under the State Procurement Act.

PR-030-090:
Specification Challenge

This process describes the steps taken to challenge a specification in
a formal sourcing event.

PR-030-100: Public
Works Solicitation

This process describes steps taken to select and award a design
professional or architect for a public works project.

PR-030-110: Administer
Public Works Sourcing
Event

This process describes the administration of a sourcing event for
public works.

PR-030-120: Evaluate
Public Works Sourcing
Event Responses

This process describes the evaluation and selection of a supplier from
a public works sourcing event.
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Overview of Subprocesses in this process

PR-040-010: Create
Contract

This process describes the steps to create a contract from a sourcing
event.

PR-040-020: Create
Exempt Contract

This process describes steps taken to create a contract that is exempt
from conducting a sourcing event.

PR-040-030: Create and
Maintain Vendor

This process describes the steps to create and maintain a vendor. A
vendor being any entity which is receiving payments from the state.

PR-040-040: Evaluate
Vendor Performance

This process describes the steps for conducting periodic evaluation of
vendor performance.

1-30-2020
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PR-040-050: Monitor
Vendor Commitments

This process describes the steps to monitor a vendor's commitments
related to an individual purchase order.

PR-040-060: Manage
Supplier Portal

This process describes the steps to create and maintain a supplier's
profile. A supplier being any entity which receives notification of
business opportunities but is not currently in an ongoing agreement
with the state.

1-30-2020
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Notify
Stakeholders of
Avarded Contract

avard
Oblain Signatures ContractiObligate
Funds
£
m 120
Recsive Fnalizsd
S Copy of Contract
&
Receive Finaiized
Copy of Contract
Receive Finaiized
Copy of Contract
Lo ox

Create and
Maintain Vendor

Compile Contract
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PR-040-030: Create and Maintain Vendor

L..:ma

g
5
@
e
2 MFO70-030
5 PRAMO-030-030 PR-040-030-060
5 o A Approve Vendar in System?
© Receive and esign Accounts .
Review Vendor Payable Policy ’/OT?\ Yes Notify Agency &
Information 4{7/ Vendor
b
&
No Is Vendar a Supplier?
. . Manage Supplier
Provide Vendor's Yes
Information to the @ Portal
Controller's Office /}
g &,
] & Mo
&
<
Request Vendor to
Register in
Supplier Portal
PRAMIH3-010 PR-M40130-080 |
Provide Vendor's <
5 Information to Yes
m” Agency/Controller’ Recewe Notification 05
s Office
g £
B R & No
>
End
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PR-040-040: Evaluate Vendor Performance

Purchasing

Division of Purchasing Admi...

Controller's Office

1-30-2020

PR-040-040-010

Perform Periodic

PR-040-040-020

Analyze Results of

Vendor Meels Expectations?

PR-040-040-030

Develop Corrective

Vendor Evaluation

Vendor Evaluation

PR-040-040-070

Notify Controller's

PR-040-040-050

Update Supplier

Office of
Debarment

Scorecard

N
SOR) °
Yes
Terminate Business Relationship? Acceptable CAP Progress?

Yes

XOR)

No

SOR)

Action Plan

PR-040-p40-040

Analyze Existing
Corrective Action

oy
Monitor Supplier
Performance
Under Corrective
Action Plan
No
Yes o
PR-040-040-080
Inactivate Vendor
31

Plan and Provide
Feedback
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PR-040-050: Monitor Vendor Commitments

Buyer

L.:ma

1-30-2020

Monitor Vendor

Is Vendor Medting Commiments?

Successhully Resolve Issues?

&OR)

PR-D50-050

Modify P.O.

Commitments

\@ No

Yes

Receive and
Inspect Goods and

Services

Can Other Vendors Fulill Order?

OR)

Consult with
Contract
Manager/Legal

Attempt to Resolve
Issues With
Current Vendor

PR-020-010

Create a
Requisition

Pre Goods and Sey

Update
Score

32
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Cancel P.O.
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PR-040-060: Manage Supplier Portal

3
O

PR-040-060-110

Create/Enter
Username and
Required
Information

No No
E PR-040-060-030 PR-040-060-040 PR-(40-060-050
g Approve n System? Approve n System? Esasting Vendor?
E Pﬁ‘%ﬁﬁg%ﬂfr OR Yes ﬂjruwsmn Security Perform Final | OR Yes @ Yes Attach Vendor ID
E Sem b LSemngs in System Supplier Review | b to Supplier
@

HNo

= PR-(40-060-060
£ Will Supplier e Vendor?
S| i Start Mo Yes
2 t (Connectfrom End XOR Maszﬁ;}uprher a
= % PR-030-050)
5
H
=
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PR-050: Post Award

| : mo PR-050: Post Award
.'c.

PR-050-010 PR-050-040

Maintain Contract Issue P.O.
& &

PR 020 PR-050-050

Renew Contract M odify P.O.
& &

PR 030 PR-050-060

Contract Close Out Cancel P.O.
E 8 &

Overview of Subprocesses in this process

PR-050-070

Receive and
Inspect Goods and
Services

PR-050-080

Perform Inspection

PR-050-090
Determine

Inventory Strategy
and Approach

i

Assemble and
Distribute Kits

PR;“U

Disposal and
Waste

PR£120

Manage
Restocking and

External Returns
-

PR-050-010: Maintain

This process describes the steps to

maintain a contract including

Contract change orders, modifications, price changes, etc.

PR-050-020: Renew This process describes the steps to renew an existing contract.
Contract

PR-050-030: Contract This process describes the steps to close out a contract.

Close Out

PR-050-040: Issue P.O. This process describes the steps taken to issue a purchase order.

order.

PR-050-050: Modify P.O. | This process describes the steps taken to modify an existing purchase

PR-050-060: Cancel P.O. | This process describes the steps taken to cancel a purchase order.

1-30-2020
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PR-050-130

Obtaining a
Purchase Card

PR050-140

Purchasing With
Purchase Card
(Non Travel)
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PR-050-070: Receive and
Inspect Goods and
Services

This process describes the steps to receive goods at a warehouse or
office. This includes returns for damaged goods, substituted goods, or
incorrect quantities of goods.

PR-050-080: Perform
Inspection

This process describes the steps to perform an inspection upon
receipt.

PR-050-090: Determine
Inventory Strategy and
Approach

This process shows the requisite steps to develop an inventory
strategy and approach.

PR-050-100: Assemble
and Distribute Kits

This process shows the steps to request, assemble, and distribute
kits.

PR-050-110: Disposal
and Waste

This process describes the steps to dispose of hazardous, recyclable,
donation eligible, and scrap or recall materials.

PR-050-120: Manage
Restocking and External
Returns

This process describes the steps to restock and return materials.

PR-050-130: Obtaining a
Purchase Card

This process describes the steps required for an individual to obtain a
purchase card.

PR-050-140: Purchasing
With Purchase Card (Non
Travel)

This process describes the steps for procuring good and services with
a purchase card that includes verification and reconciliation of
charges.

1-30-2020

35

Luma Print



L..:ma

PR-050-010: Maintain Contract
L (YO 7coors: wamsnconnc

g
L
Ex i
if 2
P

{A“::z.o =L
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PR-050-020: Renew Contract

l H mo PR-050-020: Renew Contract
J—
- g
E oo L]
£ I
E

1-30-2020 37 Luma Print



L..:ma

PR-050-030: Contract Close Out

.
_ : PR-050-030: Contract Close Out
g ‘e
2
E Ho
2 PR-050-030-010 PR-050-030-080 PR-050-030-000
- Prepared for Closeout?
§ Reconciliation of Issue Closeout
H Receive P.O.P. Send N otification of Contract Yes Modification and Update Supplier
o Alert P.O.P. Expiration Deliverables and Notify Vendor Report/Scorecard
ME-D70-100
]
g
z Reconciliation of rocess Invoice
g Contract Payments
£ Deliverables and
2 Payments
e
5 Review and
= Edit/Reconcile
= Contract Closure
PR-030-030-070
5 .
g Recg";'[‘rla;g’ of Prwu\j/e Udpdale of
Z endor
3 Deliverables and Performance

1-30-2020
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PR-050-040: Issue P.O.

: m O PR-050-040: Issue P.O.
L)
e
s
3 PR-030-020
T PR-050-040-010 PR-050-040-050
3
14
Identify/Send Develop Sourcing
Approved Event Receive P.O.
Requisition
&

No PR-040-050
= PR-050-040-020 PR-050-040-030
2 \Within Scope of Existing Gontract or Under $10,0007
@ Manitor Vendor
g Rechl“\:"xﬂd %} Yes Receive Commitments
gﬂ Requirement U Confirmation
E Receive and Acknowledge
E Review P.O. Receipt

PR-050-040-040
k1
-3
o
@ Receive P.O.
3
3
2
5
=
w
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PR-050-050: Modify P.O.

DOPiAgency

BudgetFinance

Requestor

| : mo PR-050-050: Modify P.O.

Start @

PR-050-050-030

Modify P.O.

PR-050-050-020

Change of Scope
PR-050010
quire Update? Administrative
Maintain Contract '
&
No Approva?
OR)
PR. 10
No
Create a
Requisition
ES
1-30-2020 40
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PR-050-060: Cancel P.O.

m O PR-050-060: Cancel P.O.
®e¢

o®®"

Cancel PO

Manitor Vendor
Commitments

Y
(=
i
-
<
o
] &
a
Yes
Does Contract Require Update?
No
fox)
J PR050.010
Yes Maintain Contract
E2

@

o

&

=

v .

@ Receive Notice of

g Cancellation

5

@
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PR-050-070: Receive and Inspect Goods and Services

I H mo PR-050-070: Receive and Inspect Goods and Services
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PR-050-080: Perform Inspection

o®®"

-.-MQ

PR-050-080-010 PR-050-080-020

Contact Receiving
e

Perform Inspection

0 Release ltem for
Receipt

Requestor/Inspector

Return/Resolve

Item Issue Yes

Receive and
Inspect Goods and

Resolved?
Contact Vendor N
Responsible for %-% d

Resolution v
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PR-050-090: Determine Inventory Strategy and Approach

I H mo PR-050-090: Determine Inventory Strategy and Approach

PRSH90-01D PRIG-090-IBD FRDS)-090 150 FROS-090-11 FRDS)-090-120 FRDS)-090-130 PRISH90-10 PROSH90-150 PRG-090-10 FRDS-090-170

Cieste N ,
e Dreste . . ReportTrace HentiMange Inkerisce Dewiop
R Mansge Material "Fﬂﬂ”'w ot pEEE Prablems or Material Transactons o Repienhment
fosiery c?e‘?-sf e Exceptons Obsolescence: General Ledger Requiraments.
| Manage InTransit
2 Manage Shelflile
s ofMateial
H
RecsiyMatersl
@ FROGS0-1M
H Ferform Physioal
] Imentory Court
PRIS)SDAR PRSI 200

Replerishment
Mentiy Reorder
OR| Fonts hat

Pequire Change

Creste Forecast

Reordar Foints
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PR-050-100: Assemble and Distribute Kits

I H m O PR-050-100: Assemble and Distribute Kits

J/ End

g
H
= PRAOGI-I06-110 PRASH-M0- 40
G?:éiestm { ree }
J00-120 PR050-100-020 PR-O50-100-40 PROG0-100-050
j n wventary? Does Shotage BExasl?
Receive f\ Pick Material and |dentify Material
Requisitions @5} Generate Pick List Prepare Kits Shortages
Yes HNo
l
3 PR050-100-060 PROS 00T
s
2 Hold Kit for
> Expedite M aterials Required Items
&
PR-0)-100-080

Transfer Kit to
Requestor

Complete Kits

1-30-2020 45

Luma Print



L.:.ma
PR-050-110: Disposal and Waste

m o PR-050-110: Disposal and Waste
.,

PRO50-110-020 PR-O50-110-030 PR-O50-110-060

ses

Ho @ Yes Jﬂecydyﬂ_ﬁmck ]

Identify tems for Determine
Disposal Disposal W ethod Waterial
1 PR 050118070
H Ho
&
T Process Scrap
2 Waterial PR-053110-100 PROS0-110-150
g Elibi:
K, Process
Periodic Reviews Hazandous o Adjust inventory Send Disposal
of Disposal Waterial In PROS0-110.080 Balances Notification
Accordance Wit...
Process Recall &
PROG0410.650
Notify Hazardous Yes
Waterials Company, Send for Donation
for Pick-up
H PROSOA10110 PROSOA10140
2 D '
> Receive Disposal Moritor Disposal
H Notification Folicy Compliance
PROSOA10120

Receive Disposal

Notification

PR-O50-110-130

Receive Disposal

g
@

Notification
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PR-050-120: Manage Restocking and External Returns

. mo PR-050-120: Manage Restocking and Extemal Retums
I )

Receiving/Storekasper

Vendor Buyer

BudgetFinance

1-30-2020

Relam to Vesdor? ObsddeFaress M slerink?

PR-OS0-120 020

)

@ Ho @ Ho

£

Disposal and
Waste

PR-O50-120-040

Obtain RMA from

Restock Inventory

PR-O50-120 060

Update and
Authorize Vendor

Create Vendor
Return

Vendor

Provide RMA

Return
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PR-O50-1 100

Notify Finance of
Return

PR-O5DA

Determine Method
of Reimbursement
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PR-050-130: Obtaining a Purchase Card

Division/Department Manager Budget/Finance

Cardholder

m o PR-050-130: Obtaining a Purchase Card

PR-050-130-030 PR-050-130-040 PR-050-130-070

Order Pcard and Set up

Review Request Establish Limits Account/Card

PR-050-130-080

Send Notification
of Final Approval
and Deliver Card

PR-050-130-010

‘ Identify Approved
h Cardholder

Sign Cardholder

Agreement Receive Notification Complete Training
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PR-050-140: Purchasing With Purchase Card (Non Travel)

..-MQ
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]
g
= PR-050-H0-010
Receive Delivery
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-] PR- PR-050-140-020 PR-050- HIHHO
5
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o Receive
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A Review Order Fulfil/Deliver Order OR
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E: Receive Delivery
=
-3
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3
]
a
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