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A/E AND OTHER 
CONSULTANTS

CONTRACTORFM BUSINESS 
SERVICES
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 UH 
DEPARTMENTS

MINOR AND 
PLANNED 
PROJECTS

FACILITIES 
MANAGEMENT

or

To Y/N

DC-10
PM creates contract 

memo, 1st level 
signatory reviews, 
then fw’d to CC

From No

Y

or

N

Y

N

N

Y

Does 
Dir/LSPM/

ED 
approve?

FROM SCOPE 
APPROVAL 
PROCESS

DC-3
PM reviews and 

evaluates Service 
Providers

DC-5
PM submits to 

Dir/LSPM/ED for 
approval

DC-6
PM negotiates 
proposal with 

approved 
approved vendor

DC-1
PM obtains CSA 
request form for 
specific Service 

Category

DC-2
Contract 

Coordinator sends 
form to PM within 

24 hours

DC-4
PM populates 
project info & 

makes selection 
on the form

TO SELECTION 
OF DESIGN TEAM 

(RFQ)

Does 
Dir/LSPM 
approve?

Can 
agreement be 

reached?

DC-8
PM prepares 

contracts 
package & fws 
to Dir/LSPM

DC-7
Contracts 

Administrator 
closes out CSA 

request

DC-9
PM forwards 

contract 
information to CC 

DC-11
CC assigns 

contract number

DC-12
CC prepares 

contract doc, PPT & 
signature page and

sends to DBA

We have changed 
PPM to LSPM on all 
instances in this 
map.  However, on 
other maps we were 
asked to change 
Dir/PPM to 
"LSPM/PPM".  Should 
we remove “Dir” 
from steps DC-5, 
diamond after DC-5, 
DC-8, and diamond 
after DC-8 also?
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 UH 
DEPARTMENTS

MINOR AND 
PLANNED 
PROJECTS

FACILITIES 
MANAGEMENT

To pg. 2

Y

N

Does 
supervisor 
approve?

DC-9
PM sends 
contract 

package to CCDC-10
CC assigns 
contract 
number

FROM SCOPE 
DEVELOPMENT

From pg. 2

DC-11
CC prepares 

contract doc, PPT & 
signature page and 

sends to DBA

TO SELECTION OF 
DESIGN TEAM 

(RFQ)

DC-7
Contract 

Coordinator 
closes out CSA 

Request

Y

N

Y

N

or

or

DC-1
PM requests CSA 
form for specific 
Service Cateogry

DC-4
PM populates 
project info & 

makes selection 
on the forml

Can an 
agreement 

be reached?

Does the 
supervisor
approve?

DC-6
PM negotiates 
proposal with 

approved vendor

DC-8
PM prepares 

contract package 
and forwards to 

supervisor

DC-2
Contract 

Coordinator sends 
form to PM within 

24 hours

DC-3
PM reviews and 

evaluates Service 
Providers

DC-5
PM submits to 
supervisor for 

approval
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 UH 
DEPARTMENTS

MINOR AND 
PLANNED 
PROJECTS

FACILITIES 
MANAGEMENT

or

To Y/N

DC-10
PM creates contract 

memo, 1st level 
signatory reviews, 
then fw’d to CC

From No

Y

or

N

Y

N

N

Y

Does 
Dir/LSPM/

ED 
approve?

FROM SCOPE 
APPROVAL 
PROCESS

DC-3
PM reviews and 

evaluates Service 
Providers

DC-5
PM submits to 

Dir/LSPM/ED for 
approval

DC-6
PM negotiates 
proposal with 

approved 
approved vendor

DC-1
PM obtains CSA 
request form for 
specific Service 

Category

DC-2
Contract 

Coordinator sends 
form to PM within 

24 hours

DC-4
PM populates 
project info & 

makes selection 
on the form

TO SELECTION 
OF DESIGN TEAM 

(RFQ)

Does 
Dir/LSPM 
approve?

Can 
agreement be 

reached?

DC-8
PM prepares 

contracts 
package & fws 
to Dir/LSPM

DC-7
Contracts 

Administrator 
closes out CSA 

request

DC-9
PM forwards 

contract 
information to CC 

DC-11
CC assigns 

contract number

DC-12
CC prepares 

contract doc, PPT & 
signature page and

sends to DBA

We have changed 
PPM to LSPM on all 
instances in this 
map.  However, on 
other maps we were 
asked to change 
Dir/PPM to 
"LSPM/PPM".  Should 
we remove “Dir” 
from steps DC-5, 
diamond after DC-5, 
DC-8, and diamond 
after DC-8 also?
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 UH 
DEPARTMENTS

MINOR AND 
PLANNED 
PROJECTS

FACILITIES 
MANAGEMENT

From DC-11

Y

N
Does 

supervisor 
approve?

DC-20
PM sends NTP 

to CC for 
processing

DC-21
CC sends 

vendor & PM 
executed 

contract & NTP

TO DESIGN 
PHASE

Y

N

Does
DBA approve 

& certify?

To pg. 1

Y

N

Y

N

Y

N

N

Y

DC-12
CC finalizes & 

emails contract doc, 
PPT & signature 

page to PM

DC-13
PM emails  

corrections to 
CC

Does
PM approve?

DC-14
CC sends 

contract to 
vendor via email

Does 
vendor sign 
and return 

to CC?

DC-15
CC prepares 
contract for 

signature and 
routes

Do all 
 levels 

approve?

DC-16
CC prepares and 
emails NTP to PM 

for signature

Does 
PM approve

DC-17
To supervisor 
for signature

DC-18
PM rejects and 
sends back to 

CC for correction

DC-19
PM initiates contract cancellation process


