
DEPARTMENT
Prepares 
Specifications/ 
Statement of Work, 
IGE and Funding 
Document

Contracting 
Officer 
Assigns Contract 
Specialist (CS) 
who Reviews 
Specification/SOW 
for Adequacy

OCP
Obtains Quotations:
•If < $10k – Obtain one 
quote; Determine price 
reasonableness
• If >10k – Issue Request 
for Quotation for at least 
3 quotes.
•If sole source, need 
justification then obtain 
quote 

OFFERERS 
Submit 
quotations 
by specified 
date/ time

CS
Reviews 
Quotations and 
Makes Award 
Recommendation 

CS
Prepares Price 
Reasonableness 
Document and 
Other Required 
Documents for 
the Purchase 
Order File

Request for Quotations (RFQ)
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CS
Reviews 
Requirement for 
Existing Contract 
or Procurement 
Vehicle

(Dollar Thresholds Less Than 100K)

7b Contracting 
Officer
Reviews 
Procurement 
Action and 
Makes Award

8b

8a

Contracting 
Officer
Signs the 
Purchase Order 
File

Small Purchases 
are awarded via 
Purchase Order

Contracting 
Officer
Reviews Purchase 
Order File for 
Accuracy and 
Completeness

START FINISH

Dollar Value Processing Time      .   
Less than $10,000 3-5 Business Days
$10,000 to $100,000 5-20 Business Days


