
Request For Proposals Process Map - 
RFP Process is used to solicit proposals over $35,000 from potential vendors for professional 
services, such as design services, consultation services, and operational services.

Procurement Transformation Project
February 2023

Start: Purchase 
need identif ied 

3) Dept. Head sends 
to Budget Director & 
Purchasing Team an 

email with:  1) 
Request to Advertise 
Form,  and 2) draft 

RFP

13) Purchasing Clerk 
submits RFP advertisement 

to the Syracuse newspaper to 
be advertised for 5 days, and 

sends internal email to 
ITHelpDesk and the 

Information Systems 
Coordinator for the 

adertisement to be published 
on the City's Website. 
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16) Purchasing Clerk emails 
copies of the RFP to the list of 
potential vendors provided by 
the Buying Dept.  At the same 
time, the Purchasing Team is 
responding to requests from 

vendors and sharing copies of 
the RFP via email.

20) Purchasing 
Team creates 
addendum to 

answer vendor 
questions, and 
sends out via 
email to all 

vendors that have 
gotten a copy of 

the RFP.

18) (optional, and rare in 
practice/depending on # 

and type of questions 
recieved) Dept leads 

Pre-Proposal Conference is 
executed, if decided upon 
by Dept. and Purchasing 
Team. Purchasing Team 

supports at conference as 
needed.

TERMS AND DEFINITIONS: 
¢ Requisition: a request for goods andservices.
¢ Quote: a written estimated price for goods or 
service requested.
¢ Purchase Order: an official document that is 
issued to a vendor indicating types, quantities 
and agreed prices for goods or services.
¢ Receipt: written acknowledgement of having 
received the goods or service from avendor.
¢ Invoice: a list of goods sent or service 
provided, with a statement of sum due for these; 
a bill
¢ Voucher: a payment to a vendor with the use 
of a Purchase Order for goods and services.
¢ Non-PO Voucher: a payment to a vendor 
without a Purchase Order but with other 
supporting documentation to have a legal 
payment.
¢ RFP: a request for proposal is a document 
issued by a business or an organization to
request vendor bids for products, solutions and 
service.
¢ RFQ: a request for qualifications is a standard 
business process whose purpose is to invite 
suppliers into a bidding process to bid on 
specific products or services
¢ Project: a number assigned to either a capital 
or grant account typically a multiple year 
account
¢ Waiver: getting an ordinance waiving the act of 
going through the bidding process for a contract 
with a vendor
¢ Piggybacking: using a contract set-up by 
another County, State or municipal government 
that is open for other government entities to use
¢ Sole Source: when supplies or services are 
available from only one responsible source, and 
no other supplies or service will satisfy its 
requirements, the recipient may make a sole 
source award. Property or services are available 
from one source if one of the following 
conditions is present: Unique or Innovative 
Concept; Patents or Restricted Data Rights; 
Substantial Duplication Costs; Unacceptable Delay

2) Purchasing Team 
sends template to 

Dept. (should only be 
updating Scope of 

Work) and responds 
to any intital 
questions 

10) 
Purchasing 
Team sends 

RFP draft back 
to Dept. for 
final review. 

4) Purchasing 
Team reviews 
the proposed 

schedule (dates 
& deadlines) and 
passes Dept.'s 

Request To 
Advertise form to 
Budget Director

5) Budget Director 
reviews Dept. 

budget to confirm 
availability of money,  

and signs the 
Request to Advertise 
if approved.  Sends 
back to Purchasing 
Team for next step.

6) Purchasing 
Team provides 
Contract #, and 
reviews draft 

RFP, making any 
needed edits.

11) Dept. 
reviews edits 

and sends 
approval to 
Purchasing 

Team to move 
to advertise.

7) (especially 
for new RFPs) 
Purchasing 
Team send 
draft RFP to 

Legal for 
reviews and 

approval. 

IF NOT APPROVED BY LEGAL: 
8) Legal addresses concerns 
with Dept. and supports Dept. 
to make needed changes, until 

it achieves Legal approval.

ONCE APPROVED BY 
LEGAL: 9) Legal 

should (but often its 
the Dept. that) 

notifies via email 
Purchasing Team of 

approval. 

12)  
Purchasing 

Team requests 
list from Dept. 

of vendors 
they'd like to 
recieve direct 
notification of 

the RFP.

15) Purchasing 
Clerk publishes 

RFP 
advertisement 
on New York 

State Contract 
Reporter. 

19) Purchasing 
Team recieves 
questions from 
vendors and if 
needed, gets 
answers from 
Dept.. (up until 
10 days before 
the RFP Due 

date)

21)  Purchasing 
Team date and 

time stamps RFP 
packages as they 

are recieved 
through the mail 

in the Office 
(generally begins 
~2 days before 

Close).

22) RFP Opening - 
Purchasing Team privately 
opens up the RFP packages 
(1 Purchasing Team Rep & 
Budget Secretary), reviews 
proposal against criteria list 
(1 original copy with a wet 
seal signature, 9 copies of 

RFP document, & 1 
electronic USB copy of RFP), 
and notes those results on 

Canvas of Bids.

23) Budget Secretary 
emails Budget Director 
and lists the companies 

that have responded  
and notes any that 

haven't met the inital 
criteria (1 signed, 9 

copies, 1 usb). 
Secretary provides 

recommendations on 
potential committee 

members.

24) Budget 
Director forwards 
email from Budget 

Secretary to the 
Mayor and 
provides 

recommendation 
on RFP Committee 

members .

24) Budget 
Director 

discusses 
potenital RFP 

committee 
members with 

Dept. and Budget 
Secretary, if 

needed.

25) The Mayor 
reviews the 

Budget Director's 
proposed 

members and 
may recommend 

additional 
members to the 

Committee

27)  Budget 
Secretary reviews 

committe 
members' calendar 

for availabiltiy 
within the next 2-3 
weeks, and sends 
out Doodle Poll to 

Committee 
members.  

28) Budget 
Secretary 

often has to 
follow up and 

chase 
committee 

members to 
get responses. 

29) Using results 
of doodle poll, 

Budget Secretary 
schedules date 
and time of the 
RFP Committee 
meeting  using 

Outlook calendar 
invite

26) Budget 
Secretary delivers 

to Committe 
members (City Hall 

mailboxes) the 
package of 

proposals (if 
needed, uses USBs 

to make more 
copies)

30)  Purchasing Clerk 
reviews RFP copies and 

inputs and summaries key 
data (including: total 

proposed price, EEO results, 
and MWBE plans) into the 

Purchasing Team's  
Summary Spreadsheet. 
Purchasing Director and 

Budget Director distribute 
this document at the RFP 

Committee Meeting. 

31) RFP Committee Evaulation Meeting: 
Everyone comes to meeting with RFP 

copies, & Purchasing brings 
spreadsheet. Committee discusses and 

compares proposals, evaluating 
experience, type of vendor 

(MWBE/ local/ etc.). Final decision may 
be made at the end of 1 meeting, or 

more meeting and/or interviews with 
vendors can be scheduled, if needed. (If 
another meeting is needed,  needs to go 

back through steps 24 to schedule 
again)

32) If consensus is 
decided by committee, 

the Dept. writes up 
Council Legislation Letter 

to recommend the 
awardee for contract, & 

submits to Budget 
Director and Council by 

Friday (2 weeks ahead of 
Council Meeting)/ longer 

in the summer.

33)  Budget 
Secretary writes 

up a Mayoral 
Letter, to 

recommend for 
approval the 

contract's award, 
and submits to 
Mayor's Office. 

34) Council Study 
Session (Wednes. 

week before Council 
Meeting date): Dept. 
explains to Council 

what they're 
requesting and why, 

and answers any 
questions of the 

Council

35) Council 
Meeting 

(following 
Monday): Council 

goes through 
agenda, and 

votes to approve 
procurement

36) Common 
Council Clerk 

distributes paper 
Ordinances 
(stamped 

approved), and 
delivers to 

Budget Secretary 

37) Budget 
Secretary writes up 

Intent To Award 
Letters, (includes: 
list of requested 

information - 
insurance 

information, other 
requirements, 

details of contract).

38) Budget 
Director signs 

Intent to Award 
Letter, and 

Budget 
Secretary mails 
(either email or 

snail) to 
awardee(s).

39) For the next 14 
business days, 

Purchasing Team is 
waiting for 

insurance info from 
awardee. If not 
recieved in that 

time, Purchasing 
Team begins to 
follow up/chase

42) Once 
insurance 

paperwork is 
received from 

awardee, 
Purchasing Team 
emails to Legal 

for review & 
approval

43) Legal 
reviews 

insurance 
paperwork and 
approves, then  

writes up 
contract. 

44)  Legal 
coordinates 

with the 
awardee to 

finalize 
contract. 

45) Legal sends 
awardee final 

contract. 
Awardee  signs 

and notarizes the 
contract, and 
sends back to 

Legal.

46) Legal 
sends to the 

Mayor for 
signature.

47) Mayor 
signs and 
notarizes 

the contract.

48) Mayor's 
team sends 
signed and 

notarized back 
to Legal.

49) Legal 
sends fully 
executed 

contracts to 
Dept., 

Purchasing 
Team, and 
awardee.

50) 
Purchasing 
Team saves 

and files 
contract.

40) Budget 
Secretary 

passes 
contract 
folder to 

Purchasing 
Clerk 

51) Purchasing 
Clerk uploads 

the fully 
executed 

contract into 
PeopleSoft. 

1) Dept. sends email to 
Puchasing Team, 

requesting support to 
create RFP (often asking 
for previous version for 

template).

41) Purchasing 
Clerk inputs data 

from contract folder 
into PeopleSoft 

(including: contract 
# & name, awardee, 
duration & renewals, 

total amount of 
contract, commodity 
codes, attach copy 

of Ordinance)

Procurment paperwork/ files to be 
updated: 

+Performance bonds 
+Request to Advertise

+RFP Evaluation Committee Conflict of 
Interest Declaration

+Contractor Reporting Form (maybe 
combine GS330+EJCDC)

+RFP template
-(eliminate discloure form)

- Requisition Request Form

17)Purchasing 
Team shares 

Advertisement 
w. MWBE 
Team to 
email to 

applicable 
MWBEs 

14) Purchasing 
Clerk prints out 

and posts 
advertisment on 

Office wall, 
making visible 
for contractors.

53) FinOps 
assigns HelpDesk 
Ticket to specific 

Fin Ops 
teammate. They 

then input the info 
in PeopleSoft 

e-procurement 
section (for 

requisitions).

52) Dept . puts in 
HelpDesk Ticket, to get 

a PO requesition 
created, holding the 

total contract amount 
designated for the 

specific vendor. They 
must attach contract, 
and requestition form. 

54) In HelpDesk, 
Fin Ops 

teammate send 
back email to 
Dept. that the 
Requestition 

Number created 
in PeopleSoft, 

and closes 
HelpDesk 

Ticket.

55) Fin Ops 
teammate tracking 
approval process 

in PeopleSoft 
("Manage 

Requisitions"). 
1.Fiscal Officer, 
2. Dept. Head, 
3.Budget Analyst, 
4.Buying Dept.

56) With the 
Buying Dept. final 
approval on the 

Requisition, 
FinOps dispatchs 
Purchase Order 
(PO), noting who 

the vendor, 
amount to paid, 

within PeopleSoft.

58) Vendor can bill against 
Purchase Order  throughout 
the life of the contract, to 
request payment from the 
Dept.. Depending on the 

type of project, the vendors' 
requirements and cadence 
of PO requests can vary. PO 
Request from Vendor can 
arrive via email or other 

form, depending on 
agreement with Dept. 

57) Buying 
Dept. notifies 

vendor that PO 
has been filed, 
and how much 

they will be paid. 

59) Dept. 
verifies the 

vendor's 
payment 

request, and 
submits ticket 
to HelpDesk to 
get payment 
created and 

paid. 

60) Fin Ops 
assigns HelpDesk 
Ticket to specific 
Fin Ops eammate. 

They then input 
the invoice with 

the PO Number on 
it  in PeopleSoft , 

and creates a 
"voucher number".

61) Fin Ops 
responds to 

HelpDesk Ticket 
and provides the 

Dept. with the 
voucher number, 
and closes the 

ticket. 

62) With the 
payment 

voucher #,  Dept 
can track 

payment in 
PeopleSoft

63) If there is a PO attached 
to a payment request, and 

info is all inputted, & with the 
voucher number, the system 

will automatically set up 
payment to vendor. But  
first it will be sent to  2 

specific people to confirm 
correct payment amount and 
vendor, and approve (Fiscal 

Officer/Dept. Head).

64) Examiner of 
Claims is final 
approval and 

last step to get 
vendor paid.
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