
Timeframe

Define written procedures for each step

Remove DNR from admin 

review BA-22 completed by CPRA - removed DNR from task

Document procedural steps for cross-training and succession planning Create FAQ, and post on website and in proposal
Establish guidelines for 

Technical Review Committee

Provide training for all new/changed tasks Dedicated OSP analyst

Define roles and responsibilities for all positions Post only to LaPac and CPRA websites

Establish guidelines for Technical Review Committee

Refine criteria for technical review evaluation

Implement timeframe for return of contract

PS Project Support

CM Contract Manager

ED Executive Director

CFO Chief Financial Officer

OCR/OSP Office of State Procurement

SOS Scope of Services

DNR Department of Natural Resources

CPRA Costal Protection and Restoration Authority

RFP Request for Proposal

BA22 Budget Authorization Document

Define criteria for technical 

review evaluation

CPRA Contract 

Manager

Project Support

Proposer

OCR/OSP 

Technician

Recommendations

Remove DNR from approval /  revision 

chain (procurement and accounting)

Review tasks move to PS and new 

CPRA Accounting function

Clarify advertising regulations and requirements with OSP
Host pre-proposal conference to reduce 

questions/increase clarification on proposals

Proposers communicate directly to CPRA and not through 

DNR
Create ranking system for 

technical review evaluation

Create FAQ, and post on website 

and in proposal

1 Calendar 

Day

PS mails approved 

contract(s) (previously 

mailed by DNR)

30-45 Calendar 

Days

To-Be Consulting Services 7.6.16

Communication directly 

between CPRA and OSP - 

removed DNR

Average Timeframes: 14 Calendar Days 1-2 Calendar Days 30-45 Calendar Days 14-21 Calendar Days 3 Calendar Days 2-3 Calendar Days 3 Calendar Days
14 Calendar Days - 

Concurrent
14-21 Calendar Days - Concurrent 15-30 Calendar Days

Establish guidelines for 

Selection Committee
Define committee roles 

and responsibilities

Removed DNR from 

OSP/CPRA revision 

Dedicated OSP analyst

Implement time requirement for 

return of contracts

Submit requests 
for RFP via 

email/memo with 
SOS 

Proofread, log 
and send 

forms/RFP with 
SOS to CFO 

Executive 
Director signs 

contract award 
packages

Review 

Advertise 
according to 

guidelines & regs in 
newspapers & 

websites 
(CPRA/LaPac) 

Submit 
questions to 

PS 

Receive & 
compile 

questions 
from 

Proposers 

PS /CM/CFO 
respond to 
questions  

Post responses 
to LaPac & 

CPRA websites 

Technical  
Committee 

reviews 
proposals 

Selection 
Committee 

Review 

Compile 
answers to 
questions  

Compose 
disqualified 

letters  

Notify CM/PS of 
decision  

Notify Division Chief 
of Duration, amount 

of contract, & # of 
awards   

14 day protest 
period begins 

Notify 
Executive 
Division 

Project 
halted Assemble 

contract award 
package(s)  

Mail contract 
package to 
successful 
proposer

Mail approved 
contract to 
Contractor

Review 

PS Admin 
review of 

proposals for 
acceptance (per 

checklist) 

Yes 

No 

Yes 

Yes 

IDIQ Multiple Award or Single Award 

Draft successful & 
unsuccessful 

letters 

CFO 
reviews 

draft letters No 

Mail/email 
successful & 
unsuccessful 

letters and post 
successful 

proposer(s) to 
CPRA website 

Yes 

Receive 
successful & 
unsuccessful 

letters 

Yes 

No 
Sign & 
return 

Determine correct response based 
on proposers objection

No w/ Proposer Objection 

Generate 
response 

from input

Response 
requires change 

in contract 
language 

Executive Director 
signs contract with  
updated language

Resubmit contract 
to Proposer

No 

Yes 

Email CM when 
contract  is 
approved & 

recorded 

Yes 

Yes 

No 

Select Technical  
Review 

Committee  

RFP proposals 
submitted to 

CPRA 
Protest 

Do-loop - PS, CM, CFO for revisions 

ED 
approves 

CFO 
approves 

Yes 

If revisions 
needed, 

determine 
responsible 

party to revise 

No 

No Make revisions 
(PS/CM/CFO) 

Notify CM Project 
eliminated 

OR 

Procurement 
review and 

submission to 
CPRA Accounting 

Yes 

CPRA Accounting 
Approval - 

funding 
verification 

Yes 

PS is notified by CPRA 
Accounting of funding 

verification 

Notify PS of 
approval 

Yes 

Notify CM of 
approval 

CFO 
reviews 
letters 

Proposer 
disqualified 

Mail 
letters 

Revise letters 

No 

Yes 
ED signs 
letters 

ED signs 
letters

CFO 
compliance 

review 

No 

Yes 

CPRA Accounting 
sends approved BA-

22 form to PS

Request BA-22 
from CPRA 
Accounting

Determines if 
legal response  

needed 

Yes 

No 

Edit 
contract 
language

Correspond 
with Contractor 

Add contract to 
active 

spreadsheet

Do-loop - PS 
& OSP for 
revisions; 

may need to 
go all the 

way back to 
drafting 

Do-loop - (Revisions) OSP 
submits comments to PS 

corresponds with CM/CFO 

No 

Final rankings from 
Technical Committee to 

Selection Committee 

Yes 

Revise if 
needed 

Submit signed 
contract 

package to OSP


