
Consultant 
Services Required

One Time or 
Miscellaneous MiscellaneousOne Time

Coordinate 
selection of 

Consultant with 
Contracts Div.

PM Requests 
Work Order 

Proposal

Proj. Mgr. 
Receives WO 

Proposal

Contracts Div. 
provided Work 

Order for review

Proj. Mgr. Reviews 
W.O. ProposalComments 

provided to PM 

PM Prepares WO 
Form

WO Form 
submitted to AD-

Production for 
approval

Approved WO 
forwarded to 

Contracts Division

WO Form returned 
to PM

WO Corrected

Approved WO 
forwarded to 

Director

Approved WO 
returned to 

Contracts Div.

WO submitted to 
Accounting 

Section

Contracts Division 
confirms PO 

issued

Req. submitted to 
Purchasing Dept

Contracts Division 
prepares & issues 
Notice to Proceed

rejected

To be revised

errors

approved

rejected

WO = Work Order
PM = Project Manager

AD = Assistant Director
PO = Purchase Order

PM develops 
Scope of 

Services & 
Deliverables

Team Leader 
forwards Scope of 

Services to AD-
Contracts

Contracts Division 
provides drafts to 
Team Leader for 

review

Contracts Division 
prepares RFQ & 

PSA

Contracts Division 
issues RFQ

Contracts Division 
establishes 
Evaluation 
Committee

Drafts forwarded 
to City Attorney for 

review

Evaluation 
Committee 
evaluates 
proposals

Contracts Division 
requests cost 

proposals

Contracts Division 
prepares & 

forwards award 
recommendation

Contracts Division 
and PM cost 

proposals

Award 
recommendation 

approved

Contracts Division 
prepares & 

forwards award 
recommendation

PSA Executed

Consultant Selection
Process
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