
Department initiates requisition for goods and 
services and goes through the contract or 

procurement process

Goods 
Procurement 

Process

Leases/Rental 
Contract Process

Maintenance/
Repair and 
Services 

Procurement 
Process

Construction 
Contract Process

Public Works 
Professional 

Service Contract 
Process

Sole-Source 
Procurement 

Process

Professional 
Service Contract 

Process

CP 1 CP 2

CP 3 CP 4 CP 5 CP 6

Emergency 
Procurement 

Process

OP 1 OP 2

102



Department prepares 
written statement 

defining necessity & 
scope of project for 

Director of Finance to 
review

MC 3.03.060(a)

Upon approval, 
department initiates 
bid process via RFP

Department solicits at 
least 3 proposals

MC 3.03.060(b)

Department selects & 
negotiates with 

consultant

MC 3.03.060(c)

Department works 
with City Attorney or 

Finance 
Administration in 

preparing standard 
contract 

Consultant signs 
contract and provides 
necessary insurance 

or department 
processes insurance 

waiver

AR 228 6.11 
and AR 214 

Department submits 
to Director of 

Finance: RLS, 
Professional Service 
Approval Forms I & 
II, Signed Contract, 
Proof 3 bids were 

solicited, the scope 
of work, payment 

schedule, and 
insurance 

documents

AR 228 6.3, 6.4  

City Attorney 
approves contract

Contract on City 
Council approved 

list

Contract 
between $50K 

and $100K
AR 228 6.6 

Department 
submits RCA and 
FIS, if needed, to 

City Council

MC 3.03.060(d)
and  AR 304

City Council 
Approves 
Contract

Approved contract 
and all 

attachments 
(except insurance) 
are filed with City 

Clerk

City Administrator 
or Assistant City 

Administrator 
signs contract

 Contract less 
than $50K
AR 228 6.5

 Department Head 
or designee signs 

contract

Contract exceeds 
$100K

AR 228 5.3

Finance 
Administration 

submits contract 
package to City 

Attorney for 
approval

No

Yes

No

Yes

Approved contract 
and all 

attachments are 
filed with City 

Clerk

AR 228 6.7

Insurance filed 
with Risk 

Management 

AR 228 6.8

Department submits 
requisition to 
Purchasing to 

establish Purchase 
Order

Direct City staff 
to solicit more 

bids 

No

Yes

Is contract limit less 
than $30K or falls 

under MC 3.03.080 
exempt & emergency 

procedures

Yes

Yes

No

No

CP 4

Requisition 
Process –
Phase II
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Department prepares 
written statement 

defining necessity & 
scope of project for 
Director of Finance 

review

MC 3.03.060(a)

Upon approval, 
department conducts 

a Quality Based 
Selection process

Department solicits at 
least 3 proposals

MC 3.03.060(b)

Department selects 
best qualified firm

Department prepares 
standard contract with 

fee schedule

Consultant signs 
contract and provides 
necessary insurance 

documents or 
department processes 

insurance waiver

AR 228 6.11 
and AR 214 

Department gets 
signatures of 

contractor and 
Department Head

City Attorney 
approves contract

Contract on City 
Council approved 

list

Contract 
between $50K 

and $100K
AR 228 6.6 

Department 
submits RCA and 
FIS, if needed, to 

City Council

MC 3.03.060(d)
and  AR 304

City Council 
Approves 
Contract

City Administrator 
or Assistant City 

Administrator 
signs contract

 Contract less 
than $50K
AR 228 6.5

 Department Head 
or designee signs 

contract

Contract exceeds 
$100K

AR 228 5.3

Director of Finance 
certifies the 

department has 
complied with MC 
3.03 by verifying 

contract has 
appropriate 

signatures and 
proper documents

No

Yes

No

Yes

Approved contract 
and all 

attachments are 
filed with City 

Clerk

AR 228 6.7

Insurance 
documents are 
filed with Risk 
Management 

AR 228 6.8

Department submits 
purchase requisition 

to Purchasing to 
establish Purchase 

Order
Direct City staff 
to solicit more 

proposals 

No

Yes

Yes 
Note: This process 
applies to on-call 

services

No

Finance 
Administration 

returns contract 
package to 

Department who 
then submits it to 
City Attorney for 

approval

Yes

Department 
submits scope of 
letter to approved 
on-call selected 

firms

Department 
selects one of the 
approved firms to 

work on the project 

CP 5

Department 
submits 

Professional 
Service Approval 
Forms Part I & II, 

approved 
insurance 

documents, and 
partially signed 

contract to 
Finance 

Administration 

Requisition 
Process-
Phase II
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Department needs 
to amend contract 
term and/or limits

Department 
completes RLS & 

Professional 
Service Approval 
Form Amendment

Department Head 
signs RLS & 

Professional Service 
Approval Form 

Amendment and 
submits both forms 
with copy of existing 

contract to the 
Director of Finance

Director of Finance 
verifies that all 

documents comply 
with the Professional 

Service Contract 
Amendment 

Procedures and 
signs Professional 
Services Approval 
Amendment form

Upon approval of 
Director of Finance, 

Finance 
Administration 

submits all 
necessary 

documents to City 
Attorney for contract 

amendment

City Attorney 
prepares 

amendment and 
returns the 

documents to 
requesting 
department

Department 
obtains proper 

signature(s) and 
proof of current 
insurance from 

consultant 

Department 
submits signed 

contract 
amendment, 

signed 
Professional 

Service Approval 
Amendment form, 

and proof of 
insurance to City 

Attorney 

Amended 
contract limit 

between $50K 
and $100K

City Administrator 
or Assistant City 

Administrator 
signs contract

 Amended 
contract limit 

less than $50K

 Department Head 
or designee signs 

contract

Amended 
contract limit 

exceeds $100K
No

Yes

No

Has contract 
reached three 

years

Department must 
comply with bid 

procedures 
established by HB 

Municipal Code 
Section 3.03.060

Department 
submits RCA and 
FIS, if needed, to 

City Council

Approved contract 
and all 

attachments are 
filed with City 

Clerk

Department submits 
Request for Purchase 
Order Revision form 

to Purchasing

Yes

No

City Attorney 
reviews and 

approves contract

Yes Yes

Appropriation 
Revision Needed

Budget Manager 
approves 

Appropriation 
Revision Form

Requisition 
Phase II

Yes

No

For Budget Transfers, 
department submits 

Appropriation 
Revision Form to 
Budget Manager

For Increase in 
Total 

Appropriations, 
department must 
submit RCA and 
FIS, if necessary, 

to City Council

City Council 
approves RCA
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Approver verifies 
proper account codes 

for all purchase 
requisitions

Material requisition is entered into JDE. 
Department attaches supporting documents

Note:  If  funds are not available, JDE will 
display message: “Budget Warning: Detail line 

amount exceeds budget”

PO 
Process1

Director of Finance 
receives requisitions 

from departments 
and distributes work 

to Purchasing

Goods Leases/Rental

Maintenance/
Repair and 
Services

Public Works
Construction 

Contracts

Professional 
Service

Sole-Source
Procurement

Material requisition 
supporting 

documents are filed 
by original 
department

Goods 
Procurement 

Process

Leases/
Rental 

Contract 
Process

PO 
Process 2

PO 
Process3

PO 
Process4

Emergency
Purchase

Public Works 
Professional 

Service

PO 
Process5

PO 
Process7

PO 
Process8

PO 
Process 6

Maint/Rep & 
Svcs 

Procurement 
Process

Prof Svcs 
Contract 
Process

PW Prof 
Svcs 

Contract 
Process

PW Const 
Contract 
Process

Emergency 
Proc 

Process
Sole Source 
Proc Process

Prof Svcs 
Contract 

Amendment
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Purchasing verifies 
if there is existing 

contract

Start Professional 
Standard 

Agreement 
process

Contract exists

Purchasing 
generates a 

Purchase Order 
and attaches copy 
of contract to the 
Purchase Order

Purchase Order 
goes through 

budget check in 
JDE

Expenses 
exceed budget 

Accounting notifies 
Purchasing and 

originating 
department  of 
budget status

Originating 
department either 
corrects its budget 

or requests the 
order to be 
cancelled

Accounting verifies 
fund balance 

available

Funds 
Available 

Accounting 
releases budget 

hold status

Purchase Order is 
awaiting Director 

of Director of 
Finance or 

designee approval

Director of 
Finance or 
designee 
approves 

Purchase Order

Purchase Orders 
are printed and  

are either filed or 
sent to vendors

Purchasing notifies 
department of 

rejection

Yes

No

Yes

No

Yes

No

Yes

No

PO 
Process4
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Purchasing verifies 
if there is existing 

contract

Start Professional 
Standard 

Agreement 
process

Contract exists

Purchasing 
generates a 

Purchase Order 
and attaches copy 
of contract to the 
Purchase Order

Purchase Order 
goes through 

budget check in 
JDE

Expenses 
exceed budget 

Accounting notifies 
Purchasing and 

originating 
department  of 
budget status

Originating 
department either 
corrects its budget 

or requests the 
order to be 
cancelled

Accounting verifies 
fund balance 

available

Funds 
Available 

Accounting 
releases budget 

hold status

Purchase Order is 
awaiting Director 

of Finance or 
designee approval

Director of 
Finance or 
designee 
approves 

Purchase Order

Purchase Orders 
are printed and  

are either filed or 
sent to vendors

Purchasing notifies 
department of 

rejection

Yes

No

Yes

No

Yes

No

Yes

No

PO 
Process 5
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