
Procurement Summary

Start

Strategy Team 
Member Decides to Initiate 

a Procurement

Procurement = or > $100k? Procurement = or < $100k? Procurement for Single Source?

Category 1 
Procurement

PR-903
Category 2 
Procurement

PR-904

At Minimum:

Re-procurement Every 60 Months

Single Source
Procurement

PR-905

At Minimum:

Routine Supplies and Maintenance 
Every 24 Months

Banking and Audit Services 
Every 60 Months

All Others:
Re-procurement Every 60 Months

At Minimum:

Not Eligible for Automatic Renewal

Procurement for Emergency?

Emergency
Procurement

PR-905



Procurement Summary – Category 1

Admin or Child/
Family Goods
or Services?

PR-901 Considerations:
Use recycled products.

Order from PRIDE.
Allowable cost.

Necessary and not duplicative purchase.
Providers qualified.

Analysis of lease and purchase alternatives.
Solicitation requirements.

Conflict of interest.
Risk assessment.

Utilization of small, minority owned, 
and/or women’s business.

Contract requirements.

CEO or CPAO
Prepare Solicitation

Approval Form

Approved by
CEO?

CFO
Prepare Solicitation

Approval Form

CEO, COO or CCUMO
Prepare Solicitation

Approval Form

Approved by
CFO?

Approved by
CFO?

CFO or Designated Staff
Prepare Solicitation:
Typically RFP or ITN

Contract Manager
Prepares Solicitation:

Admin –
Typically RFP or ITN

Child/Family –
Typically RFQ or RFP

Admin
Child/Family

No

Yes

Yes

No

Yes

No

Evaluation
Chart

Category 1

Evaluation
Chart 

Category 1 

Procurement
Chart 

Category 2
Child/Family

Category 1 
Procurement

(PR-903)

CFO or CPAO
Issued?

CFO

CPAO



Procurement Summary – Category 2

Admin or Child/
Family Goods
or Services?

Government 
Or Municipality Providing

Goods/Services?

Admin

Child/Family

No

Yes

Yes

No

Evaluation
Chart
Admin

Category 2 
Procurement

(PR-904)

Prepare Cost or Price 
Analysis

At or under 
$250?

Finished

Yes

Purchase Approved
Via AP-432 or GOV-201

Government 
Or Municipality Providing

Goods/Services?

Included in the 
BFP Provider Network 

or Re-Occurring?

Procurement
Chart 

Category 1
Child/Family

ERFQ Form
Sent to Applicant/

Bidder

Review of Submitted
ERFQ Form Completed by the

Bidder/Applicant

Applicant/Bidder
Approved?

Filing/Appeal
Chart 

Category 2
Child/Family

Autho. Letter
Sent to Applicant/

Bidder

Denial Letter
Sent to Applicant/

Bidder

Filing/Appeal
Chart 

Category 2
Child/Family

Purchase Approved
Via AP-432 or GOV-201

PR-901 Considerations:
Cost or price analysis!
Use recycled products.

Order from PRIDE.
Providers qualified.

Analysis of lease and purchase alternatives.
Solicitation requirements.

Conflict of interest.
Risk assessment.

Utilization of small, minority owned, and/or women’s business.
IRS:  Provider is an employee or independent contractor? 

Contract requirements.
Florida Sunshine Law, as applicable.

PR-902 Considerations:
Vendor/sub-recipient determination.

No

Yes

No

Yes



Procurement Summary – Single Source

Category 1 or 2 Procurement
Infeasible?

PR-901 Considerations:
Use recycled products.

Order from PRIDE.
Allowable cost.

Necessary and not duplicative purchase.
Providers qualified.

Analysis of lease and purchase alternatives.
Solicitation requirements.

Conflict of interest.
Risk assessment.

Utilization of small, minority owned, 
and/or women’s business.

Contract requirements.

Write
Justification
For Single

Source

Any other
qualified providers?

Yes

No

Yes

No

Procurement
Charts 

Category 1 or 2
As Applicable

PR-905 Single Source Infeasibility Criteria
(One or More):

•Item available from only once source.
•Public emergency.

•The awarding agency approves.
•Competition deemed inadequate; i.e. 

Insufficient bidders.

Description of
Services

Solicitation

Mandatory:
BFP Website

Bidder/Applicant
Submissions

Per Solicitation
Instructions

Procurement
Charts 

Category 1 or 2
As Applicable

Filing / Appeal 
Chart

Single Source

Bidder/Applicant
Submissions, 

Solicitation, and 
Other Docs.

Single Source 
Procurement

(PR-905)

PR-905 Considerations:

Not eligible for automatic renewal.  A Category 1 or
2 Procurement will have to be performed to purchase

the same services from the same provider.



Procurement Summary – Emergency

Board of Directors or CEO
Determines an Immediate

Danger?

PR-901 Considerations:
Use recycled products.

Order from PRIDE.
Allowable cost.

Necessary and not duplicative purchase.
Providers qualified.

Analysis of lease and purchase alternatives.
Solicitation requirements.

Conflict of interest.
Risk assessment.

Utilization of small, minority owned, 
and/or women’s business.

Contract requirements.

Yes

No
Procurement

Charts 
Category 1, 2,
Single Source
As Applicable

PR-905 Emergency Criteria:

Immediate danger to the public health, safety,
or welfare or other substantial loss to the State

Determination
In Writing

Filing / Appeal 
Chart

Emergency

Emergency 
Procurement

(PR-905)

Description of
Services

Procured Stating
the Provider

PR-905 Considerations:

Not eligible for automatic renewal.  A Category 1 or
2 Procurement will have to be performed to purchase

the same services from the same provider.



Procurement Summary – Evaluation of Solicitation

Selection of
Bidder/Applicant 

PR-901 Considerations:
Cost or price analysis!
Use recycled products.

Order from PRIDE.
Providers qualified.

Analysis of lease and purchase alternatives.
Solicitation requirements.

Conflict of interest.
Risk assessment.

Utilization of small, minority owned, and/or women’s business.
IRS:  Provider is an employee or independent contractor? 

Contract requirements.
Florida Sunshine Law, as applicable.

PR-902 Considerations:
Vendor/sub-recipient determination.

Procurement
Chart

Category 1

Solicitation
Mandatory:

BFP Website

Optional:
Newspaper Ad

Evaluation of 
Bidder/Applicant

Submissions

Bidder/Applicant
Submissions

Per Solicitation
Instructions

Mail Award Notice 
to All Bidders/

Applicants

Filing / Appeal 
Chart

Category 1

Evaluation Team:

•Minimum of Two (2)
•Members of Board

If Applicable

Appeal
Chart

All Procurement
Documents

Mandatory:
BFP Website

End

Procurement
Chart 

Category 2 
Admin

Purchase Approved
Via AP-432 or GOV-201



Procurement Summary – Filing / Appeal of Solicitation

Change Award? 

Category 1 
Procurement

Chart

Procurement
Log

Appeals 
Committee
Decision &
Supporting
Documents

Evaluation
Chart

Appeal

Review Appeal
(Within 10 business 

days of receipt)

Bidder/Applicant 
Appeal?

Procurement 
Documents

Contract 
Documents

No

AA to CFO 
or Designee:

Admin
Goods or 
Services

AA to CFO:
Assignment of
Procurement #

Contract Mgr
or Designee:
Child/Family
Goods or 
Services

Finished

CFO or 
Designee:

Admin
Goods or 
Services

CPAO or 
Designee:

Admin
Goods or 
Services

Contract Mgr 
or Designee:
Child/Family
Goods or 
Services

Appeals Letter
Received

CCUMO Convenes an 
Appeals Committee:

Minimum of Three Strategy 
Team Members; one of which

to be the CCUMO
Minimum of One Member

of the Board Directors

Decision Letter 
to Bidder

Bidder 
Challenges the 

Decision? 

Review Appeal
(Within 15 business 

days of receipt)

CCUMO Convenes
a Meeting

With the CEO and
Board

of Directors Chair

Change Award? 

Decision Letter 
to Bidder

No

No

Yes

Decision Letter 
to All Bidders

Yes

No
Yes

All Appeals 
Decision &
Supporting
Documents

Yes

Category 2
Child/Family
Procurement

Chart

Single Source 
Procurement

Chart

Emergency 
Procurement

Chart
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