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Obtain
ATU Approval for 

Request to 
Advertise

Print the
Request for 

Advertising form

Create new WO in 
WO Tracking 

application with 
charge points

Status is APPR

Create new RFQ 
record in RFQ.

Status is INPRG

Conduct Bid Walk

Submit bids

Select vendor to 
award and enter their 

Contract Details in 
the Quotations tab

Request ATU 
Approval for 
Request to 
Advertise

Submit the 
Request for 

Advertising form to 
Clerical

Advertise project 
on the bid walk 

registration 
website

Enter registered 
vendor(s) 

information in the 
RFQ Vendors tab

Print out the Pre-
Bid Walk Print 

Package for each 
registered vendor 

Register to attend 
job walk through 
bid registration 

website

Change the RFQ 
status to SENT and 
enter bid information 
in the Quotations tab

Create Scope of 
Work in Long 

Description with 
Bid Walk Start/Due 

dates

Add commodity 
code(s) and assign 
work order charge 
point in the RFQ 

Lines tab

Change the RFQ 
status to INPRG and 
enter Work Start/End 
dates in the RFQ tab

Change the RFQ 
status to SENT and 
award the vendor in 
the Quotations tab

Print the Pre-Award 
Print Package 

Verify information 
and submit to AFSD/

Designee for 
approval

Review and sign the 
A/B Letter Contract 
(Draft version) and 
Bid Tabulation and 
submit package to 

Clerical for 
processing

Create PO number in 
IFS 

Change the RFQ 
status to COMP

Select the awarded 
vendor in the 

Quotations Tab and 
click on Create PO

Enter PO number 
and RFQ status 

automatically 
changes to CLOSE 

Navigate to PO 
record in the PO 
application and 

change status to 
APPR

Navigate to Invoice 
application and 

create new Invoice 
record with the PO

Print the Post-Award 
Print Package 

Verify information 
and submit to AFSD/

Designee for 
approval

Review and sign the 
A/B Letter Contract 
and submit package 

to Clerical for 
processing

Make copies of 
signed A/B Letter 

contract and submit 
to OAR/Craft/ 

Designee

Verify A/B Letter 
contract and obtain 
vendor(s) signature

Execute work Submit invoice

Enter Invoice 
information in the 

Invoice application

Print Payment 
Request Form and 

submit both form and 
Invoice to OAR/Craft/

Designee 

Review invoice, sign 
the Payment Request 
Form and receive the 

PO Line in the 
Receiving application

Submit invoice, 
Payment Request 

Form and A/B Letter 
Contract to AFSD/

Designee for approval

Review and sign the 
Payment Request 
Form and submit 

package to Clerical 
for processing

Receive the PO in 
IFS, change the 
Invoice status to 

PAID 

Submit original Payment 
Request Form and copies 
of the A/B Letter Contract 

to FCIU for processing 
and payment

Request Notice of 
Completion

Verify work and obtain 
signature on the 

Contractor Notice of 
Completion document

File all pertinent 
documents and 

archive Job Package 

End


