
Internal Controls: Procurement Example – What do we need to consider?
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Phase

Define the Need
Can it be 
obtained 

internally?

Reallocate item

Develop Purchase 
Descriptions and 

Design 
Specifications

Yes

No

Evaluate 
budget/Review 

Resources

Perform Market 
Research and 

Develop Statement 
of Work

Solicitation Process

Is requirement 
available on 
contract and 

meet minimum 
requirements?

Submit for 
Solicitation

Contract 
Modification

Yes

Is purchase 
within delegated 

authority?No

Submit for 
appropriate 

approval

No

Is purchase 
exempt from 

competitive bid 
process?

Follow Entity 
Acquisition 
Procedures

Yes

Yes No

Is competition 
available?

Follow sole source 
procedures

No

Is purchase 
>$25k?

Small purchase 
procedures 

followed

No

Yes

Yes

Can 
specifications 

completely 
describe the 

requirement?

Yes
Competitive 
sealed bid

Expertise, 
negotiation, or 
other special 

factors for 
consideration?

No

Request for 
proposal/quote 

package finalized

Yes

Review solicitation 
materials for 

approval to post
Release solicitation 

to receive bids

Receive and 
Compete Bids

Review Bids Evaluate Bids
Determine 

Competitive Range
Develop Contract/

Agreement
Select Bid Award and execute 

contract

Review and 
monitor contract 

performance

Provider submits 
Invoice Invoice is 

accurate

No

Execute and 
compile supporting 

documentation
Approve payment

Make payment

Provider 
revises and 
resubmits

Evaluate Quality of 
Performance Determine Value

Develop any 
required 

performance 
reports

Ensure Completed 
and finalized 

payments

Complete contract 
close-out process File documentation

Start/End
Sub-

process
Process

Document/

Report Decision

Does staff have the knowledge required 
to assess whether the item of cost 
requires prior approval?

Is the Item of cost 
allowable, necessary, 
and reasonable for 
the purposes of the 
grant?

Are there clearly defined 
sole source procedures?

How do staff document the 
assessment of whether 
specifications meet the 
requirements?

How do staff document their review of 
invoices and track those invoices returned for 
revision?

How often is 
documentation 
reviewed to ensure 
proper 
implemenation?

Are there record retention 
requirements in place?

What controls are in place 
to ensure no conflict of 
interest exists?

What method for 
communicating the 
solicitation to interested 
stakeholders (e.g. contactors, 
general public, etc.)  are in 
place?
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