
Contract Flowchart 
 
 
 

 
 
 
 
 
 
  
 
 
 
 
 
 
 
 

Submit 

 
Project 
   Manager 
          (PM) 

Does consultant have 
current financial data on 
file with OCA? 

NO, get information from 
consultant and submit to CA

YES, begin contract 
request process 

Request for Funds 

Agenda 
 writeup 

Contract 
Administrator 
(CA) 

BTP Request Form submitted to Contract 
Administrator (CA) for processing 

Determines 
Agenda 

Update CATS 
System 

Job # checked 
in MFOS for 
obligated funds. 

Job # obtained Funds obligated in MDOT Financial 
Obligation System (MFOS) 

IF Ad Board Agenda 
(answer 6 questions) 
from PM. 

Contract Request to Contract Services (paper copy) 

Submits To  Office of Commission 
Audit (OCA) Contract Services Division Attorney General 

Sends contract to CA Approval/Denial Approval/Denial

CA sends contract to Consultant 
for signature. 

  Contract Services Division 

IF approved, submit to 
appropriate agenda. 

IF denied, CA notified of 
modifications needed to contractAgenda Approval. 

(Hold contract until 
agenda approval.)

CA notifies PM of modifications 
Consultant sends signed 
contract to CA. 

PM notifies consultant 

Contract Awarded 
Consultant resubmits to PM

PM resubmits modifications to
CA for resubmission to Contract 
Services for contract processing. 

Awarded Contract 
mailed to consultant 

PM NotifiedBPO/DPO 
Setup 

 


