
Estimate of Cost is 
Determined, if any

Will a Formal Bid 
Be Required?

IF NO:
Develop Scope 
and Obtain 3-5 
Informal Quotes

IF NO:
Prepare 

Notice and 
RFB 

Documents

Receive Quotes; 
Select Lowest 
Responsive 

Vendor & Notify all 
Vendors

Advertise 
twice in 14 

days

Sole Source or 
Piggy-backable

 Contract?

YES NO

Optional Meeting 
or Job Walk with 

Interested Vendors

Fairly 
Evaluate & 

Select Lowest 
Responsive 

Bidder

BIDS DUE

Prepare 
Appropriate 

Standard TRUSD 
Contract 

Document

Negotiate any Additional 
Terms; Finalize 

Agreement

IF YES:
Document Original 
Contract &/or Sole 
Source Condition 

for CES Files

Notify all Bidders & 
Prepare Award Letter 

(LOI) for Winning 
Bidder (Contingent 

Upon Board 
Approval)

Obtain Contract 
Required Information 
(Insurance, Bonds, 
DOJ, etc.) & Vendor 

Signature

To Business Support 
Services for Board & 

Assoc. Sup’t Approval

To Purchasing –
Issues P.O. & 

Encumbers Funds

If Outside Party’s 
Contract MUST Be 

Used, Send to CES for 
Review

Revise Language & 
Negotiate Terms & 

conditions if Necessary 
to Finalize Outside 

Contract

LIFE OF A TRUSD 
CONTRACT

CES Adds to Tracking 
Matrix

TERM ENDS: 
Renewal
Decisions

Documents Distributed to 
Vendor, Initiator, A/P or A/R, 

and CES

Over $15,000?YES NO

To Division 
Administrator for 

Approval

To Budget for 
Review & Approval

Need for Service, Equipment, 
or Product is Determined

NOTE:  For all vendor selection methods (formal bid, informal quote, piggy-backable, or sole source contracts) all process documentation must be kept
   on file in accordance with the District’s Record Retention Policy.  
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