
OPCRP CONTRACT PROCESSING FLOWCHART 

 

MINIMUM OF 6 MONTHS 
BEFORE CONTRACT 

EFFECTIVE DATE, 
CRP/AGENT BEGINS 
NEGOTIATIONS WITH 

ORDERING OFFICE FOR 
NEW/RENEWAL CONTRACT 

MINIMUM OF 75 DAYS 
BEFORE THE CONTRACT 

EFFECTIVE DATE, 
CRP/AGENT SUBMITS THE 

CUSTOMER APPROVAL 
FORM TO THE ORDERING 
OFFICE FOR SIGNATURE 

MINIMUM OF 60 DAYS 
BEFORE THE CONTRACT 

EFFECTIVE DATE, 
CRP/AGENT RECEIVES THE 

CUSTOMER APPROVAL 
FORM BACK FROM THE 

ORDERING OFFICE 

MINIMUM OF 45 DAYS 
BEFORE THE CONTRACT 

EFFECTIVE DATE, 
CRP/AGENT SUBMITS ALL 
ORIGINAL DOCUMENTS TO 
OFFICE OF PROCUREMENT 

FROM CRPS 

OPCRP STAFF RECEIVES & 
REVIEWS ORIGINAL 

PAPERWORK, INCLUDING 
CUSTOMER APPROVAL 

FORM W/T&Cs, BUSINESS 
SUBMISSION FORM/SHELL, 

AND SPECIFICATIONS 

OPCRP STAFF LOGS IN 
CONTRACT, ASSIGNS 

CONTRACT NUMBER, AND 
ADDS PRELIMINARY 

INFORMATION TO THE 
PROCUREMENT LIST 

OPCRP STAFF ENTERS 
CONTRACT IN OAKS, 

PREPARES/TYPES 
CONTRACT, TYPES OTHER 

RELATED DOCUMENTS, 
AND FORWARDS TO 

MANAGER 

MANAGER REVIEWS 
CONTRACT PAPERWORK, 

SIGNS OFF ON THE 
CONTRACT, AND 
FORWARDS TO 

ADMINISTRATOR FOR 
APPROVAL 

 
CONTRACT 

IS 
COMPLETE 

ADMINISTRATOR (ON 
BEHALF OF DIRECTOR) 
APPROVES CONTRACT 
AND RETURNS TO THE 
MANAGER.  MANAGER 

FORWARDS CONTRACT TO 
ODAS PERSONNEL 

ODAS PERSONNEL ENTERS 
THE CONTRACT IN "BACK- 
OFFICE" SYSTEM, AUDITS 
THE CONTRACT, NOTIFIES 
THE VENDOR, & DISPLAYS 
THE CONTRACT ON STATE 
PROCUREMENT WEBSITE 

OPCRP RECEIVES THE 
CONTRACT BACK, 

VERIFIES/ADDS 
INFORMATION TO 

PROCUREMENT LIST, & 
FILES THE CONTRACT 


