
Contract/Grant development process map (updated: 10/19/16)
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Phase

Program 
preplanning about 

idea

(may also involve 
Fiscal Coord., 

Admin.,PCA Signers, 
contractor/grantee)

Funding check 
conversation (for 

validity)

Funding check 
conversation (for 

validity)

Funding check 
conversation (for 

validity)

Look at contracting 
guidance materials 

GO?
(Consult w Div. 

Leadership)

Prepare/Submit 
Contract Request 

Form
(1-2 days)

Confirm funding 
source and approve 

request 
(Up to 2 days)

Approve concept / 
complete risk 

scoresheet
(24 hours)

Verify funding 
source and 
availability 

(Up to 2 days)

Contract Unit Sup 
assigns request to 
Contract Specialist

(1-2 days)

CS accepts 
assignment in 

workflow
(1-2 days)

Review request and 
do background work

(1 day – 2 weeks, 
per complexity)

Engage in Kick Off 
discussion

(May also include 
Technical staff and 

Division Leadership)

Review Risk 
Scoresheet; update 

if needed

Solicitation 
required?

Develop Contract/
Grant Project Plan 

per template

Develop/refine 
workplan, budget, 

Gantt and Cert. 
(1 day–6 wks, w/o 

solicitation)

Determine and draft 
necessary contract / 

grant documents
(2-3 wks, overlaps w 

scope dvlpmnt)

APAs, IAA, 
some WOs, 
some indiv.

NOT IN 
SWIFT

“Peer” review using 
checklist & revise

(1-2 days)

NOT SWIFT
Email contract/grant to 

contractor/grantee
(3 working days)

Send encumbrance 
info to Purchaser via 

e-mail account

SWIFT
If Grant, approve

(24 hours)

SWIFT
If PT, approve or 

not

SWIFT
Grant or PT?

SWIFT or 
NOT SWIFT?

SWIFT or 
NOT SWIFT?

SWIFT
Revise, if needed
(1 day – 1 week)

If not in SWIFT, 
Review to ensure no 
changes; Print; route 
to Purchaser inbox.

If NOT SWIFT, and 
NOT IAA, APA or 

Grant, follow 
guidance for 

transmitting to 
Admin.

SWIFT
Route to 

Contractor/Grantee
(1-2 days)

SWIFT
Review and sign
(1 day – 1 week)

Verify encumbrance 
and continue routing

(1-2 working days)

SIGN
(if NOT IAA, APA or 

Grant)
(2-3 days)

SIGN
(if NOT IAA, APA or 

Grant)
(2-3 days)

If NOT SWIFT
Send email to 

Contract Specialist
(DNR will pick up)

NOT SWIFT
Pick up contract from 

DNR Mailroom
(within 3 working days 

after notification)

Receive SWIFT 
execution notice

Send docs to Contractor, 
& PM, update CRDB

(1 week)

Scan into OnBase, update 
CRDB, Routing Out 

(1 week to scan)

Yes
No

STOP

No, or following 
solicitation

NO

Grant

Not in SWIFT

Not in SWIFT
NOT IAA, APA or Grant

NOT SWIFT

IN SWIFT;
IAA, APA or Grant

If APA, IAA or Grant, 
WORK CAN BEGIN

Notified

Link to 
appropriate 

training 
modules

Part 1. Pre-Planning Part 2. Request Contract Assistance  (up to 9 days)

If solicitation is 
anticipated, cease 

related 
communication w 
potential vendors/

grantees

Part 3. Kickoff / Determine Approach  (1-4 weeks, incl. time to schedule meetings)

If known, encourage 
potential 

contractors/
grantees to get into 

SWIFT

yes

Part 4. Soliciation Part 5. Prepare contract/grant or amendment  (27 – 80 days)

Develop/refine 
workplan, budget, 

Gantt and Cert. 

Approval of WP
re. checklist 

(WSD requires)
(1 day-1 wk)

yes

Review and route 
Cert (if req’d)

(1-2 days)

Approve & sign 
Cert., if req’d

(24 hours)

Approve & sign 
Cert., if req’d

(2-3 days)

Part 6. Encumber and Route for Signatures  (In SWIFT: 12-27 days; Not in SWIFT 14-23 days) Part 7. Record Management 
(1week)

Resolve issues, if any 
arise, upon 

encumbrance

Resolve issues, if any 
arise, upon 

encumbrance

no

Confirm availability 
of funding

Funding 
available?

yes

  no      

 Notify PM & 
Contractor/Grantee 
that work can begin

PT

Sign
(Notify CS - if 
not in SWIFT)

(24 hours)

Link to 
Solicitation 

map

Create shell in 
SWIFT and upload 

contract document. 
Approve shell.

Encumber.  Update 
CRDB w date. 

(2-3 working days)

YES

NOT SWIFT
Print, review and 
sign, scan, return

(1 week)

In SWIFT

IN SWIFT;
NOT IAA, APA or Grant

NOT IN SWIFT;
IAA, APA or Grant

Not in SWIFT

SWIFT
Update contract document to add 
PO number and route for approval



Contract-Grant solicitations  (Updated 10/17/16)
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Discuss technical 
aspects of work, if 

needed

Discuss technical 
aspects of work, if 

needed

Create Solicitation 
Team

Sign confidentially 
agreement

Discuss scope

Consult as needed

Draft scope and 
summary

Consult on scope and 
summary

Compile list of potential 
Contractors/Grantees 

to be contacted

Draft Solicitation 
template and sample 
contract/agreement

Final Solicitation review

Final review/approval, 
if appropriate.

If PT, upload complete 
RFP packet into SWIFT

Review

Post on Web, and 
SWIFT (if PT), and Gov 

Delivery.

Communicate on 
Program website & 

other sources, if 
desired.

Review Solicitation and 
submit questions, if any

Receives questions and 
compiles; share with 

Solicitation team

Develop responses

Prepare and submit 
proposal / application

Pull proposals / 
applications

Evaluate 
Pass/Fail 

requirements

STOP

Share continuing 
proposals/applications 
with Evaluation Team 
and provide guidance

Complete and sign 
Conflict of interest 

form.

Individuals separately 
evaluate and score 

proposals/evaluations 
and return

PT: Evaluate fee 
schedules / cost 

proposals

Meet to finalize eval. / 
determine high score/s

Compile results

If needed, negotiate w 
selected contractor/

grantees

PT

fail

passDevelop responses

Review Q&A

Pre-proposal / Pre-
application meeting, if 

applicable 

Pre-proposal / Pre-
application meeting, if 

applicable 

GRANT

Prepare for 
negotiations if needed

Consult on 
Solicitation Team

Sign confidentially 
agreement
(if involved)

Consult as needed

Consult on scope as 
needed

Consult on scope and 
summary

Revise if needed

Alternate: Receives 
questions and 

compiles; share with CS 
and Solicitation team

Prepare/post Q&A, and 
addendum, if needed

Alternate: Prepare/post 
Q&A, if needed

Consult on 
Solicitation Team

Consult on scope as 
needed

Input into revisions, if 
needed

Consult on scope and 
summary, if 
appropriate

Consult as needed Approve

Approve

If PT, approve

Meet to finalize eval. / 
determine high score/s

If needed, negotiate

Develop Solicitation
(4 to 6 weeks, plus)

Evaluate Responses / Applications
(1-2 weeks, plus)

Approve and Post Solicitation
(5-6 weeks, plus)

Negotiate
(1- 2 weeks, plus)

Award
(1 day, plus)

Award

Return to 
overall 
process

Alternate: Grants – 
compile results

Develop 
contract/grant 

per main 
process map
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