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No. Business Processes
1 Project Funding
1.a *  Using Agency Needs
1.b *  Project Impact 
1.c *  Bond Sales
2 Manage Projects
2.a *  Project Initiation
2.b *  Prime Professional Selection
2.c *  Commissioning Services - CI Projects 
2.d *  Emergency Building Issues
3 Design
3.a *  Preplanning & Planning thru DD
3.b *  Planning CD
4 Bidding & Award 
4.a *  Bid Advertisement
4.b *  Bid Opening
4.c *  Bid Award 
5 Contract Management

6 Construction
6.a *  R&R and CI Projects
6.b *  Change Orders 
7 Furniture & Equipment
7.a *  Initiation & Professional
7.b *  Plan & Advertise
7.c *  Bid, Award & Contract 
7.d *  Payment & Close

8 Closure
8.a *  Substantial / Final Acceptance
8.b *  1-year Warranty / Inspection
8.c *  Closing 
8.d *  Roof Warranty
8.e *  Central Storage
9 Payments 
9.a *  Professional
9.b *  Contractor
9.c *  Miscellaneous 



6/20/20083:47 PM BRICKS Project
BoB Documented Workflows

2

No. Business Processes

10 Financial Management 
10.a *  New Funds & Monies
10.b *  Move Existing Monies
11 Real Property Management - Purchase or Sale

12 Leasing 
12.a *  Agency of Non-State Owned Space
12.b *  Parchman Farmland
12.c *  Wildlife Farmland
12.d *  Seat of Government Land
13 Compliance
13.a *  Incarceration Inspections
13.b *  Inventory of Buildings
13.c *  Open Records
13.d *  Professional Contract Pre-Approval
13.e *  PPRB (DFA delegated resp.)
13.f *  Legislature Special Issues
13.g *  State Building Inspections

14 Infrastructure
14.a *  Document Control
14.c *  M54 File and Other Contact Information
14.d *  Forms
14.f *  Web Content Management
14.g *  Procedure Manuals 
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Submits up to 3 
professional 

firms in order of 
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Is Project 
Total 

Budget > 
$1,000,000

?

To 02.b.2
(RFP/RFQ 
selection)

Select a 
professional 

firm or 
substitute 
another

Governing Board or 
Using Agency Head BOB Architect

Consultant 
approval 
needed? 

To 02.b.6 
(consultant)

BOB 
requires 

professional 
selection 
process?

To 02.b.2
(RFP/RFQ 
selection)

BRICKS Project Requirements Traceability
Functional Area   02.b  Manage Projects:  Prime Professional Selection & Consultants 

Work Flow #1 of 7  BOB Professional Appointment
January 2, 2008

To 02.b.7 
(document 
selections)

Following 02.a 
Project Initiation, 

03.a Design 
Preplanning, & 
03.b Design CI 

&RR

no

yes

Is Project for 
phased 

construction, 
prototype 

building, or 
renovation?

yes

Use same 
professional 
as original 
project?

To 02.b.7 
(document 
selections)



BRICKS Project Requirements Traceability
Functional Area   02.b Manage Projects:  Prime Professional Selection & Consultants 

Work Flow #2 of 7  RFP/RFQ Professional Selection - Make Need Public
January 2, 2008

Submit list of 
Preplanning and 

> $1 Million 
Projects

BOB Staff
Post copy on BOB lobby 

bulletin board

Publish in professional 
society publication (typically 

AIA)

Place copies in BOB 
reception room

Direct mass email-out to all 
M54's (professionals) on file

Publish in daily newspaper 

From 02.b.1
(BOB 

appoint)

Creates notice 
and makes 

public through 
one or more of 

following 
methods

Builds RFP of 
Projects to post 

for bid

BOB Staff

Approves RFP

BOB Assistant 
Director and BOB 

Director 

Stores RFP on 
web and builds 
webpage notice 
on BOB website 
(see Workflow # 
14.b.1 RFP/Q)

BOB Contract 
Analyst BOB Directors Admin 

BOB Contract Analyst, Receptionist 
or Director’s Admin  

BOB Assistant Director for 
A/E Professional Selection,

Mechanical Engineer for 
Engineering,

other BOB staff for various 
things (i.e., moving van with 

approval of admin.)

Mass email is always sent.  
Other methods listed may 

also be used.



BRICKS Project Requirements Traceability
Functional Area   02.b  Manage Projects:  Prime Professional Selection & Consultants 

Work Flow #3 of 7   RFP/RFQ Professional Selection - Preselection
January 2, 2008

Reviews letters / 
information, fills out 

Evaluation forms and 
creates the Short List 
of 2 to 5 by meeting, 

conference call or 
telephone poll

Preselection Committee 

Submits letter(s) of 
interest for Project 
on or before RFP/

RFQ  due date

BOB Architect 

* A separate letter for each 
Project being submitted on 
is required
* Additional information 
required will be listed in the 
RFP/RFQ (i.e., related 
services) 
* Joint ventures of 
professionals are 
acceptable with 
responsibilities of all parties 
stated in letter of interest
* 2 copies of each submittal 
are required to distribute to 
BOB and Using Agency

Notify all 
submitters of 

Short List firms  

Review 
Submissions 

for Compliance 
with 

requirements

Submitting 
Individual or Firm

Letters 
recorded on 
RFP Log of 

Submittals on 
BOB network

BOB Receptionist 

Prepares Short 
List Evaluation 
and Tally forms 
on BOB network 
& distributes to 

Committee

BOB Assistant 
Director Admin

To 02.b.4 
(selection)

Create the 
Tally Sheet 

from 
Evaluation 

forms

BOB Assistant 
Director

BOB Assistant 
Director Admin

Documents 
held for 1 year

BOB Assistant 
Director Admin

Pre-Selection Committee:
* 2 from Using Agency or 
Governing Board 
* DFA Deputy Director
* BOB Director and 1 BOB 
Staff Member or 2 BOB 
Staff Members



no

yes

In-person 
Interview of 

all 
Professionals 
on Short List?

To 02.b.5 
(selection 

cont'd)

Evaluates the 
Professionals 
according to 

evaluation criteria 
set by BOB 

Selection Committee 

Selection Committee:
* 2 from Using Agency or 
Governing Board 
* DFA Deputy Director
* BOB Director and 1 
BOB Staff Member or 2 
BOB Staff Members

* BOB Director is tie-
breaker
* Any voting member 
may select Designee to 
cast their vote

Professionals 
interviewed by 
teleconference

Short List 
professionals 
interviewed in 

person 

Selection Committee 

A Schedule of 
Performance may be 
required during the 
interview.  Upon 
approval,  the Schedule  
becomes part of the  
Agreement (contract) 
between the Professional 
and BOB.  The Schedule 
of time allowances 
(including review and 
approval of submissions 
by the BOB and Using 
Agency) may not be 
exceeded or changed 
unless approved by the 
BOB. 

From 02.b.3 
(preselection)

BRICKS Project Requirements Traceability
Functional Area   02.b  Manage Projects:  Prime Professional Selection & Consultants 

Work Flow #4 of 7   RFP/RFQ Professional Selection - Selection
January 2, 2008

99%
Prepares 

Evaluation and 
Tally forms on 

BOB network and 
distributes to 
Committee

BOB Assistant 
Director Admin

Creates the 
Tally Sheet 

from 
Evaluation 

forms

BOB Assistant Director

BOB Assistant 
Director Admin

Documents 
held for 1 year

Selection Committee 

BOB Assistant 
Director sets 

standard evaluation 
critieria 
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BRICKS Project Requirements Traceability
Functional Area   02.b  Manage Projects:  Prime Professional Selection & Consultants  

Work Flow #5 of 7   RFP/RFQ Professional Selection – Selection, cont'd
January 2, 2008

From 02.b.4 
(selection)

Allow first vote 
to stand or 

throw out and 
take another 

vote

Selection Committee 

Motion to 
Reconsider?

BOB Director

yes

no
Consultant 
approval 
needed? 

To 02.b.6 
(consultant)

To 02.b.7 
(document)noDisagreement 

with selection?

BOB Director

Notifies Short 
List firms of 

selection

BOB Director 
Admin.



BRICKS Project Requirements Traceability
Functional Area   02.b  Manage Projects:  Prime Professional Selection & Consultants 

Work Flow #6 of 7   Consultants Approval
December 6, 2007

From 02.b.1 
or 02.b.5 

Submits up to 3 
candidates for 
each specialty 
type needed

Approve 
consultant(s) or 
request another

BOB ArchitectProfessional 

To 02.b.7 
(document)

*  Lists of consultants 
submitted in order of 
preference
*  Selected consultants 
should have M54 Architect-
Engineer and Related 
Services Questionnarie 
Form on file with BOB, see 
Workflow 14.c.  Primary 
Professional may contact 
BOB to verify or obtain M54 
for consultant to complete 
and return to BOB.
*  Contractual agreement 
between Professional and 
Consultant will include 
inspection services



BRICKS Project Requirements Traceability
Functional Area   02.b  Manage Projects:  Prime Professional Selection & Consultants 

Work Flow #7 of 7  Appointment/Selection and Approvals Documented
January 2, 2008

yes

no

Professional 
Selection 

during Project 
Initiation 
process?

Resume 
Workflow 
#02.a.1 
(project 

initiation)

Generates 
Project Initiation 

#2 or #3 SAF 
(Professional 

and/or 
Consultant)  

BOB Architect

From 02.b.1, 
02.b.5 or 

02.b.6 

Project Initiation 
#2 or #3 SAF 

(Professional and/
or Consultant)   

approved, filed & 
distributed

To Workflow
# 14.b Document 

Control

PATS Actions:
* BDPC (Project Profile 
Change):  enters 
professional and/or 
consultant
* BDAA (Project Award 
Add):  enters professional 
award


