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Updated Job Order Contracting Process 

 

Campus/Dept.Head 
Contacts FMO Area 
Office about possible 
project; FMO visits site 

to discuss scope

Campus/FMO 
prepares Bldg 

Modification Form and 
submits to JOC 

Compliance Rep to 
confirm eligibility

Eligible projects are 
assigned to next JOC 

in rotation and a 
CS/FMO Proj.  

Mgr./Team Lead by 
JOC Admin 

Proj. Mgr./ Team 
Leader Issues 

Invitation to JOC 
Vendors with Site Visit 

Date

JOC submits 
proposal and detailed 

estimate by  
Designated Date

CS/FMO Proj.  
Mgr./Team Lead 

reviews estimate and 
submits to JCR along 

with completed Job 
Order Form

JOC Admin checks 
submittal for 

Completeness and 
Compliance; JCR 

evaluates submittal      
and approve

JCR submits approved 
forms to Purchasing; 

Campus/Dept., and Proj. 
Mgr./Team Leader; 

shopping cart is prepared 

Purchasing Department 
reviews submittal and 
issues Purchase Order 

to JOC and Shopping Cart 
Orginator

JOC Performs Work--
Project Manager/Team 

Lead Monitors

JOC Completes Work--
Proj. Mgr./Team Lead 

Makes Final 
Inspection

Proj. Mgr./Team Lead 
Issues Completion 

Certificate, Posts Goods 
Receipt

Make Final Payment to 
JOC; Proj. Mgr./Team 

Lead Close Project and 
Complete Record File

1.5 Weeks 

3 Weeks 

3 Weeks 


