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WORK ORDER PROPOSAL REQUEST (WOPR) PROCESS FLOW FOR AGENCIES 
 

This flowchart shows the process for procuring an external vendor (trainer, organizational development consultant, eLearning designer) that has a contract established with Learning & Employee Development 
(LED). LED will work with you on this process to make sure it’s easy and successful. 
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Agency/Department 
contacts Learning & 

Employee 
Development (LED) to 
access Training, OD, or 

eLearning 

LED submits WOPR 
form to LO Contract 

Monitor to send to the 
Qualified Pool of 

vendors in BidSync  

Qualified Vendors 
review WOPR scope of 

work and determine 
whether they will 

respond 

Yes, will 
respond 

No, will not 
respond 

Vendors submit a 
proposal including 
Statement of Work 

(SOW) and pricing in 
response to WOPR via 

BidSync  

LED and requesting 
Agency/Department may 
conduct interviews with 

short list vendors for 
proposal clarification 

Once Purchase Release 
is approved, Agency/ 

Department can engage 
with vendor for SOW 

delivery 

LED assists with the 
initial service/project 

scoping with requesting 
Agency/Department to 
complete WOPR form 

LO Contract Monitor 
sends out award / rejection 
notification to vendor(s) 

via BidSync 

LED and requesting 
Agency/Department 

reevaluate and submit 
scores & recommendation 
to LO Contract Monitor  

LED and requesting 
Agency/Department 

evaluate proposals and 
debrief  

LED and requesting 
Agency/Department 

conduct Engagement Plan 
Kick-off meeting 

LED works with 
requesting 

Agency/Department to 
negotiate vendor’s SOW 

and service delivery details 
(dates, times, location)  

Requesting agency/ 
department works with 

fiscal/accounting to create 
Purchase Request with 
attached Engagement 
Plan or SOW in Ariba 

LO Contract Monitor 
sends proposals to LED 

and requesting 
Agency/Department to 

evaluate proposals  

Agency/Department’s 
fiscal/accounting receives 
invoice via Ariba and will 

need to approve invoice for 
payment  

Based on payment 
schedule, vendor will flip 

the approved Purchase 
Order to invoice via Ariba 


