
OA Status Flow

REQUESTED

PRJ SUPPORT 
REVIEW

WHO: Project Support
WHAT:  Reviews OA in AiM, check for:

1. Required attachments
2. Remaining amount for budget line item is 
sufficient to cover contract
3. Contract amount matches proposal 
amount.  

AD REVIEW

DIR REVIEW EXEC DIR REVIEWOUA or DES?

CONSULTANT REV 
OUA

DES

OUA

CONTR SIGNATURES

WHO: AD DESIGN
WHAT:  Reviews OA in AiM & manually changes status of contract.

WHO: Project Support, AVP, 
WHAT:  Step 1:  Project Support Prints Packet, Delivers to AVP, and responds to workflow

Step 2:  AVP review/approval of hard copies.  Once returned, project support responds to workflow

PREP REQUISITION REQUISITION AWAIT PO AWARDED

WHO: Project Support
WHAT: 
- Create requisition in banner
-Add Req # and date to AiM 
Contract UDF’s 
- Deliver hard copies to Fin Services
- Respond to workflow

WHO: Financial Services
WHAT:   Review 
Requisition in Banner and 
respond to workflow

WHO: Financial Services
WHAT:   Wait for PO to be 
issued. Once received, 
enter PO # on contract in 
AiM.

Email Notification to:
UPL, AD Design, Contract 
Specialist, Fin Services

CONSULTANT 
REVIEW

UNIV ARCH REVIEW

WHO: UPL
WHAT:  Enters required data into AiM
DOCS: Disclosure Statement, COI,  
               Proposal, Contract, Attachment “A” 

(if applicable),  Contract Memo (D&C)

WHO: Project Support
What:  Email contract & related 

documents to consultant

ESTIMATING 
REVIEW

WHO: Estimator
WHAT:  Validate attached estimated cost of 
construction and respond to workflow.
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