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Before the CONTRACT SPECIALIST enters the data into AiM, the PROJECT 
MANAGER will be reviewing the requested proposal for approval. The 
PROJECT MANAGER will be interfacing with the client under the project 
process.  
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MANAGER will be reviewing the requested proposal for approval. The 
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  AiM Consultant Contract Process – On Call Utilities
PR

O
JE

C
T 

M
A

N
A

G
ER

EN
ER

G
Y 

SY
S 

D
IR

EC
TO

R
A

D
M

IN
 A

SS
T 

U
TI

LI
TI

ES
C

O
N

TR
A

C
T 

SP
EC

IA
LI

ST

Prepared for: Oklahoma State University

PROCESS START

Generate Task 
Order

[3] GENERATE TO

  Serial Workflow   Parallel Workflow   Informational Workflow

[1] REQUEST 
PROPOSAL

*Workflow*
DIRECTOR LRFP

[2] REVIEW 
PROPOSAL

[5] AWAIT 
CONSULT SIG

[10] ON HOLD

[9] COMPLETED

[11] CANCELED

NO GO

GO *Workflow*
PROJECT MGR

ENERGY SYS DIR
[4] REVIEW TO

NO GO

Execute Task 
Order

[6] EXECUTE T0

[7] AWAITING 
PO

*Workflow*
ENERGY SYS DIR
PROJECT MGR

ADMIN ASST UTIL
[8] AWARDED



  AiM Consultant Contract Amendment Process
A

D
M

IN
 A

SS
O

C
 L

R
FP

/
C

O
N

TR
A

C
T

 S
P

C
LS

T
D

IR
EC

TO
R

 L
R

FP
C

CS
 D

IR
EC

TO
R

D
IR

EC
TO

R
 

FA
CI

LI
TI

ES
D

IR
EC

TO
R

 F
M

Prepared for: Oklahoma State University

PROCESS START

  Serial Workflow   Parallel Workflow   Informational Workflow

Amendment 
Entry

[1] OPEN 

*Workflow*
PROJECT MGR
PROJECT AD

ASSOC DIR LRFP
[2] LRFP UNDER 

REVIEW

[8] PROCESSED [10] CANCELED

[9] DENIED

*UNANIMOUS*
PROJECT MGR

[6] LRFP 
APPROVED

NO GO

*Workflow*
PROJECT MGR

CONST TM LEAD
[3] FMCS UNDER 

REVIEW

*Workflow*
PROJECT MGR

LAND SVC MGR
[4] LAND UNDER 

REVIEW

*Workflow*
PROJECT MGR

ENERGY SYS DIR
[5] UTIL UNDER 

REVIEW

PROJECT 
TYPE?

LRFP

FMCS

LAND

UTILITY

*UNANIMOUS*
PROJECT MGR

[7] FM 
APPROVED

OR GO

[9] DENIEDNO GO

OR GO

NO GO

NO GO



  AiM Construction Contract Process – CMAR LRFP
P

R
O

JE
C

T
 A

D
A

D
M

IN
 A

SS
T 

LR
FP

A
SS

O
C 

D
IR

 L
RF

P
R

EG
EN

TS
 L

EG
A

L
A

D
M

IN
 A

SS
O

C
 

LR
F

P

Prepared for: Oklahoma State University

PROCESS START

Contract Input
[1] REQUESTED

[3] AWAIT 
PROPOSAL

  Serial Workflow   Parallel Workflow   Informational Workflow

*Workflow*

[2] REQUEST 
PROPOSAL

*UNANIMOUS*
DIRECTOR LRFP

[4] UNDER REVIEW

*Workflow*
PROJECT AD

ASSOC DIR LRFP
[6] REVIEW 
CONTRACT

[5] GENERATE 
CONTRACT Marked?

[16] ON HOLD

[9] AWAIT 
CONTRACTOR 

SIG

[15] COMPLETED

GO

NO GO

NO GO – ADD NOTE

GO

*Workflow*

[7] LEGAL 
REVIEW

GO

NO GO

*Workflow*
ASSOC DIR LRFP

[8] LEGAL 
APPROVED

GO

NO GO

*Workflow*

[10] MARKUP 
REVIEW

*Workflow*
ASSOC DIR LRFP
ADM ASST LRFP
[11] EXECUTE 

CONTRACT

YES
NO

Approve ?NO

YES

[12] AWAITING 
PO

*Workflow*
ASSOC DIR LRFP

PROJECT AD
PROJECT MGR

[13] AWARDED

[17] CANCELED

[14] NTP



  AiM Construction Contract Process – LRFP Hard Bid
PR

O
JE

C
T 

A
D

A
D

M
IN

 A
SS

T 
LR

FP
P

R
O

JE
C

T 
M

A
N

A
G

ER
A

SS
O

C 
D

IR
 L

RF
P 

/ 
R

EG
EN

TS
 L

EG
A

L
A

D
M

IN
 A

SS
O

C
 

LR
FP

Prepared for: Oklahoma State University

PROCESS START

Contract Input
[1] REQUESTED

*Workflow*
ADM ASST LRFP

[4] BID OPENING

  Serial Workflow   Parallel Workflow   Informational Workflow

*Workflow*
PROJECT MGR
[2] READY TO 

ADVERTISE

*UNANIMOUS*
PROJECT AD

DIRECTOR LRFP
[5] UNDER REVIEW

*Workflow*
PROJECT AD

ASSOC DIR LRFP
[7] REVIEW 
CONTRACT

[6] GENERATE 
CONTRACT Marked?

[17] ON HOLD

[10] AWAIT 
CONTRACTOR 

SIG

*Workflow*

[8] LEGAL 
REVIEW

GO

*Workflow*
ASSOC DIR LRFP

[9] LEGAL 
APPROVED

GO

*Workflow*

[11] MARKUP 
REVIEW

*Workflow*
ASSOC DIR LRFP
ADM ASST LRFP
[12] EXECUTE 

CONTRACT

YES

NO

Approve ?

[13] AWAITING 
PO

*Workflow*
ASSOC DIR LRFP

PROJECT AD
PROJECT MGR

[14] AWARDED

[18] CANCELED

[15] NTP

*Workflow*

[3] ADVERTISE

GONO GO

NO GO

NO GO

NO

YES

[16] COMPLETED 



  AiM Construction Contract Process – FM Low Bid
PR

O
JE

C
T 

M
A

N
A

G
ER

C
O

N
T

R
A

C
T

 S
P

E
C

IA
LI

S
T

Prepared for: Oklahoma State University

PROCESS START

Contract Input
[1] REQUESTED

[4] BID OPENING

  Serial Workflow   Parallel Workflow   Informational Workflow

*First Response*
CONTR SPCLST
[2] READY TO 

ADVERTISE

*UNANIMOUS*
PROJECT MGR

[5] UNDER REVIEW
[10] ON HOLD

[6] AWAITING 
PO

[11] CANCELED

*Workflow*

[3] ADVERTISE
[9] COMPLETED 

NO GO

GO
*Workflow*

PROJECT MGR
[8] NTP

[7] AWARDED



  AiM Construction Contract Process – CMAR Utilities
EN

ER
G

Y 
SY

S 
D

IR
EC

T
O

R
A

D
M

IN
 A

SS
T 

U
TI

LI
TI

ES
R

EG
EN

TS
 L

EG
A

L
C

O
N

TR
A

C
T 

SP
EC

IA
LI

ST
PR

O
JE

C
T 

M
A

N
A

G
ER

Prepared for: Oklahoma State University

PROCESS START

Contract Input
[1] REQUESTED

[3] AWAIT 
PROPOSAL

  Serial Workflow   Parallel Workflow   Informational Workflow

*Workflow*

[2] REQUEST 
PROPOSAL

*UNANIMOUS*
DIRECTOR FM

[4] UNDER REVIEW

*Workflow*
PROJECT MGR

ENERGY SYS DIR
[6] REVIEW 
CONTRACT

[5] GENERATE 
CONTRACT Marked?

[16] ON HOLD

[9] AWAIT 
CONSULT SIG

[15] COMPLETED

NO GO GO

*Workflow*

[7] LEGAL 
REVIEW

NO GO

*Workflow*
ASSOC DIR LRFP

[8] LEGAL 
APPROVED

GO

NO GO

*Workflow*

[10] MARKUP 
REVIEW

*Workflow*
ENERGY SYS DIR
ADM ASST UTIL
[11] EXECUTE 

CONTRACT

YES

NO

Approve ?NO

YES

[12] AWAITING 
PO

*Workflow*
PROJECT MGR
DIRECTOR FM

ENERGY SYS DIR
ADMIN ASST UTIL
[13] AWARDED

[17] CANCELED

[14] NTP

GO



  AiM Construction Contract Process – Energy SPC
PR

O
JE

C
T 

M
A

N
A

G
ER

A
D

M
IN

 A
SS

T 
U

TI
LI

TI
ES

EN
ER

G
Y 

SY
S 

D
IR

C
O

N
TR

A
C

T
 

SP
E

C
IA

LI
ST

 /
 R

E
G

E
N

T
S 

LE
G

A
L

D
IR

EC
TO

R
 F

M

Prepared for: Oklahoma State University

PROCESS START

Contract Input
[1] REQUESTED

  Serial Workflow   Parallel Workflow   Informational Workflow

*Workflow*
ENERGY ENGR

SENIOR EM
ENERGY MGR

[2] DEVELOP FIM

*Workflow*
PROJECT MGR

SENIOR EM
[6] REVIEW 
CONTRACT

[5] GENERATE 
CONTRACT

[18] ON HOLD

[9] LEGAL 
APPROVED

[17] COMPLETED

*Workflow*

[3] FIM REVIEW

*Workflow*

[8] AWAIT 
CONTRACTOR 

SIG

*Workflow*

[10] MARKUP 
REVIEW

*Workflow*
ENERGY SYS DIR
ADM ASST UTIL
[11] EXECUTE 

CONTRACT

Approve ?

[12] AWAITING 
PO

*Workflow*
PROJECT MGR
DIRECTOR FM
ENERGY MGR
SENIOR EM

ENERGY ENGR
ENERGY SYS DIR

ADMIN ASST UTIL
[13] AWARDED

[19] CANCELED

OR

[14] NTP

GO

*Workflow*
SENIOR EM

ENERGY SYS DIR
[4] FIM 

APPROVAL

GO

NO GO

GO

NO GO

*Workflow*
PROJECT MGR

[7] LEGAL 
REVIEW

NO GO

GO

NO

YES

*Workflow*
PROJECT MGR

SENIOR EM
ENERGY SYS DIR

[15] M&V 
BASELINE

NO GO

NO
GO

*Workflow*
PROJECT MGR

ENERGY SYS DIR
SENIOR EM
[16] M&V 



  AiM Construction Contract Process – OCCM 
C

O
N

TR
A

C
T 

SP
EC

IA
LI

ST
C

O
N

TR
A

C
T 

SP
EC

IA
LI

ST

Prepared for: Oklahoma State University

PROCESS START

Contract Input
[1] REQUESTED

  Serial Workflow   Parallel Workflow   Informational Workflow

*Workflow*
PROJECT MGR
[3] REVIEW TO

[2] GENERATE TO

[10] ON HOLD

[4] AWAIT 
CONTRACTOR 

SIG

[9] COMPLETED

[6] AWAITING 
PO

*Workflow*
PROJECT MGR

CONST TM LEAD
[7] AWARDED

[11] CANCELED

[8] NTP

NO GO

GO [5] EXECUTE TO 



  AiM Construction Contract Process – As Needed 
C

O
N

TR
A

C
T 

SP
EC

IA
LI

ST
C

O
N

TR
A

C
T 

SP
EC

IA
LI

ST

Prepared for: Oklahoma State University

PROCESS START

Contract Input
[1] REQUESTED

  Serial Workflow   Parallel Workflow   Informational Workflow

*Workflow*
PROJECT MGR
[3] REVIEW TO

[2] GENERATE TO

[10] ON HOLD

[4] AWAIT 
CONTRACTOR 

SIG

[9] COMPLETED

[6] AWAITING 
PO

*Workflow*
PROJECT MGR
[7] AWARDED

[11] CANCELED

[8] NTP

NO GO

GO [5] EXECUTE TO 



  AiM Change Proposal Process - LRFP 
A

D
M

IN
 A

SS
O

C
 L

R
FP

D
IR

EC
TO

R
 L

R
FP

P
R

O
JE

C
T 

M
A

N
A

G
ER

Prepared for: Oklahoma State University

PROCESS START

  Serial Workflow   Parallel Workflow   Informational Workflow

[1] OPEN

*Workflow*
PROJECT MGR
PROJECT AD

ASSOC DIR LRFP
[2] UNDER 

REVIEW

[6] CANCELED

[5] DENIEDNO GO

*Workflow*

[3] APPROVED
[4] PROCESSED

GO



  AiM Change Proposal Process - FMCS 
P

R
O

JE
C

T
 M

A
N

A
G

E
R

C
CS

 D
IR

EC
TO

R

Prepared for: Oklahoma State University

PROCESS START

  Serial Workflow   Parallel Workflow   Informational Workflow

[1] OPEN

*Workflow*
PROJECT MGR

CNST TEAM LEAD
[2] UNDER 

REVIEW

[6] CANCELED

[5] DENIEDNO GO

GO

[4] PROCESSED
*Workflow*

[3] APPROVED



  AiM Change Proposal Process – Landscape Services 
P

R
O

JE
C

T
 M

A
N

A
G

E
R

LA
N

D
SC

A
P

E 
SV

C
 

M
G

R
Prepared for: Oklahoma State University

PROCESS START

  Serial Workflow   Parallel Workflow   Informational Workflow

[1] OPEN

*Workflow*
PROJECT MGR

[2] UNDER 
REVIEW

[6] CANCELED

[5] DENIEDNO GO

GO

[4] PROCESSED
*Workflow*

[3] APPROVED



  AiM Change Proposal Process – Utilities 
P

R
O

JE
C

T
 M

A
N

A
G

E
R

EN
ER

G
Y 

SY
S 

D
IR

EC
TO

R
Prepared for: Oklahoma State University

PROCESS START

  Serial Workflow   Parallel Workflow   Informational Workflow

[1] OPEN

*Workflow*
PROJECT MGR

[2] UNDER 
REVIEW

[6] CANCELED

[5] DENIEDNO GO

GO

[4] PROCESSED
*Workflow*

[3] APPROVED



  AiM Construction Contract Change Order Process
A

D
M

IN
 A

SS
O

C
 L

R
FP

/
C

O
N

TR
A

C
T

 S
P

C
LS

T
D

IR
EC

TO
R

 L
R

FP
C

CS
 D

IR
EC

TO
R

LA
N

D
SC

A
P

E 
SV

C
 

M
G

R
EN

ER
G

Y 
SY

S 
D

IR

Prepared for: Oklahoma State University

PROCESS START

  Serial Workflow   Parallel Workflow   Informational Workflow

Change Order 
Entry

[1] OPEN 

*Workflow*
PROJECT MGR
PROJECT AD

ASSOC DIR LRFP
[2] LRFP UNDER 

REVIEW

[12] PROCESSED [14] CANCELED

[13] DENIED

*UNANIMOUS*
PROJECT MGR

[10] LRFP 
APPROVED

NO GO

*Workflow*
PROJECT MGR

CONST TM LEAD
[3] FMCS UNDER 

REVIEW

*Workflow*
PROJECT MGR
DIR FACILITIES

[4] LAND UNDER 
REVIEW

*Workflow*
PROJECT MGR
DIRECTOR FM

[5] UTIL UNDER 
REVIEW

PROJECT 
TYPE?

LRFP

FMCS

LAND

UTILITY

*UNANIMOUS*
PROJECT MGR

[11] FM 
APPROVED

OR GO

[13] DENIED
[6] FMCS PEND 

APPROVALNO GO OR GO
LRFP 

APPROVAL?

[13] DENIEDNO GO
[7] LAND PEND 

APPROVAL
OR GO

LRFP 
APPROVAL?

[13] DENIEDNO GO
[8] UTIL PEND 

APPROVAL
OR GO

LRFP 
APPROVAL?

*Workflow*
PROJECT MGR
PROJECT AD

ASSOC DIR LRFP
[9] BOR 

APPROVAL 

[13] DENIED

NO GO

OR GO

NO

NO

NO

YES

YES

YES



  AiM Internal Work Agreement Process – LRFP 
P

R
O

JE
C

T
 M

A
N

A
G

E
R

A
D

M
IN

 A
SS

O
C

 
LR

F
P

Prepared for: Oklahoma State University

PROCESS START

  Serial Workflow   Parallel Workflow   Informational Workflow

[2] UNDER 
REVIEW

[9] CANCELED

[8] ON HOLD[3] ESTIMATING [7] COMPLETED

IWA Input
[1] REQUESTED

*Workflow*

[4] ESTIMATE 
APPROVAL

NO GO

[5] APPROVED

GO

[6] NTP



  AiM Internal Work Agreement Process – All FM Types 
P

R
O

JE
C

T
 M

A
N

A
G

E
R

(S
E

E
 B

E
LO

W
)

Prepared for: Oklahoma State University

PROCESS START

  Serial Workflow   Parallel Workflow   Informational Workflow

[2] UNDER 
REVIEW

[7] CANCELED

[6] ON HOLD

IWA Input
[1] REQUESTED

[3] APPROVED

[5] COMPLETED[4] NTP 



  AiM Internal Work Amendment Process 
PR

O
JE

C
T 

M
A

N
A

G
ER

(R
es

p
o

n
si

b
ili

ti
es

 in
 P

ro
ce

ss
 

B
ox

)

Prepared for: Oklahoma State University

PROCESS START

[14] CANCELED
Amendment 

Input 
[1] REQUESTED

*Workflow*

[12] PM 
APPROVAL 

  Serial Workflow   Parallel Workflow   Informational Workflow

OFFICE?

*Workflow*
IN HOUSE CONST 

MGR
[2] FMCS 
REVIEW

*Workflow*
CT MEP MGR
[3] CT MEP 

REVIEW

*Workflow*
CT STRUCT MGR

[4] CT 
STRUCTURAL 

REVIEW

*Workflow*
FSS MANAGER
[5] SUPPORT 

SHOPS REVIEW

*Workflow*
LAND SVC MGR
[6] LANDSCAPE 

REVIEW

*Workflow*
DIST SYS MGR
[7] UTILITIES 

REVIEW

*Workflow*
ASBESTOS MGR
[8] ASBESTOS 

REVIEW

*Workflow*
EHS MGR

[9] EHS REVIEW

*Workflow*
ADM ASSOC LRFP

[10] LRFP 
REVIEW

*Workflow*
TBD

[11] IT REVIEW
Go Status: PM APPROVAL; No Go Status: CANCELED

OR OR OR OR OR OR OR

OR

OR

GO

OR NO GO [13] APPROVED



  AiM Consultant Invoice Process 
IN

V
O

IC
E 

A
D

M
IN

IN
V

O
IC

E 
A

P
PR

O
V

ER

Prepared for: Oklahoma State University

PROCESS START

  Serial Workflow   Parallel Workflow   Informational Workflow

[1] RECEIVED

*Workflow*
PROJECT MGR

[2] UNDER 
REVIEW

[6] VOIDED

*Workflow*
PROJECT MGR
[3] CONSULT 
INPUT REQ

APPROVE? NO

*Workflow*
PROJECT MGR
[4] APPROVED 

FOR PMT

YES [5] PROCESSED

GO

[7] REJECTEDNO GO



  AiM Payment Application Process 
IN

V
O

IC
E 

A
D

M
IN

IN
V

O
IC

E 
A

P
PR

O
V

ER

Prepared for: Oklahoma State University

PROCESS START

  Serial Workflow   Parallel Workflow   Informational Workflow

[1] RECEIVED

*Workflow*
PROJECT MGR

[2] UNDER 
REVIEW

[6] VOIDED

*Workflow*
PROJECT MGR

[3] CONTR INPUT 
REQ

APPROVE? NO

*Workflow*
PROJECT MGR
[4] APPROVED 

FOR PMT

YES [5] PROCESSED

GO

[7] REJECTEDNO GO



  AiM Universal Action List Process – Design Review  
PR

O
JE

C
T 

M
A

N
A

G
ER

Prepared for: Oklahoma State University

PROCESS START

  Serial Workflow   Parallel Workflow   Informational Workflow

[1] INITIATION [4] CANCELED

*Workflow*
[SEE PROCESS 
DOCUMENT]
[2] UNDER 

REVIEW

[3] SUBMITTED 
TO A/E

Response: Reviewed with Comment 
OR Reviewed No Comment



  AiM Universal Action List Process – Building Permit  
PR

O
JE

C
T 

M
A

N
A

G
ER

EH
S 

FI
R

E 
M

A
R

SH
A

LL
A

D
M

IN
 A

SS
T 

EH
S

Prepared for: Oklahoma State University

PROCESS START

  Serial Workflow   Parallel Workflow   Informational Workflow

[1] INITIATION [4] CANCELED

*Workflow*
EHS PLAN REVWR
EHS FIRE PROTCT
EHS FIRE LIFE INS

[2] UNDER 
REVIEW

*Workflow*
[SEE PROCESS 
DOCUMENT]
[5] ISSUED 

*Workflow*

[3] PM 
CORRECTIONS

*Workflow*
EHS FIRE MARSH

[4] FIRE 
MARSHALL 

REVIEW 

GO

NO GO

GO

[6] DENIEDNO GO



  AiM Universal Action List Process – Building Permit  
PR

O
JE

C
T 

M
A

N
A

G
ER

EH
S 

FI
R

E 
M

A
R

SH
A

LL
A

D
M

IN
 A

SS
T 

EH
S

Prepared for: Oklahoma State University

PROCESS START

  Serial Workflow   Parallel Workflow   Informational Workflow

[1] INITIATION [8] CANCELED

*Workflow*
EHS PLAN REVWR
EHS FIRE PROTCT
EHS FIRE LIFE INS

[2] UNDER 
REVIEW

*Workflow*
[SEE PROCESS 
DOCUMENT]
[5] ISSUED 
PARTIAL

*Workflow*

[3] PM 
CORRECTIONS

*Workflow*
EHS FIRE MARSH

[4] FIRE 
MARSHALL 

REVIEW 

GO

NO GO

NO GO

[6] FULL 
OCCUPANCY REQ

*Workflow*
[SEE PROCESS 
DOCUMENT]

[7] ISSUED FULL

GO

[9] CANCELED



  AiM Direct Expense Process 
A

D
M

IN
 A

SS
O

C
 L

R
FP

 /
 

C
O

N
TR

A
C

T 
SP

CL
ST

Prepared for: Oklahoma State University

PROCESS START

[1] OPEN [2] APPROVED [4] CANCELEDOR [3] REJECTED
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