Procurement:

Approval Process

Buyers/Approvers

To ensure Buyers and Approvers understand the different approval processes for Requisitions, Purchase Orders, and Supplier Contracts refer to
the following approval processes:

Requisitions & Purchase Order

Board Authorizing
Requisitions would also
follow this approval
process.

Submit Requisition
Purchase Order

Submit Requisition
(Non-Catalog Tech.)

Purchasing
_____ Purchases f——————»> Manager
I Reviewer I Approval
Food or Travel >$25,000
Purchases |
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Budget Check Cost Center A ryrovaI ’
& —> Manager —> PP —< $25,000
(Automated) (Only for Grant
Approval
Purchases)
+
|
|
Program Purchases:
Cost Center Manager is
replaced by the Program
Manager for approval
Non-Catalog & Catalog Requisitions (Technology Purchases)
Cost Center
Budget Check Technology Technology T | 425,000
(Automated) Approver Buyer
Approval
|
>$25,000
| Purchasing
m—————————- SN Manager
s $25;,ooo Approval
|
Cost Center
Budget Check Technology Y | 25,000
(Automated) Buyer
Approval

Submit Requisition
(Catalog Tech.)

——> Chief Approval —»

Chief Financial

Officer Approval

Budget Check
(Automated)

Requisition/PO
Appproved

—»  Chief Approval —»

Chief Financial
Officer Approval

Budget Check

(Automated)

Requisition
Approved
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Board Awarding Requisitions
. Cost Center Purchasing P .
Sul?mlt Boa‘rc'i ‘ Budget Check | Ve I T — ChlemeanuaI
warding Requisitio (Automated) Officer Approval
Approval Approval
Buyer Creates/ Board Docs Purchasin
Submits Admin Attaches > Manager Firgml _,| Budget Check Requisition
Resolution in Approved Res to A groval (Automated) Approved
Board Docs WD Requisition PP
Supplier Contracts
Purchasing , Chief Financial
T = > Manager ——— Chief Approval —» Legal 1 Approval —» Officer A |
pprova
> $25,000 Approval j
|
|
: N Cost Center
?:ﬂtgs;g?:g;( —> Manager — — —<525,000— —p Legal 2 Approval ?:ﬂtgs;grg;(
Approval
A

Grant Purchases:
Fiduciary Manager
Program Purchases:

Program Manager
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Spend Authorization

Submit Spend Budget Check Cost Center Budget Check Spend Authorization available
L EE— Manager >
Authorization (Automated) F— (Automated) for Expense Report

| 1
Cash Advance

l_ Chief Financial
Officer Approval

Expense Report

Submit Expense Budget Check Ccl\;sl';rfaen;crer Budget Check Expense Report ready for
Report (Automated) g (Automated) reimbursement

Approval

workday. RevD | 3



