
The purchase is being made to:

Company

$0 - $4,999

$5,000 - $9,999

$10,000 - $24,999

$25,000 & Over

Will the company be paid using an
invoice? Supplier Invoice Request

Person/Individual

Amazon, Office Depot (ODP),
Grainger or McKesson?

Requisition
Connect to Supplier Website

Requisition
Informal quotes required to be attached

Requisition
Multiple written quotes (or competitive bids where
appropriate) required to be attached. Sole Source

Justification required if no quotes or bids.

Does the supplier accept credit
cards?

Expense Card

Requisition
Must be preceded by competitive bids through the
Procurement Services RFP process. Sole Source

Justification is required to waive the RFP process.

Are you paying the person for contracted
services (using invoices) or are you paying an

honorarium, stipend, fee, etc?**

Contracted
Services

Honorariums,
stipends, fees

Requisition
Supplier Invoice

Request

YES

NO

YES

NO

YES
NO

** Contracted services are paid for using
invoices, whereas honorariums, stipends, fees,
etc. do not use an invoice for payment.

When to Create a Requisition

OR

Use a requisition if:

• Invoice is for an 
independent contractor

• Invoice is part of a 
contract totaling 
$5,000 or greater

Use a supplier invoice request if:

• Invoice is not for an 
independent contractor

• Invoice is not part of a contract 
totaling $5,000 or greater

• Invoice is not associated with 
an existing purchase order
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