
Does your purchase fall 
under an Exception Code? 

(See Exception Code list)

Yes

You do not need a Purchase 
Order, so you pay the 

invoice through accounts 
payable process

No, but it is less than $500

*If your purchase does not 
fall under any contract and 

is not part of a larger 
purchase, use exception 

code 9500 to pay the invoice

No, and it is more than $500

If the purchase is more than 
$500 and does not fall under 

an exception code or 
contract follow the 
requisition process

Step 1:
Internal Purchasing & 
Payment Process

*Repeated purchases of less than $500 that add up over time should be 
processed with a Purchase Order. Do not use this method to avoid 
procurement process.



Requisition Process

Over $500

and less than $10k

Submit requisition 
electronically

Receive your 
Purchase Order

Process your 
Purchase Order by 

remitting to 
vendor/contractor

Pay invoice using 
Purchase Order 

number

Over $10k

and less than $50k

Submit request for 
procurement form

See Instructions for 
Quotation Process

Receive your 
Purchase Order

Process your 
Purchase Order by 

remitting to 
vendor/contractor

Pay invoice using 
Purchase Order 

number

Over $50k

Submit request for 
procurement form

See Instructions for 
Bid or RFP Process

Receive your 
Purchase Order

Keep Purchase 
Order on file with 

associated contract

Pay invoices as the 
contract progresses 

using Purchase 
Order number

Step 2:
Internal Purchasing & 
Payment Process


