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Requisition to Purchase Order Process 



Purchasing Thresholds & Action



Purchase Requisition



Approval Groups



Requisition Approval Process

● Review items listed to assess for reasonableness and review justification of 
items being requested. Evaluate the need for goods and services

● Review budget code and account code for TEA coding compliance
● Verify Approval Group used is correct
● Review paper requisition for campus or department head approval signature
● Verify that items listed on the paper requisition match the items listed on the 

online requisition
● Verify unit amount and price for the electronic requisition to the paper 

requisition
● The system verifies funding for each budget line item used
● Batch and approval of requisition is completed 



Budget Office Approval Hierarchy 



Requisition to Purchase Order

● Verify vendor is approved on a current/active contract
● Verify contract number provided is accurate  
● Verify required documents and signatures
● Spot-check pricing against solicitations
● Verify items purchased are “allowable” as per the contract 

  * Requisitions requiring correction are returned to the originator, restarting the approval process.
● Approved requisitions are converted into a Purchase Order and sent to the vendor for 

fulfillment 
● Supplies or services delivered and/or provided



Accounts Payable (AP) Payment Process

Payment Process:

Accounts Payable assistants are required to obtain the following information:

1. Invoices (mailed or emailed by the Vendor)

2. Purchase Orders (Financial Software System)

3. Payment Approval



Accounts Payable Payment Process

● Invoices and Purchase Orders are reviewed/reconciled for completeness.
○ Ex. Scotch Tape/Translucent Tape
○ If Invoice is above 10% of the total PO amount; AP contact campus/department

●  Partial Payments and Full Payments
○ Partial Payments - Construction Projects
○ Full Payments - All items have been received 

● Payment Approval
○ Online Receiving Report  - Secretary, Finance Clerk, Budget Tech, AP Clerk, 

Warehouse Receiving Clerk

○ Email from Campus/Department 

○ Invoice/Purchase Order - Okay To Pay



Thank you


