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Procedure Frequency: For each purchase requisitions greater than $100,000.
Who is involved in the procedure? The requesting department/divisional representative, divisional leader, Senior Vice President for Administration & Finance (A/F) and his/her Executive Assistant.   

Purpose of the Procedure 

To ensure the submission of the appropriate documentation necessary to facilitate the timely approval for every purchase requisition greater than $100,000.  
Procedure  

The requesting department must email the Executive Assistant to the Sr. VP of A/F for each purchase request over $100,000 requesting approval of the requisition. 
The email should contain the following items: 
(1) The requisition number generated by PeopleSoft finance.

(2) A description of the item or service requested, including the purpose of the acquisition. If possible, provide a copy of any quotes or proposals.  
(3) An email or memo from the divisional leadership endorsing the purchase request and affirming this item was planned and budgeted in the current fiscal year. If the item was not budgeted, but funding is available, a justification of the decision to make the purchase in the current fiscal year is required.
(4) A copy of the P & L report of the funding department, with funds clearly identified.  
Once all the supporting documentation is obtained, the Executive Assistant will present the request to the Sr. VP, on behalf of the requisitioning department, and communicate the disposition.  

