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approval
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Buyer final 
review

PO created
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Program 
approval

Buyer final 
review
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Under 
$100,000
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approval
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Requisition 
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review
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approval

Contract Accounting 
manager approval

Check 
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Purchases 
Goods (only)

Contract agreements or 
Subrecipient agreements

Is it General 
Funds?

Is it External 
Funds?

Accountant

Program approval

Purchasing Manager

Accountant final approval

PO created

Requisition assigner

User group: W1REQASN

ACCOUNTANT

PROCUREMENT review
- Vendor is assigned 
- Required paperwork attached

Under 
$100,000

Over 
$100,000

Accountant final approval

PO created

Accountant final approval

PO created

Under 
$100,000

Over 
$100,000

Accountant final approval

PO created

Contract Accounting 
manager approval

Direct Payments

AP review

PO created

BRD

Contracting / 164 Process (Outside D365)

1- AMS notifies the Program Requisitioner to initiate the 164 approval process.
2- The Program Requisitioner manually processes and completes the 164 approval process through HighQ, Legal, OPVP, and OMB.
3- Once completed, the Program Requisitioner attaches the final signed 164 approval documentation to the requisition.

4- The Program Requisitioner notifies AMS to forward the requisition to the Accountant for final review

*** PO will not be created until this step is completed.***

Is it under 
10K? 

Yes
PO created

No

Buyer final 
review

PO created

Accountant Maintenance Specialist
 (AMS)

Accountant Maintenance Specialist
(AMS)

Accountant Maintenance Specialist
(AMS) Accountant Maintenance Specialist

(AMS)

Requisition assigner

Purchasing Manager

Requisition assigner

Purchasing Manager

Requisition assigner

Purchasing Manager

BRD BRD 

BRD 

ACCOUNTANT

Purchasing Manager Purchasing Manager

ACCOUNTANT

ACCOUNTANT

Purchasing Manager

No
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