
Requisition - Open POs

Submit to Dean for
signature

Employee fills out
Requisition form

Submit to VP for signature

VP's Office sends to
Business Office for

processing

Do not
include
backup

Business Office reviews for
final approval

Business Office enters
requisition in Banner

Business Office sends
requisition to Purchasing

Purchasing issues PO
PO # will
start with

"O"

Employee contacts Vendor
to place orders against PO

Employee signs invoices
received from Vendor and
sends to Business Office

Business Office reviews
invoice and sends to AP for

payment
AP pays invoice


