
REQUEST TO PURCHASE PROCESS FOR EXPENDITURES OVER $5,000
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Follow standard 

process, fill out 

Purchase Req and 

provide two 

authorized 

signatures.

Have funds 

already been 

encumbered?

Fill out Request To 

Purchase Form 

and a Purchase 

Requisition Form

Are you 

contemplating a 

purchase > 

$5000?

Fill out Request To 

Purchase Form 

and include 

Purchase Req 

Number

YES YES

NO NO

Send to Budget 

Office for Ann To 

Review

Does it meet 

business criteria?

Send back to 

Department to 

make appropriate 

budget 

adjustments

YES

NO

Stefano for review

Send back to 

Department with 

Reason

YES

NO

Send to 

Purchasing/

Accounts Payable 

for processing

NOTES:
Budget Authorities, before entering this process, 

NEED to think about what other payments may be in 

the queue that will impact the encumberance

Does it meet 

budget reqts?

Purchase Order 

will be created

YES

NO
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