
Requisition - Contract for Services

Submit to Dean for
signature

Employee fills out
Requisition form

Submit to VP for signature

VP's Office sends to
Business Office for

processing

Business Office reviews for
final approval

Business Office enters
requisition in Banner

Business Office sends
requisition to District
Business Services

Purchasing issues PO
PO # will
start with

"O"

Employee signs invoice of
work completed and sends

invoice to AP
AP pays invoice

Include: (1) Contract, (2) Questionnaire,
(3) Checklist, (4) Vendor Profile, (5) W-9,

and (6) Business License

District Business Services
obtains final approval from
VC of Business Svcs and

VC of HR.


