
Requisition - Standard

Submit to Dean for
signature

Employee fills out
Requisition form

Submit to VP for signature

VP's Office sends to
Business Office for

processing

Include
quote w/

Requisition

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

"P"

Invoice received and paid
by Accounts Payable


