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Access text version of Requisition Routing Flowchart

NOTE: Requisition for statewide contract release will not route to Central
Purchasing at any dollar amount since it is an allowable Direct PO.

Is the
requisition " I I It I
arelease from g YES* = 0 YES* a. Internal agency approvals.
statewide IT? b. CIO.
contract?
|
I e If non-IT:
_ a. Internal agency approvals.
NO
NOTE: IT requisitions have a zero-dollar threshold and will always route for
CIlO approval. This is not the same as the CP buyer approval step.
Is it [ A
ee Page 2:
A LU 1YESP - . .
requisition? ALL IT requisitions — not releases from statewide contract.
[]
N.O
Isita S 2 -
- ee Page 3:
ALY IYES' - .
requisition? ALL NON-IT requisitions — not releases from statewide contract.
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https://oklahoma.gov/content/dam/ok/en/omes/documents/text-version-requisition-flowchart.pdf

Requisition Routing Flowchart l“; Gifice of Management

Q> & Enterprise Services
ALL IT REQUISITIONS -
NOT RELEASES FROM STATEWIDE CONTRACT

NOTE: For the routing to work correctly on a solicitation, the requisition should
be created for at least $50,000.01 and the supplier ID should be blank.

NOTE: Solicitation should be selected ONLY if purchase is expected to
exceed agency threshold. The threshold applies to the life of the PO,
not each fiscal year. Workflow triggers all required paths/steps but only
triggers Central Purchasing’s branch manager step, not buyer assignment
step, for assignment by the branch manager.

I
solicitsation a. Internal agency approvals.
flag marked? W YES ’ b.” CIO, ,
c. Branch manager for CP buyer assignment

N.O NOTE: If the ratification is IT and the requisition is over the agency’s
' threshold, it will route to Central Purchasing after the CIO.
Is
this an
Is IT requisition

ratification < a. Internal agency approvals.
BYES * <$50,000 or other BYES ’
flag marked? delegated agency b. CIO.

threshold?
i -
NO NO a. Internal agency approvals.

Bm)p b CO.

c. CP Workflow team.

NOTE: Workflow triggers all required paths and does not trigger Central
Purchasing’s buyer assignment approval step. With change order
flag selected, all Central Purchasing steps are omitted.

Is
change a. Internal agency approvals.
order flag |YES* b. CIO.
marked?
|
v
Is N
requisition a. Internal agency approvals.
<$50,000 or b. CIO.
other delegated il YES* NOTE: State purchasing director approval
agency is not required for sole source
threshold? purchases under $50,000.
J
[ a. Internal agency approvals. D
NO b. CIO.
I c. CP Workflow team.
Is this a sole source?
YES: State purchasing director approval.
NO: Complete at Step c.
\ )
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Requisition Routing Flowchart 1“} Sificeof Hanagement
> nterprise Services

ALL NON-IT REQUISITIONS - :
NOT RELEASES FROM STATEWIDE CONTRACT

NOTE: For the routing to work correctly on a solicitation, the requisition should
be created for at least $50,000.01 and the supplier ID should be blank.

NOTE: Solicitation should be selected ONLY if the purchase is expected to
exceed the agency threshold. The threshold applies to the life of
‘ the PO, not each fiscal year. Workflow triggers all required paths/steps
but only triggers Central Purchasing’s branch manager step, not buyer
assignment step, for assignment by the branch manager.

Is

solicitation a. Internal agency approvals.
flag marked? ~ WYES ‘ b. Branch manager for CP buyer assignment.

[]
NO NOTE: If the ratification is non-IT and the requisition is over the
agency'’s threshold, it will route to Central Purchasing.
Is the
Is

requisition
ratification <$50 000 th

|YES* =poU,UlU orother ) g YES* a. Internal agency approvals.
flag marked? delegated agency
threshold?

0 -
NO NO

a. Internal agency approvals.
» b. CP Workflow team.

NOTE: Workflow triggers all required paths and does not trigger Central
Purchasing’s buyer assignment approval step. With change
order flag selected, all Central Purchasing steps are omitted.

Is

change

order flag IYES* [a. Internal agency approvals)
marked?

requisition a. Internal agency approvals.

<$50,000 or NOTE: State purchasing director approval
other delegated 'YES* is not required for sole source

agency purchases under $50,000.
threshold?
O s N
NO a. Internal agency approvals.

b. CP Workflow team.
Q Is this a sole source?
YES: State purchasing director approval.

NO: Complete at Step b.
\ J
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