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Federally Funded Purchases Workflow Process
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Yes 

No 

Step 1 -   

Create and submit 
Requisition in  
BearBuy with  

purchase  
specifications 

Step 4b. - Grant 

• May need additional 
approvals due to EFA 
restrictions 

• Check with SPO or 
Dept Contract 
Administrator 

Step 3a. - Contract 

• Attach Supplement 5 
(or 5.1 if commercial 
purchase) 

• Review tax status on 
Req 

Yes 

No 

Federally 
funded 

purchase? 

Follows Standard 
Workflow 

Step 2 -   

• Check BFS for 
contract or grant 
information 

• Verify title vesting 
contained in Req 

Is it 
contract or 

grant? 

Fund attributes  
in BFS show  
contract or              
grant detail 

Step 4a. - Grant  

Review tax status  

on Req 

Contract 

Grant 

Agreement 
expiring in 

60-90 days? 
 

Yes Is contract 
$30,000 
or over? 

No certificate 
required 

No 

Step 3b. - Contract 

• Obtain Exhibit C from 
the supplier (can be 
fax or email) 

• Upload as internal 
attachment to Req 

Step 3c. - Contract 

• Obtain Exhibit B from 
the supplier (anti-
lobbying certificate) 

• Upload as internal 
attachment to Req 

Step 4d. - Grant 

• Obtain fully executed 
Exhibit A (debarment 
certificate) from 
supplier 

• Upload as internal 
attachment to Req 

• Approve Req 

• PO will dispatch via 
BearBuy 

Is grant 
$10,000 
or over? 

Follows Standard 
Workflow 

Yes 

No 

Yes Is contract 
$150,000 
or over? 

No 

No certificate 
required 

Is contract 
$650,000 
or over? 

Step 3d. - Contract 

1. Small Business 
Subcontracting Plan 

Contact Supplier Diversity 
Program Coordinator to 
develop Small Business 
Subcontracting Plan with 
supplier 

2. TINA 

• Obtain certified pricing 
data from supplier (TINA) 

• Attach as internal 
attachment to Req 

Yes 

Follows Standard 
Workflow 

No 

Follows Standard 
Workflow 

Is it 
equipment? 

Follows Equipment 
Workflow 

No 

Yes 

Is grant 
$100,000 
or over? 

Follows Standard 
Workflow 

Yes 

No 

Step 4c. - Grant 

When > $10,000, 
attach audit clause 

contained in Standard 
Comments as part of 

Purchase Order 

This process map does not include the Defense Priorities and 
Allocation System requirements.  For more information about the 
DPAS clause, see FAR 52.211-15. 
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