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  Insurance Workflow Process
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Step 1 -  
Req Creator 

Create and submit  
Requisition in 
BearBuy with 

purchase  
specifications  

Step 2 -  
Req Creator  

Access shared 
vendor database 

 

Does  
vendor have  

current Insurance  
Certificate  

on file? 

No 

Yes Step 6 - Req Creator 

Add internal note to 
Requisition - "Insurance 

Certificate Verified" 

Step 4-    

• Provide Certificate of Insurance 
with required language and 
evidence of appropriate coverage 

• Send Insurance Certificate copy to 
Procurement Insurance Desk 

Step 7 - Req Approver 

Review and approve  
Requisition if all other 
requirements are met 

Step 5 -  

• Scan Insurance Certificate and 
add to vendor database 

• Add comment to Requisition -
"Insurance Certificate has been 

approved and scanned.  Please 
complete transaction." 

Step 3 - Req Creator  

• Contact supplier to provide current 
Insurance Certificate with required 
language (See "Certificate Guidelines") 

• Add comment, "Insurance Certificate 
requested from (supplier name) on 
xx/xx/xx.  Expect Certificate in next few 
days" 
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