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Strategically Sourced Contract Orders Workflow Process
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Step 2 -

Requisition Creator

• Complete required fields 
including org node and 
chartstring

• Ensure documentation is 
attached

• Submit requisition for 
approval

Is order
over

$100,000?

Yes No
Dispatch Purchase 
Order to supplier

Step 1 - Shopper 

Select items 
and create 

shopping cart

Step 3 -

Requisition Approver 

(Org node approver)
Review and approve 

requisition

Step 4 -

Conduct sourcing analysis

• Other suppliers
• Better value
• Bulk buy

Step 8 -

Change vendor on 
requisition to 

selected supplier

Step 5 -

Contact department
selected strategic 
sourced supplier to 

negotiate better pricing

Use Dept 
selected 

strategic sourced 
supplier?

Yes

No

Step 6 -

Provide best and 
final offer

Step 9 -

Submit Basis for Award 
Form with backup 
documentation

Step 7 -
Requistion Creator

Discuss supplier(s) and 
price quote(s) with Shopper 
and communicate to Buyer 
which supplier selected
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