REQUISITION PURCHASING PROCESS
If total of goods or services ARE UNDER $5,000:
1. Complete Requisition form

2. Get required signature approvals on the Requisition form
3. Order goods or service

4. Give supplier the Req #

5. Instruct supplier to send invoice to Accounts Payable
6. If ordering a product – fax or email a copy of the Req to Central Receiving 

7. If new supplier – contact supplier for a completed W-9 form 
If an existing supplier - check Business Services spreadsheet to see if you need to contact the supplier for an updated W-9
8. Send to Business Services – completed Req with signature approvals, W-9, if necessary, and pertinent support documentation, i.e. quote, contract (unsigned), invoice, etc.
If total of goods or services Are OVER $5,000:
DO NOT PLACE THE ORDER. 
Purchasing Department will order the goods or service over $5,000 by dispatching an official 
Purchase Order to the supplier per State purchasing regulations.
If using an existing State, System, Madison or Parkside contract:
1. Complete Requisition form
2. Get required signature approvals on the Requisition form
3. If ordering a product – fax or email a copy of the Req to Central Receiving 

4. If new supplier – contact supplier for a completed W-9 form 
If an existing supplier - check Business Services spreadsheet to see if you need to contact the supplier for an updated W-9

5. Send to Business Services – completed Req with signature approvals, W-9, if necessary, and pertinent support documentation, i.e. quote, contract (unsigned), etc.

If using the Simplified Bid process:
1. Complete Simplified Bid form

2. Complete Requisition form
3. Get required signature approvals on the Requisition form
4. If ordering a product – fax or email a copy of the Req to Central Receiving 

5. If a new supplier – contact supplier for a completed W-9 form 
If an existing supplier - check Business Services spreadsheet to see if you need to contact the supplier for an updated W-9

6. Send to Business Services – completed Req with signature approvals, W-9, if necessary, solicitation document, all bids, Simplified Bid form, and pertinent support documentation, i.e. quote, contract (unsigned), etc.

IF YOU HAVE ANY QUESTIONS REGARDING THE PURCHASE OF A PRODUCT OR SERVICE - CONTACT Monica Litterer at x2248 or litterer@uwp.edu.
Purchasing 07/2019 ML


