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Legend: 

Start/End Decision DocumentProcess

Determine total of purchase 
and fund availability

Use program Pcard 
– submit receipts 

to Megan

Enter PO into 
Workday

Submit unexpired 
quote to Megan

Approve PO

Submit unexpired 
quote and tax 

exempt* form to 
Megan

Submit unexpired 
quote and tax 

exempt* form (if 
appl.) to Megan

Use program Pcard 
– submit receipts 

to Megan

Item/
service <5K

Not 
prevailing 
wage; not 

tax exempt 

Prevailing 
wage; not 

tax exempt

Not 
prevailing 
wage; tax 
exempt*

Single 
time/

service >5K 
but <10K

Many items/
services = 

>5K but <10K 
(before tax/

S&H)

Not 
prevailing 

wage, not tax 
exempt, not 
inventoried

Item/
service 
>10k

Submit 3 
unexpired quotes 

OR sole source 
justification

Submit tax 
exempt* form (if 

appl.)

Submit requisition 
in Workday

Approve 
requisition and 

create PO

Place order

Place order

PI Receives items 
and sends packing 

slip/invoice to 
Megan

Receipt in 
Workday; submit 

invoice for 
payment or

Pullman pays

Is a contract 
or agreement 

required? 
Contact Darla

*If item already received, tax exemption will NOT apply.
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