Business/Agency Services under $5,000

W-9 on File? Contact
Accounts Payable to determine
if a W-9 is on file

Send Contract paperwork and supporting
documentation to Purchasing Department. Secure IRS form W-9 from vendor. No
Purchasing will determine whether or not the payment will be made without a W-9
request requires a contract under any circumstances

[ No contract required

Contract Required

Purchasing will verify that no Purchasing will notify Requesting Authority
contract is required and forward of additional documentation. i.e. Personal
all documentation to Accounts Services Contract, insurance requirements,
Payable for processing etc.
End Requesting Authority will

provide PSC and
required peperwork to
Purchasing Department

Purchasing will verify supporting
documentation and send to Accounts
Payable to be processed

End

Notes: If a Business Services Contract is required by the Purchasing Department, the department will notify requesting authority. The Purchasing Department will attach
reference documentation and the Business Services Contract to be filled out by the requesting authority, as well as any supporting documentation required by the
Purchasing Department such as a liability waiver, insurance limits, etc.

Exemptions from this policy: Student Life related activities approved by Student Life designee



