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	Requisition (RQ#) – Req to PO

	Business Role
	Business Responsibilities

	Requisition Initiator
(UNIV)
*Avg Process Time: 1 to 2 business days +



When uncertain about RQ requirements or have a unique scenario, please reach out to the BSC buyer to discuss prior to submitting RQ for approval.  
	☐	Ensure a complete business purpose is listed in the Internal Memo which supports the expense and includes the “who, what, when, where and why.”  This business purpose should be written so an individual, unfamiliar with the organization’s operation can understand why the transaction occurred and how it benefits the mission of the University. Acronyms should be spelled out.
☐	Priority consideration for acquiring goods and services: Internal Suppliers, Buckeye Buy, Non-contract, UNIV PCard, SIR, Miscellaneous Payment, Reimbursements. 
· Key Contracts (100% mandated compliance) for Coke, UPS for outbound shipping, Staples, ComDoc and Plumbing services. 
· Preferred & Strategic contracts are listed in the contract book.  Purchasing negotiated benefits -best prices, zero freight, pre-negotiated terms and conditions and fast ordering process. 
[bookmark: _Int_ySxn9cyr]☐ Non-contract suppliers- whether pre-existing or new suppliers in Workday, must document the reason for going off contract in the requisition’s Internal Memo and provide proof of pricing. 
☐ Orders over $1,000 require a quote. Quotes that reference terms and conditions must be accompanied by a clean copy of applicable terms and provide a valid company contact name and contact information. 
☐ Orders over $75,000 require a waiver of competitive bidding form and a justification letter (FAQ). 
☐ Only tangible goods must be placed on a Goods line, all others should be placed on Service lines. 
☐	New Suppliers- provide company details, a valid contact name and contact information in the requisition Internal Memo.  
☐  Meals/alcohol, parking passes and other personal purchases must have supporting documentation and a list of attendees/recipients, etc. in accordance with OSU policies.  Add a comment for all events that states if OSU leadership (CCM/Chair or higher) will or will NOT be in attendance for appropriate ad-hoc approval.  
☐ Employee that submits a Blanket RQ, is responsible for accurate billing and approving all related invoices.
☐ Ensure that the goods/services are not rendered prior to PO issuance to avoid After the Fact (ATF) exception. *Statement is required in Internal Memo explaining why it happened and how to avoid it in the future.

	Cost Center Manager (CCM)
*Avg Process Time: 1 to 2 business days +
	☐	Have the above requirements been met, and all Workday errors or alerts been addressed? 
☐ The CCM will review the funding/budget, business purpose and general compliance with OSU policy. 
☐ Assign applicable WD worktags: ET102 capital asset tagged equipment (include in internal memo: custodian, asset description and location), AR1440 internal/AR1442 external for meals, and cost of sale.
☐	Verifies business meal guidelines are compliant and all alcohol and meal supporting documentation is attached per the Expenditure policy.
☐	Ad hoc additional approvers if required (College Finance Manager/SFO, OAA etc.).

	Service Center Rep (UNIV)
*Avg Process Time: 1 to 2 business days +
	☐ Respond to questions and advise departments on purchasing matters and unique/atypical scenarios. 
☐ Reviews the RQ# for compliance using all OSU policies for reference.
[bookmark: _Int_gSv19r2Q]☐	Will either “Approve” or “Send Back” when additional documentation or clarification is needed. Send back comments can be found in Process History. 

	Service Center Lead (UNIV)
*Avg Process Time: 1 to 2 business days +
	☐	Responds to questions and advises on purchasing matters and unique scenarios. 
☐	Reviews for accuracy and quality of the RQ entry. Ensures alignment with OSU policies and goals. Advises on atypical orders and investigates further accordingly.
[bookmark: _Int_nqdtvpMe]☐	Will either “Approve” or “Send Back” when additional documentation or clarification is needed. Send back comments can be found in Process History.


*Average Process Time depends on the complexity of your order and may also fluctuate due to fiscal year-end processing. Internal, Buckeye Buy and contracted supplier orders should be processed on average in one or two business days at the BSC. Non-contract requests have a varied processing time starting anywhere from 1 to 2 business days and beyond. For example, adding a new supplier can take up to 30+ days, terms and conditions also can take up to 30+ days. Please plan accordingly to avoid any potential exceptions. 

Helpful links
Workday: https://it.osu.edu/workday
OSU Policies: https://policies.osu.edu/ 
Administrative Resource Center (ARC): https://admin.resources.osu.edu/workday

ASC BSC 
BSC Procurement: https://ascintranet.osu.edu/business-services/procurement 
Ad Hoc Approval Cheat Sheet https://ascintranet.osu.edu/sites/default/files/2023-06/Ad%20Hoc%20Approval%20Cheat%20Sheets.pdf 
*Event statement examples: “Chair/Director will be in attendance, CCM will not attend” or “Chair & Associate Dean will attend”
Detailed guides
· Catering, Alcohol and Event Guidelines https://ascintranet.osu.edu/business-services/procurement#:~:text=Catering%2C%20Alcohol%20and%20Event%20Guidelines 
· ASC Guidelines for University Purchasing:  Priority consideration, Key Contracts, Preferred and Strategic contracts & Model agreements  https://ascintranet.osu.edu/business-services/procurement#:~:text=ASC%20Guidelines%20for%20University%20Purchasing 
· Filling out the Requisition Form:  Common requisition types, Memo’s, Good & Service lines,  https://ascintranet.osu.edu/business-services/procurement#:~:text=Filling%20out%20the%20Requisition%20Form 
· Independent Contractor Agreement (ICA):  Includes instructions and forms https://ascintranet.osu.edu/business-services/procurement#:~:text=Independent%20Contractor%20Agreements%20(ICA)%3A%20How%20to%20pay%20an%20individual%20via%20PO
· PO Closure Process  https://ascintranet.osu.edu/business-services/procurement#:~:text=PO-,Closure,-Process 
· Terms and conditions Approval https://ascintranet.osu.edu/business-services/procurement#:~:text=Terms%20and%20Conditions%20Approval 
· New External Supplier https://ascintranet.osu.edu/business-services/procurement#:~:text=New%20External%20Supplier%20in%20Workday%20to%20pay%20via%20PO
· Blanket Order https://ascintranet.osu.edu/business-services/procurement#:~:text=pay%20via%20PO-,Blanket,-PO 
· What is a good business purpose? https://ascintranet.osu.edu/business-services/faqs#:~:text=What%20is%20a%20good%20business%20purpose%3F
· 

Waiver documents 
FAQ: https://busfin.osu.edu/system/files/bid_waiver_process_guide_and_faq_accessible_format.pdf 
Waiver Instructions: https://busfin.osu.edu/sites/default/files/instructionsforwaiver.pdf 
Waiver form: https://busfin.osu.edu/sites/default/files/requestforwaiver.pdf

OSU Purchasing
OSU Purchasing/Contract book: https://busfin.osu.edu/buy-sell-travel/purchasing/find-supplier 
Procuring goods and services priority consideration: https://admin.resources.osu.edu/workday/workday-for-core-users-finance/procuring-goods-and-services?check_logged_in=1 
OSU Products and Services: Lists of various supply catalogs, Dry Ice, Gasses and Liquid Nitrogen ordering instructions.  https://busfin.osu.edu/buy-sell-travel/purchase-products/stores/products-and-services 
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