
MOU/CONTRACT 

REQUISITIONS: 

Purchasing Services 

(from Agencies and 

Independent 

Contractors)

Requestor/BA creates MOU 
or ICA and sends to 

Contractor to sign and submit 
documents.

Requestor/BA sends 
packet to special 
budget department 

for approval.

Contractor returns 
completed packet to 

Requestor/BA.

Contract over 
$100K?

Purchasing Department 

sends PO to Vendor and 

copies to Site and AP.

BSEP, State and 
Federal, or special 
budget code?

Contract over 
$10K?

Purchasing processes 
requisition and creates 

Purchase Order. 

Requestor/BA completes 
and signs Requisition per 
MOU/ICA Best Practices 
and attaches MOU and 

documents.

Purchasing 
obtains Board 
approval for 
contracts over 

$10K.

Approved requisition 
and contract are 

forwarded to Business 
Svcs for Deputy 
Superintendent to 
review and sign.

Special budget 
department obtains 
Board approval and 

Deputy 
Superintendent’s 

signature.

Approved contract 

and requisition are

forwarded to 

Purchasing.
No

Yes


