
Need for Goods or Services 
Realized

Is total 
cost under 

$10,000?

Submit requisition for PO

NoYes

Does a 
contract

need to be 
signed?

Yes

No
Contract entered into Munis 

by department

Execute contract via 
DocuSign

Purchasing and Corp Counsel 
review contract

Will a P-
Card be 
used to 

purchase?

Yes

Make Purchase

No

Contact purchasing to discuss 
competetive process/Develop 
RFP/RFB draft

Competetive process used. 
RFP/RFB/RFQ. 2 week minimum 
open.

Contract entered into 
Munis by department

Was bid 
awarded 

to vendor?
NoYes

Execute contract via 
DocuSign

Purchasing and Corp
Counsel review contract

Committee or board 
approval if necessary

Contract approved via 
Munis workflow

Contract approved via Munis 
workflow


