One Time Purchase Process
1. Decide if it’s a grant, contract, addendum, MOU, or one time purchase.
a. If grant/contract/addendum, please see “Contract Process” document.
b. If MOU, please reach out to the Contracts team.
2. Vendor is selected through a procurement method. (See Purchasing Info & Procurement Methods document to help decide which is best to use for the purchase being made & the steps for each method.)
3. Requestor needs to ensure vendor is registered with the state and registered as a bidder.
a. If yes, look up supplier information or reach out to Procurement for the information
b. If not, send vendor W9 and Direct Deposit forms. Once returned, program should forward to suppliers@comptroller.in.gov. Once in the system, the vendor will then need to register as a bidder using this link: It should only take about 10 minutes of their time. https://fs.gmis.in.gov/psc/guest/SUPPLIER/ERP/c/NUI_FRAMEWORK.PT_LANDINGPAGE.GBL The website below provides instructional videos on how to register if they are having any problems: https://www.in.gov/idoa/procurement/supplier-resource-center/requirements-to-do-business-with-the-state/bidder-profile-registration/.
4. The requester submits the procurement method, funding, and quote to Alex Stultz.
5. Purchasing team creates a requisition in PeopleSoft. If it is valid, it routes for approval to:
a. Accountant
b. Controller
c. Division Director
d. If purchase is over $75K, it will also route for State Budget Agency (SBA) approval. 
6. Once the REQ is approved, the purchasing team creates the PO and it is routed to:
a. Accountant
b. IDOA
7. Once approved, Procurement runs budget check and dispatches PO.
a. If in error, PO will not be able to be dispatched until valid.
8. The PO is then sent to the requestor who can then send it to the vendor for use. 
a. The PO# should be included when the vendor submits the invoice so that it is able to be paid. 
