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StartStart
OPC ensures an approved and valid 
purchase requisition is in the ERP 

system.

OPC ensures an approved and valid 
purchase requisition is in the ERP 

system.
Approved and Valid?Approved and Valid?

No
Must obtain waiver from Chief 

Procurement Officer and/or Board 
Executive Committee Approval (if 

applicable).

Must obtain waiver from Chief 
Procurement Officer and/or Board 
Executive Committee Approval (if 

applicable).

Yes

Contract and supporting documentation 
is submitted in CMS in accordance with 

OGC Submission Requirements.

Contract and supporting documentation 
is submitted in CMS in accordance with 

OGC Submission Requirements.

OPC assigns a contract number and 
reviews the submitted documentation 
with input from AU, vendor, OGC, and 

Finance for conflicts and business 
considerations.

OPC assigns a contract number and 
reviews the submitted documentation 
with input from AU, vendor, OGC, and 

Finance for conflicts and business 
considerations.

Contract covered by University 
Standard Contract Template?
Contract covered by University 
Standard Contract Template?

OPC submits contract and supporting 
documentation for legal review to OGC 

within CMS.

OPC submits contract and supporting 
documentation for legal review to OGC 

within CMS.
No

•OPC requests the execution of the 
contract from an authorized contract 
signer unless authorized by the CFO, 
President, or CPO.

•OPC requests the execution of the 
contract from an authorized contract 
signer unless authorized by the CFO, 
President, or CPO.

OGC sends the agreement with the legal 
efficiency memo to OPC via CMS.

OGC sends the agreement with the legal 
efficiency memo to OPC via CMS.

OGC approves 
contract?

OGC approves 
contract?

No

Yes

OPC attaches coversheet to the 
document 

OPC attaches coversheet to the 
document 

OPC encumbers funds with the issuance 
of a purchase order for each eligible 

contract which obligates the University.

OPC encumbers funds with the issuance 
of a purchase order for each eligible 

contract which obligates the University.

Executed agreement valued at 
$100K or more?

Executed agreement valued at 
$100K or more?

Yes
OPC will forward all executed 

agreements to the Controller's Office for 
approval.

OPC will forward all executed 
agreements to the Controller's Office for 

approval.

Approved?Approved?

No

Executed contract and supporting 
documentation is tracked and stored 

in CMS and OPC's Contracts 
Repository

Executed contract and supporting 
documentation is tracked and stored 

in CMS and OPC's Contracts 
Repository

EndEndYes

No

Key:
OGC - Office of General Counsel
OPC - Office of Procurement
CPO - Chief Procurement Officer
CMS - Contract Management System
AU - Accountable Unit

• Key Control

Key:
OGC - Office of General Counsel
OPC - Office of Procurement
CPO - Chief Procurement Officer
CMS - Contract Management System
AU - Accountable Unit

• Key Control

Yes
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