
Requisitions for Services 

 

1. In the Purchases app, under Actions, select Request Non-Catalog Items. 
2. On the initial screen, choose a Requisition Type from the drop-down menu. 
3. Your default Worktags are populated. Make changes if necessary; otherwise, select OK. 
4. On the next screen, select Request Service to start your line item. 

5. In the Description field, include specific details of the services to be provided. 
❌ “blanket for shredding” 
✔ “Secure off-site shredding for SF Purchasing Office, weekly pickup from room F-42, 
    invoiced monthly, per agreement #12345” 

6. Select the Spend Category, Supplier, and Start/End Dates. All service requisitions 
require start and end dates, even if this is the same date. 

7. Add the Extended Amount. This is the total cost, even if there will be multiple payments.  
8. The Memo line is optional; there is another internal memo at checkout. 
9. Select Add to Cart. The line will move to your cart and a new line will appear. When all 

lines are added, use the cart icon in the upper right corner to select Checkout. 
10. On the checkout screen, in the Memo to Supplier, include any notes you want to appear 

on the purchase order. 
11. The Internal Memo field is optional and can be used for your own reference. 
12. In the Attachments field, upload any document(s) that corresponds with this service. 
13. You can Submit the requisition, Save for Later, or Cancel. 

Notes 
Requisition Types 

• Bid/RFP/ITN (for formally bid contracts) 
• Contract – Board of Trustees 
• Contract – Personal Professional Services 
• Contract – State or Cooperative 
• Contract – Vendor  
• Exempt (purchases that are exempt from quotes) 
• Open Purchase (most regular purchases) 
• Quotes 
• Sole Source 



Descriptions 
The purchase order must include enough details to match it with the corresponding supplier 
document. If there is an agreement, rental form, etc., you must reference it in the description 
and attach it to the requisition. Their document plus our PO comprises the legal agreement. 

Contracts 
NO ONE is authorized to sign ANY contract, agreement, terms/conditions, etc. on behalf of 
the college. Forward all such documents to the Purchasing Director. Some contracts may 
also need to be reviewed by Legal Services. Do not permit any services to begin before the 
contract has been signed and the purchase order issued. 

BPOs for Goods 
Blanket purchase orders are intended to pay for recurring services, as described above. They 
are intended for maintenance contracts, utilities, rentals, and so on. With the exception of 
Mister Paper and Staples, do not create a BPO for goods without prior approval. See the Job 
Aid for Blanket Purchase Orders for Goods for more information. 
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