
Department creates requisition, attaches 
supporting documents, quotes, invoices, etc. 

and cites on the requisition "exempt 
purchase, pursuant to APM Section A8.220, 

Exemption No. 22" 
For purchases >= $2,500 complete the 

OPRPM Form 95

Approving authority signs off and approves 
requisition and OPRPM Form 95 if 

applicable

Departmental fiscal office reviews and 
approves requisition, OPRPM Form 95 and 
supporting documents, ensures the APM 

exemption is cited and transfers requisition 
to PO, makes edits and submits PO online

Fiscal office submits the hard copy draft PO 
with the signed requisition and supporting 

documents to Office of Risk Management for 
review

Office of Risk Management performs review 
and forwards to either the Office of Risk 

Management FO or OPRPM

Office of Risk Management FO reviews & 
approves PO if the PO is less than $25,000

Final PO is printed and signed and returned 
to requesting unit

For POs reviewed by OPRPM, OPRPM will 
send out vendor copy and return FO copy to 

requesting unit

OPRPM reviews and approves the PO if 
greater than or equal to $25,000

POs < $25,000 POs >= $25,000
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