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Select the Correct Purchase Order Document

This Purchase Order Document Selection Guide provides an overview of the factors to explore before
selecting the correct purchase order document. Follow the flow chart to help you determine which type of
document fits the purchasing transaction.
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Receiveapproved Entered against an APK contract
purchase request form
MWK |—» Entered against an MWK contract
KEO Entered against all other ‘encumbering contacts”:
— [ASK, EAK, GRK, IAK, JPK, LDK, LSK, PPK, PTK, RWK)
CEQ * Entered against contract related contract (e.g., BBC, OCC, RWC)

CRO —p Entered against AGC, ASC, IAC, IPC, PPC, SAC, 5CC and 55C contracts

|

Entered against M5C contract

MSO

BPC —* Blanket against AGC, ASC, IAC, JPC, PPC, SAC, 5CC and 55C contract

BPA » Blanket to one vendor
Blanket or > BPM | —™ Blanket to multiple vendors (using PLACEHOLDER vendor)
emergency?
> EMR = Emergency Purchases
> DPOD —_ ALP-related DPQ =< 510,000
No
_h'l FPO |_"| ALP-related Field PO =<55.000
Yes l —e 550 —_— Single Source Purchase Orders
ePro OMR RMO > Real Estate Remodel PO between $2,500.01 and $8,000.00
L
Strategic Sourcing » POR |—®» Formally Bid PO

NOTE: ALP refers to Authority for Local Purchase, which is a procurement certification process for agency
buyers.

l1|Page-Quick Reference Guide



	QUICK REFERENCE GUIDE
	SELECT THE CORRECT PURCHASE ORDER DOCUMENT
	October 31, 2015
	Select the Correct Purchase Order Document



