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Historically, they haven’t been close to warrant action. 

Contracts
Typical processing 
time: 30+ business 
days

Purchasing
Typical processing 
time: 1-3 business 
days

Invoicing
Typical processing 
time: 1-3 business 
days

Supplier
Typical processing 
time: 1-3 business 
days

Supplier Request 
Submitted

Supplier Registration Review/Approvals Supplier Activated

Contract Request 
Submitted

Contract Terms Reviewed & 
Negotiated Contract Approvals & Signature Contract Executed

Requisition 
Submitted

Approvals Requisition Processed Purchase Order Distributed

Payment DistributedPO, Receipt, and Invoice MatchedApprovalsInvoice 
Created



Additional Considerations

Ensure submissions are 
complete with all 
required information to 
avoid processing delays. 

Processing times may 
vary depending on 
required approvals from 
university stakeholders. 

Processing time 
dependent on supplier’s 
completion of 
registration. 

New software contracts 
take at least 90-120 days. 

Processing time 
dependent on contract 
and budget approval. 

Once invoice processing 
is complete, payment will 
be distributed based on 
vendor payment 
terms/due date. 
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