
QUOTE/PURCHASE REQUISITION/ORDER APPROVAL ROUTING 
 

  Quote & BASIC REQUISITION (based on School Site) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

REQUISITION ROUTING (based on School Site) 
 
 
 
 

Requisition 
created in QCC 
by school/dept 

Principal / Mgr. 
approves 

Elem/Sec Education 
(Secretary approves) 

If requisition 
is for Books, 
Instructional 
Materials 
 

School/Dept. 
Principal/Manager 
Elem/Sec Educ. Secretary 
Elem/Sec Educ. Director 
Coordinator Instr. Materials 
Ed Services >2K (if needed)  
Accounting 
Business 
Purchasing 

Purchasing audits and processes into 
PO and sends to vendors / original 
requestor / AP 

Elem/Sec Education 
(Director approves) 

Accountant 
approves 

Business APPROVAL (based on $$) 
Budget Manager (<3) 
Fiscal Services Dir (>3) 
CBO (>10K) 

If requisition 
is for 
Technology  

School/Dept. 
Principal/Manager 
Instr. Mat/Tech (school only) 
Elem/Sec Educ. Secretary 
Elem/Sec Educ. Director 
Ed Services >2K (if needed) 
Tech >5K 
Accounting 
Business 
Purchasing 

If requisition is 
for Contract or 
Agreement 
(5830) 

School/Dept. 
Principal/Manager 
Risk  
Elem/Sec Educ. Secretary 
Elem/Sec Educ. Director 
Ed Services >2K (if needed) 
Accounting 
Business 
Purchasing 
Contract signature from Supt or 
CBO 

If requisition is 
for Categorical 
funds 

School/Dept. 
Principal/Manager 
Risk (if object code 56xx or 58xx) 
Instr. Mat/Tech (school only) 
Elem/Sec Educ. Secretary 
Elem/Sec Educ. Director 
Ed Services >2 (if needed) 
EL TECH 
DIRTARGETED 
Accounting 
Business 
Purchasing 

If requisition 
is for CTE  

School/Dept. 
CTE  
Accounting 
Business 
Purchasing 

ROUTING of a Requisition can 
be driven by any of the below: 
 
Object Code 
Resource Code 
Cost Center 
Site 

Routing of a Requisition from a 
Department (Nutrition, Maintenance, 
Transportation, Business, HR, etc.) is 
outlined below: 
 

Dept Requestor 
Manager/Director 
Risk (56xx or 58xx object code) 
Accounting 
Business 
Purchasing 

Quote 
Approval 
Obtained 


