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TITLE: Requisition Processing
Conference Registration

L. Purpose
The purpose of this guidelineisto define a procedure for submittingarequisitionfora
conference registration.

II. Procedure
Registrations for conferences can be paid for with your State issued procurement card. Whena
department cannot use their procurement card, fees need to be paid with a requisition.
Departments need to complete registration forms and send to the vendor noting that purchase
order(preferred method)or “Check to Follow”. Completed forms must be sentto the Purchasing
Department with the requisition.

Travel authorizations for the conferences should be sent to the Accounting Department.

Request for vehicles should be sent to University Services.



