
Is single 
purchase 
$5,000 or 

more?

Is the item on 
state contract?

Is spend to 
supplier $5,000 

or more in 
current FY?

Is item on state 
contract?

Is purchase a 
KSA 75-3739 

Prior 
Authorization 

(PA)?

This is a bid event. Do the 
following:

Enter Purchase Requisition in 
SMART with no Supplier ID

Check RFQ Required 
Checkbox

Attach specifications & 
bidder list to line level 
comments (DO NOT attach at 
Header level)

Submit to OPC for further 
processing

Enter Purchase Requisition in 
SMART

Attach completed PA & all 
supporting documentation to 
the line level comments

Enter correct PA type (See PA 
Form and instructions at 
http://admin.ks.gov/offices/
procurement-and-contracts/
procurement-forms )

Submit for OPC approval

Enter Purchase 
Requisition and 
appropriate 
contract # in 
Contract ID field 
in SMART

(No OPC  approval 
required)

Contact OPC for 
further 
instructions

Create Purchase 
Requisition

(No OPC approval 
required)
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Contact Information:

Department of Administration
Office of Procurement and Contracts (OPC)
900 SW Jackson St. Room 451; Topeka, KS 66612 
Phone: 785/296-2376; Fax: 785/296-7240
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