
OSI Business Center
7LPHOLQH & PXUFKDVLQJ

1.)  PXUFKDVH IRU events must have D FRPSOHWHG & DSSURYHG EYHQW 5HTXHVW.
2.) 7LPHOLQH VWDUWV DW WLPH RI Expenditure Request VXEPLVVLRQ LQWR CDWOLIH.
3.) :KHQ SXUFKDVH LV IRU IRRG, D SDUWLFLSDQW OLVW ZLWK WKH DJHQGD/IO\HU PXVW EH WXUQHG LQ ZLWKLQ 2 GD\V RI WKH HYHQW.

Type of Purchase: Timeline need to process: Next Steps:

DHFOLQLQJ BDODQFH CDUG 5HTXHVW 5-7 EXVLQHVV GD\V 6XEPLW E[SHQGLWXUH 5HTXHVW RQ CDWOLIH; CRQWDFW O6I IURQW GHVN
WR DUUDQJH GDWH & WLPH RI SLFN XS (RVLIURQWGHVN@XFPHUFHG.HGX)

PURFXUHPHQW CDUG 5-7 EXVLQHVV GD\V 6XEPLW E[SHQGLWXUH 5HTXHVW RQ CDWOLIH; CRRUGLQDWH D GDWH DQG
WLPH (EHWZHHQ 8-5 PM) ZLWK CDWULQD PDUU
(FSDUU-DEXQGL]@XFPHUFHG.HGX)  WR SURFHVV SD\PHQW.

PXUFKDVH OUGHU 5 EXVLQHVV GD\V 6XEPLW D PXUFKDVH OUGHU UHTXHVW; IQFOXGH WKH HVWLPDWH/ TXRWH
IRU VXEPLVVLRQ.

PXUFKDVH 5HTXHVW LQYROYLQJ FDPSXV UHFKDUJH XQLWV, FDWHULQJ,
ERRNVWRUH. 5HFUHDWLRQ DQG 7AP6

5-10 EXVLQHVV GD\V 6XEPLW E[SHQGLWXUH 5HTXHVW RQ CDWOLIH; AIWHU DSSURYDO, FRQWDFW
WKH O6I BXVLQHVV CHQWHU IRU IXUWKHU LQVWUXFWLRQV (VDPH IURQW
GHVN HPDLO). .

PXUFKDVH 5HTXHVW IRU 7UDYHO  5HLPEXUVHPHQWV 6XEPLW QR ODWHU WKDQ 3 ZHHNV RI WUDYHO 6XEPLW 5HLPEXUVHPHQW 5HTXHVW RQ FDWOLIH; BULQJ RULJLQDO
UHFHLSWV WR O6I BXVLQHVV CHQWHU (GUDQLWH 166);  5HFHLSWV PXVW
EH LWHPL]HG DQG PLOHDJH FODLPV PXVW KDYH PLOHDJH SULQWRXW.

PXUFKDVH 5HTXHVW IRU NRQ-7UDYHO  5HLPEXUVHPHQWV 6XEPLW QR ODWHU WKDQ 2 ZHHNV DIWHU SXUFKDVH 6XEPLW 5HLPEXUVHPHQW 5HTXHVW RQ FDWOLIH; BULQJ RULJLQDO
UHFHLSWV WR O6I BXVLQHVV CHQWHU (GUDQLWH 166).

If possible, please check with OSI before using \our own mone\ as we
ma\ have a better wa\ to purchase. An\ reimbursement over $200.00
must be pre-approved.

PXUFKDVH 5HTXHVW IRU 9HKLFOH 5HQWDO RU BXV 2-3 ZHHNV DULYHUV PXVW ILUVW EH SUH-DSSURYHG WKURXJK WDSV; 6XEPLW D9M
SXOO, VWXGHQW DXWKRUL]DWLRQ IRUP, DQG FRS\ RI DL WR 7AP6;
6XEPLW PO UHTXHVW RQ FDWOLIH DQG ILOO RXW YHKLFOH UHQWDO LQIR
VKHHW.

PXUFKDVH 5HTXHVW IRU SHUIRUPHUV, VSHDNHUV RU IDFXOWLHV WKDW
UHTXLUH D FRQWUDFW DJUHHPHQW

4-6 ZHHNV 6XEPLW E[SHQGLWXUH 5HTXHVW RQ CDWOLIH; 6FKHGXOH D PHHWLQJ
ZLWK CDWULQD PDUU IRU IXUWKHU LQVWUXFWLRQV.

PXUFKDVH 5HTXHVW IRU KRWHO URRPV 4 ZHHNV 6XEPLW E[SHQGLWXUH 5HTXHVW RQ CDWOLIH; FLOO RXW WKH GURXS
LRGJLQJ FRUP.

PXUFKDVH 5HTXHVW IRU IOLJKWV 5 ZHHNV 6XEPLW E[SHQGLWXUH 5HTXHVW RQ CDWOLIH; FLOO RXW WKH FOLJKW
5HTXHVW LQIR VKHHW.
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