
ê

ê

*** Alternatives

ê
1. P- Card
2. Amount Based
PO

Yes No
Yes No Yes No Yes No

ê

Yes No Yes No

ê ê

Include business 
justification with 
backup and fill 
out the Adhoc 
Approver 
Section. 
Complete M&E 
form.

Complete 
M&E 
Payment 
Request Form 

Yes No

Fill out the Adhoc 
Approver Section 
in BearBuy & 
assign cart to AFO

Assgn Cart To 
AFO; no 
additional action 
needed

Yes

Yes No
ê ê

Supplemental Form

ê ê

IMPORTANT NOTES/REMINDERS:

�Supplemental Form to be submitted directly to AFO; AFO will forward to COAP
�It is the REQUESTER'S responsibility to monitor the PO and submit the Supplemental Form with the invoice and supporting 
documents to the AFO for payment processing 

Regular/Final PaymentSupplemental Form

Events

Other M&E*  = expenses related to meeting & entertainment events 
that is not  the venue or catering; examples:  bus tours or bus 
transportation and boat dinner cruises.  Contracts will be required 
for most of these expenses and may be subject to exceptional 
expense approval, as well as, SCM and Risk Management 
review/approval prior to PO issuance.  In some cases, waivers are 
required.  Allow for ample time for such requests.

ê

Fill out the Adhoc 
Approver Section 
in BearBuy & 
assign cart to AFO

ê

Regular/Final 
Payment

ê ê

í î

ê ê

ê

Exceptional Expense

í î

Catering (off-campus)

ATG *** Contract      (see 
yellow box below)

No Contract

êê

Catering   
(on-campus)

Exceptional Expense ?

ê

Fill out the 
Adhoc 
Approver 
Section in 
BearBuy & 
assign cart to 
AFO

Assign the 
cart to AFO

Assign the 
cart To AFO

ê

í î

í îí î

Facilty Rental Form

Exceptional Expense?

Fill out the Adhoc 
Approver Section in 
BearBuy, include 
business justification, 
& assign cart to AFO

Assign the 
cart to AFO

ê

ê

ê
Facility Rental Only   

(Contract)

Facilty Rental Form Amount-Based PO

Other M&E*   
(read below BEFORE proceeding)

ê ê

ê ê
Facility Rental + Catering   

(Contract)

Exceptional Expense?

Assign the 
cart to AFO

Fill out the Adhoc 
Approver Section in 
BearBuy& assign cart 
to AFO

ê

Facilty Rental Form

Exceptional Expense?

í î

ê

ê

í î

ê

Fill out the Adhoc 
Approver Section in 
BearBuy & assign 
cart to AFO

Assign the 
cart to AFO

Exceptional Expense

ê

Purchase Order is created

Meeting & Entertainment 
Payment Request Form

ê

Purchase Order is created

ê

ê

ê

Is a deposit required?

í î

Assign cart to AFO

Exceptional Expense?

ê

ê

Is a deposit required?

No

Send Supplemental Form & Invoice to 
AFO

AFO reviews and sends to AP (if exceptional or final, to SOM DO)

êSend Supplemental Form & Invoice to AFO

ê

AFO reviews and sends to AP (if exceptional and final payment, to SOM DO)


