Yes

Contract is
entered in
ESM

Non-
compete
section
completed

Contract is submitted
in ESM

UTFI Contracts Process

No

Is the payable amount more than

$10,0007?

Is the document a
banquet event
order, quote,
estimate, etc.

Does the vendor
require a
signature?

Contract is entered
and submitted in
ESM

Send to contracts
office to determine if
contract process is
necessary

If deposit or prepay
is required,
complete a memo to
be approved by CFO

No
‘ Will the vendor

direct bill?

Department can
coordinate this
agreement
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