
Contract Request (ex. 12345678) Contract Record (ex. 2021-123456-ABC-PRO)

D
ep

ar
tm

en
ts

P
ro

cu
re

m
e

n
t

Su
p

p
lie

r

Contract Workflow Process

Contract 
Request is 

created 
(by requestor)

Contract Manager 
reviews & 
approves 

Contract Request

Contract Manager 
adds required  

information and begins 
an Internal Review

Round for Department 
Approving Officer.

Contract routes 
to a Contract 

Facilitator who 
manages the 

External Review 
with Supplier

Once Supplier 
approves, the 

Contract 
Facilitator pushes 
the Contract into 

Signature 
Workflow

Approving Officer 
reviews and 

approves contract 
via Internal 

Review

Supplier(s) review 
and approve 
contract via 

External Review

Contract 
goes out for 
signatures 
(DocuSign)

The signed & 
Executed 

contract is
attached to the
Contract Record 
and the process 

is complete. 

Contract 
Request 

“flips” and  
becomes a 
Contract 
Record


