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Review Process for Non-IT Purchasing Contracts

Bpartments enter contract review regests directly into Footprintswhere Purchasing Services’
Contract Analyst conducs the review. Purchasing generally needs two to four weekto review and
approve a new pending contract,based on the volume of incoming contracts and the general
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Click SAVE. If any required fields are incomplete, an error message will appear requesting the field(s) be
completed before proceeding and clicking SAVE.

Once saved,
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