	☐ New	☐ Change	☐ Terminate All Routes
Agency___________________________________________
Employee Name___________________________________
A/B Number_______________________________________
Worksheet Completed By_____________________________
	C = Change
A = Add 	  D =Delete
N/A = Not Applicable
	Approval Routes 









	
	
	First Levels of Approval
	Final Level of Approvals

	
	
	A/B #
	First and Last Name
	Beginning $ amount that    needs approved bythis person(s)


	A/B #
	Agency
	Beginning $ amount that    needs approved bythis person(s)



	Doc Type
	Description
	
	
	
	
	
	
	

	Please follow this example:	

	OR
	
	C
	576602
576681

	Robert Taylor
Matthew Hansen
	$5
$10
	573072
576714

	SPB Purchasing
	$50,000

	Commodity

	OR
	
Requisition: Commodity or Request for Commodity Contract over $50,000
	
	
	
	
	573072
573073
576603
576714
	

SPB Front Desk
	$50,000
$50,000
$50,000
$50,000

	
	
	
	
	
	
	576602
576674
576681

	SPB Admin

	$50,001
$50,001
$50,001

	
OP
	
Purchase Order: Commodity (One Time Purchase)
	
	
	
	
	576602
576674
576681
	
SPB Admin

	$50,000

	OG
	Purchase Order: Commodity (from a Contract)
	
	
	
	
	Remains at Agency Level

	Cornhusker State Industries (CSI)

	OH
	Purchase Order: CSI Orders (routes through CSI)
	
	
	
	
	556168
556169
	DCS CSI Sales
	$5

	Services

	
O3
	Requisition: Services Contract (processed by the AGENCY routes through AS Materiel at $50,000)
	
	
	
	
	573072
573073
576603
576714
	

SPB Front Desk
	$50,000
$50,000
$50,000
$50,000

	
	
	
	
	
	
	576602
576674
576681

	SPB Admin

	$50,001
$50,001
$50,001

	
O5
	Requisition: Services Contract (processed by the STATE PURCHASING BUREAU)
	
	
	
	
	573072
573073
576603
576714
	
SPB Front Desk
	$5
$5
$5
$5

	
	
	
	
	
	
	576602
576674
576681
	SPB Admin

	$6
$6
$6

	Z6
	Requisition: Services Contract (exempt from review by AS Materiel based on Statutes 73-501 - 73-509)
	
	
	
	
	Remains at Agency Level

	O9
	Purchase Order: Service (from a Requisition, an RFP, or a Contract) (Use O6 for Computer
Hardware/Software from a Contract)
	
	
	
	
	Remains at Agency Level

	Z8
	Purchase Order: Service (2-way match process)
	
	
	
	
	Remains at Agency Level

	Restrictive Items: (See Open Market Authority Letter)

	OW
	Requisition: Orders that must go through State Purchasing Bureau 
	
	
	
	
	573072
573073
576603
576714
	SPB Front Desk
	$5

	
ON
	
Requisition: Computer Hardware & Software, Commodity & Service (routes through Office of the CIO and, possibly, AS Materiel)
	
	
	
	
	584891
584928  584929
2202336
	DAS IM Services

	$5


	
	
	
	
	
	
	573072
573073
576603
576714

	SPB Front Desk
	$50,000

	
	
	
	
	
	
	576602
576674
576681
	SPB Admin
	$50,001

	O6

	Purchase Order: Computer Hardware & Software from a Commodity or Service Contract
(Routes through Office of the CIO)
	
	
	
	
	584891
584928
584929
2202336
	DAS IM Services
	$5

	OT
	Requisition: Communications Equipment (routes through AS Communications)
	
	
	
	
	576616
1055876
1055877
1055878
1055879
	DAS Communications
	$5

	OI
	Requisition: Motor Vehicles (routes through AS TSB 
and possibly AS Materiel)
	
	
	
	
	1117661
	DAS TSB
	$5

	
	
	
	
	
	
	573072
573073
576603
576714
	SPB Front Desk
	$50,000

	OU
	Purchase Order: Motor Vehicles (from an existing contract) (routes through AS TSB)
	
	
	
	
	1117661
	DAS TSB
	$5

	OK
	Purchase Order: Exempt Motor Vehicles (from an existing contract) 
	
	
	
	
	Remains at Agency Level

	Exceptions :

	O8
	Requisition: Exception Request 
(See exception policy)
	
	
	
	
	573072
573073
576603
576714
	SPB Front Desk
	$5


	
	
	
	
	
	
	576602
576674
576681
576608
	SPB Admin
	$6

	ZO
	Purchase Order: Direct Purchase Authorization, Restrictive Item Approval, and Trade-ins with Purchase.
	
	
	
	
	Remains at Agency Level




	Authorized Agents, please submit the completed Approval Route Worksheet via Service Portal Help Desk Ticket at https://serviceportal.ne.gov/

Find the below option within the “Service Catalog”
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