Approval Route Request Guide

The example below is exactly how to complete section 1 of the request form. It is simply listing the Doc Type and what is happening to it.
Add any comments that the requestor wants to provide.

Add = Approval Route for that Doc Type doesn’t exist currently
Change = Approval Route for that Doc Type exists but needs modified
Delete = Approval Route for that Doc Type exists but needs deleted

	[bookmark: _Hlk199398944]Doc Type
	Type of Request
	Comments (If Applicable)

	OG
	Add
	

	OP
	Change
	

	O9
	Delete
	



The following information is guidance on completing section 2 of the request form.

If specific dollar amounts are not needed for approval routes, then please specify the approval level of each approver being added or deleted from a level.  SPB will associate levels with a corresponding dollar amount.

1st Level = $1
2nd Level = $2
3rd Level = $3
4th Level = $4

Agencies can request up to 4 different levels for approval routing. Agencies can list multiple approvers in the same level to cover down for absences, etc. 

The example below shows adding two approvers to the 1st level of a user’s approval route for OG doc type as well as removing one approver from the route.
	First & Last Name of Approver
	A/B Number
	Doc Type
	Level of Approval or $ Amount
	Type of request

	John Doe
	123456
	OG
	1st Level 
	Add

	Jane Doe
	654321
	OG
	1st Level
	Delete

	Bob Smith
	333444
	OG
	1st Level
	Add



Agencies can also request approvers to be set up by specific dollar amounts. However, if a requested dollar amount exceeds the SPB amount allowed for routing purposes, SPB will connect with the Authorized Agent to discuss adjustments. 

The example below shows adding multiple approvers at different spending thresholds. Since the limit for OP is $49,999 agencies can add higher levels of approvals if preferred.
	First & Last Name of Approver
	A/B Number
	Doc Type
	Level of Approval or $ Amount
	Type of request

	Bob Smith
	333444
	OP
	$10000
	Add

	John Doe
	123456
	OP
	$10000
	Add

	Jane Doe
	654321
	OP
	$25000
	Add



The example below shows adding two approvers to different dollar amounts of a user’s approval route for OG doc type as well as removing one approver from the route.
	First & Last Name of Approver
	A/B Number
	Doc Type
	Level of Approval or $ Amount
	Type of request

	Bob Smith
	333444
	O9
	$1
	Add

	John Doe
	123456
	O9
	$5
	Delete

	Jane Doe
	654321
	O9
	$5
	Add



	Authorized Agents, please submit the completed Approval Route Request via email to as.materielpurchasing@nebraska.gov




	Doc Type
	Description
	Maximum Allowed Dollar Amount For Approvers

	Pre-Requisition

	O7
	Pre-Requisition: Request That Can Be Converted Into Multiple Different Requisition Types
	Unlimited*

	Commodity

	OR
	Requisition: Commodity or Request for Commodity Contract
	$49,999

	Z5
	Requisition: Commodity Contract (exempt from review by AS Materiel)
	Unlimited*

	OP
	Purchase Order: Commodity (One Time Purchase)
	$49,999

	OG
	Purchase Order: Commodity (from a Contract)
	Unlimited*

	OH
	Purchase Order: CSI Orders (routes through CSI)
	Unlimited*

	CC
	Contract: Agency Commodity Contract
	Unlimited*

	Service

	O3
	Requisition: Services (processed by the AGENCY)
	$49,999

	O5
	Requisition: Services (processed by the STATE PURCHASING BUREAU)
	$4

	Z6
	Requisition: Services Contract (exempt from review by AS Materiel)
	Unlimited*

	O9
	Purchase Order: Service (from a Contract) 
(Use O6 for Computer Hardware/Software from a Contract)
	Unlimited*

	OM
	Purchase Order: Service (from a Requisition, an RFP, or direct entry) 
	$49,999

	Z8
	Purchase Order: Service (2-way match process) (from a contract)
	Unlimited*

	Z9
	Purchase Order: Service (2-way match process)
(from a Requisition, an RFP, or direct entry)
	$49,999

	O4
	Contract: Agency Service Contract
	Unlimited*

	Restrictive Commodity or Service

	OW
	Requisition: Orders that must go through the State Purchasing Bureau 
	$4

	ON
	Requisition: Computer Hardware & Software, Commodity & Service 
(routes through Office of the CIO and, possibly, AS Materiel)
	$49,999

	O6
	Purchase Order: Computer Hardware & Software from a Commodity or Service Contract
(Routes through Office of the CIO)
	Unlimited*

	OT
	Requisition: Communications Equipment 
(routes through AS Communications)
	Unlimited*

	OI
	Requisition: Motor Vehicles 
(routes through AS TSB and possibly AS Materiel)
	$49,999

	OU
	Purchase Order: Motor Vehicles (from an existing contract) 
(routes through AS TSB)
	Unlimited*

	OK
	Purchase Order: Exempt Motor Vehicles (from an existing contract) 
	Unlimited*

	Exception

	O8
	Requisition: Exception Request (See exception policy)
	$4

	ZO
	Purchase Order: Direct Purchase Authorization, Restrictive Item Approval, and Trade-ins with Purchase.
	Unlimited*

	Inventory Purchasing

	ZH
	Purchase Order: Commodity Warehouse Order from Inventory (Internal)
	Unlimited*

	ZP
	Purchase Order: Commodity Inventory 
	$49,999

	ZG
	Purchase Order: Commodity Inventory (from existing contract)
	Unlimited*

	ZR
	Requisition: Commodity Inventory 
	$49,999

	OJ
	Requisition: Commodity Inventory (from existing contract)
	Unlimited*

	ZC
	Contract: Commodity Inventory (from existing contract)
	Unlimited*

	Capital Projects

	X3
	Purchase Orders: Capital Projects – 309
	Unlimited*

	X6
	Purchase Orders: Capital Projects – One Year
	Unlimited*

	X7
	Purchase Orders: Capital Projects – Multi Year
	Unlimited*

	Grants

	Y3
	Contract: Grants/Subaward
	Unlimited*

	Y4
	Purchase Orders: Grants – 3-way Voucher Match (from existing contract)
	Unlimited*

	Y5
	Purchase Orders: Grants – 2-way Voucher Match (from existing contract)
	Unlimited*

	Y6
	Purchase Orders: Grants – 3-way Voucher Match
	Unlimited*

	Y7
	Purchase Orders: Grants – 2-way Voucher Match
	Unlimited*



*Unlimited means the approval route remains at the agency level and doesn’t route to SPB
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