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TODAY’S TRAINING ROADMAP

1. What is a requisition and why is it important?

2. How to use Core-CT e-Procurement module

3. OPM/Budget review and approval process

4. OPM/Finance review and approval process

6. Questions and answers



WHAT IS A REQUISITION?

FORMAL ENTRY IN CORE TO INITIATE A 
TRANSACTION ASSOCIATED WITH A POS OR 
PSA

• Submissions required for RFPs, new contracts, and 

amendments

• Documents the approval process to demonstrate 

compliance with agency and statutory requirements

• Ensure financial system has up-to-date information



WHY DOES OPM REVIEW 
REQUISITIONS?

• Budget

• Ensure request is supported by state 

budget/available additional funds

• Ensure consistency with executive and legislative 

policy

• Finance

• Ensure proper procurement procedures are 

followed

• Ensure contracting activity is reasonable – data 

reported on annually



USING THE CORE-CT E-
PROCUREMENT MODULE

FOR POS AND PSA



STEP 1: DEFINE THE 
REQUISTION

• PSA Details

• Line Details

• Shipping is defaulted

• Chartfields can be defaulted



STEP 2: ADD ePRO 
SERVICES

• Service description

• Value of service

• Supplier

• Start and end dates



STEP 3: SAVE AND SUBMIT

• Shopping cart checkout

• Review and submit

• Save and submit



JOB AIDS

Link: https://www.core-
ct.state.ct.us/financials/epro/Default.
htm

https://www.core-ct.state.ct.us/financials/epro/Default.htm


MORE HELP

Link: https://www.core-
ct.state.ct.us/help.html



OPM/BUDGET REVIEW 
PROCESS

FOR POS AND PSA



OPM/BUDGET REVIEW PROCESS
Determine requisition type

Identify vendor, funding source (Fund/Class), term

Verify amounts are consistent across requisition

Compare amounts to current/prior year financial documents

Follow up with agency 

Analyst  Section Director OPM/Finance



HOW TO ENSURE QUICK APPROVAL

OPM/Budget

• Clear introductory sentence explaining purpose for 
request.

• Amounts listed by FY, Fund/Class in comments

• Analyst regularly receives source financial 
documents

• Advance contact on significant requests

• Vendor name included in requisition name to 
facilitate searches



QUICK APPROVAL – OPM BUDGET



OPM/FINANCE REVIEW 
PROCESS

FOR POS AND PSA



OPM/FINANCE REVIEW PROCESS
Review requisition type and justification

Review POS/PSA details and any comments and attachments

Compare request with agency procurement plan

Compare amounts to current/prior year spend

Ensure correct approval process was followed

If the request is over $1 million, Kimberly Kennison must approve



HOW TO ENSURE QUICK APPROVAL

OPM/Finance

• Avoid acronyms and department-specific language –

assume I don’t know anything about your program

• Use the priority line to indicate urgency

• Do not request amendments for contracts that have already 

expired

• Provide MORE information in the waiver justification box –

do not repeat the text of the waiver code

• Attach comments or additional documents to provide 

further information

• Provide explanation for significant increases in funding



QUICK APPROVAL – OPM FINANCE



QUICK APPROVAL – OPM FINANCE



WHEN DO WE “HOLD” A 
REQUISITION?

• Budget

• Follow-up questions

• Pending determination of funding availability

• Policy implications under consideration

• Finance

• Questions about funding or program

• Concerns about non-competitive procurement

• Errors in the requisition



ADDITIONAL RESOURCES

Job Aids

Core Help Page

List of budget 
analysts by agency

OPM Finance 
Training materials

Core CT OPM/Budget OPM/Finance

https://www.core-ct.state.ct.us/financials/Default.htm
https://www.core-ct.state.ct.us/help.html
https://portal.ct.gov/-/media/OPM/Budget/Staff/Budget-Div-Assignments-eff-2-12-21.pdf
https://portal.ct.gov/OPM/Fin-PSA/Standards/PSA-POS-Procurement-Standards


QUESTIONS AND ANSWERS



THANK YOU! 
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