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No 
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Create a 
requisition 
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(connect to 

supplier website). 
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I 
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Create a requisition for 
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Create a 

requisition 
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services/one time 
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Work directly with supplier. Once 
services are rendered and invoice is 

received, create Supplier Invoice 
Request, OR, verify procurement card 

transaction if paid with M&T Card. 

SERVICES 

Yes 

Refer to applicable 
HR policies for 

hiring MICA 
employees 

List of buyers and Services 

Coordinators to be published on 

Workday Finance Resource page on 

MICA website. 

Refer to Independent 

Contractor 

Procedures for next 

steps
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