Tuesday, January 30, 2007

Purchases > $2,500 but < $250,000

Department creates
requisition and gets
approvals at
department level.

Department
Makes a decision

0 purchase Department sends requisition

(electronically or on paper form)
to Purchasing with all applicable
documentation (keep copy for records)

Internal P. O'dls. P. O. is issued
Purchasing ft:?eaé?nalrr: and sent for
process review/approval
begins Stream
System

$ @ O
$
If there is a three way match

of the P. O., Invoice & Receiver,
payment is made to the vendor

47

Department sends a receiver
(on line or by mail)
to Systems Accounting

4
If department does not
submit a receiver, AP

reports “needed receivers”

to Purchasing

4

Purchasing begins
the descrepance
resolution process.

P. O. is reviewed,
approved, & signed by
a Purchasing

Manager.

4

Copies of P. O. distributed to
the Vendor, the Department,
Property Control and P. O.
reference file.

Department Receives
goods/services
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