Identify a need
for a new
procurement
(program area)

Identify a need
for a purchase

under an existing
contract
(program area)

Office and
general
supplies under
discretionary
threshold

Cleaning and
general
maintenance
services

Tim - Purchasing )
Clerk - uses a list of
existing vendors,

Purchasing Flow Chart

catalogs, and on-
line companies to
select vendors; may
call different
vendors to get the
best price )

( sarah - Purchasing )
Manager - prepares
RFP, advertising,
scores bids, makes
recommendation for
vendor selection, and
prepares the contract f~
\ for approval )

IT related

services

(Ed - Purchasing Clerk\
- prepares RFP,
advertising, scores
bids, makes

All other
goods/services

(

recommendation for

vendor selection, and

prepares the contract
for approval

Rebecca -
Purchasing Clerk -
prepares RFP,
advertising, scores
bids, makes
recommendation for
vendor selection,
and prepares the
Lcontract for approval}

\

Wilson - Contract
Manager - reviews

contracts for format and

content, obtains
necessary signatures,
ensures procurements

were done in accordance

with applicable laws,
ensures vendors are

responsible, and awards

the contracts

\

Tim - Purchasing
Clerk - creates
purchase orders
based on his
vendor selection

(‘sarah - Purchasing
Manager - after
contract is
approved, sets up
the encumbrances
and creates the first

—1

J

4 \
\ Rebecca - Purchasing

L purchase order

Ed - Purchasing

-
Tim - Purchasing Clerk -

after the POs have been
approved, issues purchase
orders for office and
general supplies directly

to the vendors
\

Clerk - after contract
is approved, sets up
the encumbrances
and creates the first

purchase order

Sandi -
Purchasing
Officer - reviews
and approves
purchase orders,
and notifies
program areas
(and Tim) that
they are available
for use

Program Areas -
after the POs
have been
approved and

Wilson - Contract
Manager - monitors
contract budgets
and ensures there

Clerk - after contract
is approved, sets up
the encumbrances

and creates the first

purchase order

Allison -
Administrative
Assistant - creates
purchase orders for

You - Purchasing Director -
oversees the Purchasing
Department

Allison - Administrative Assistant -
answers phone calls, opens and
distributes mail, schedules meetings,
and other general office tasks.

existing contracts
upon requests from
program areas

Bob - Purchasing Assistant -
assists Purchasing Manager with
her administrative work

are available,
issues the
purchase orders
directly to the
vendors

are sufficient funds
available
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