PURCHASING DEPARTMENT
REQUISITION/PURCHASE ORDER
FLOW CHART

Requisition Generated

Authorization Secured

Requisition Routed to Purchasing

Completeness of Requisition
Verified by Purchasing

Purchasing checks price and availability
and enters data into FIS system

1
OR Requisition returned to site for
additional information

Purchase Order Generated

Purchase Order to Director of Purchasing
Services for signature

Purchase Order to Deputy Superintendent
for signature if over $500.00

Signed Purchase Order returned to
Purchasing for faxing and distribution

Ttems received in Warehouse

Items delivered to site

Site forwards approval to Accounting for
payment of invoices

Requisition to Buyer if Board approval
required (prior to processing into Purchase
Order)

NOTE: All Conference and Travel Requisi-
tions are done on the form provided through
our Stores system. They are not entered into
the FIS system. They must be signed by the
Deputy Superintendent and Superintendent
prior to receipt in the Purchasing Department




