
Requestor sends 
Purchase Requistion 

to Budgeter of 
account that will pay 

for the purchase.

awards order to lowest 
responsible  and 

responsive bidder who 
meets delivery and 

other specified 
requirements

FAXES P.O. to 
Vendor

Vendor ships order 
to District Receiving 

Delivers everything 
except  computer 

hardware directly  to 
Requestor

sends invoice to 
District Accounts 

Payable

pays invoice

Sends to ETS if 
Purchase Requisition 

is for computer 
hardware

Sends to District 
Accounting if grant 

account will fund the 
purchase

Delivers computer 
hardware for all 

Requestors to ETS

ETS delivers 
computer hardware 

to Requestor

Requestor 
Requestor fills out 

a District 
Purchase 

Requisition. 

Budgeter
 reviews and signs 

Purchase 
Requisition.

District Grants 
Accountant

 reviews and signs 
Purchase Requisition.

District 
Purchasing 

Services 
receives Purchase 

Requisition, assigns 
to Buyer, and logs it 

into Requisition 
Tracking System.

ETS
reviews and 

signs 
Purchase 

Requisition

Purchasing Services 
Buyer obtains competitive 

quotations or bids from vendors 
in accordance with State Laws 
and Board of Trustees Policy 
BP3140 and Board Admin. 

Procedure 3140

Buyer creates 
District Purchase 
Order (P.O.) and 
encumbers funds 

in FRS
Vendor

District 
Accounts 
Payable

Purchasing 
Services 

Warehouse 
staff 

accepts delivery  
and enters receiving 
information to FRS

District Accounts 
Payable matches 

invoice to FRS P.O. 
and FRS Receiving 

information

ETS
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