PROCUREMENT CYCLE FLOW CHART

USER/PURCHASE
COORDINATOR
A need is recognized..

Appendix A

Contacts P.A. fora
Purchase Order Number
Prepares a Purchase
Requisition {PR}

PURCHASING AGENT
Verifies quotations have been
obtained if needed.

Checks budget; recommends
approval or disapproval,,
Issues Purchase Order
Number

Logs Purchase Grder Number
into Purchase Order Log

DEPARTMENT HEAD
Approves Purchase
Requisition {PR)

By signature

VENDOR
Receives Purchase Order
Number, prepares
material for shipment
Ships arder, bills City for
items shipped

— | form;

PURCHASING AGENT
Receives and checks
Purchase Requisition for

Processes Purchase
Requisition to a
Purchase Order

ACCOUNT CLERK
Prints Purchase Orders
for final approval

CITY MANAGER
Reviews and Signs
Purchase Order

USER
Receives shipped items or
material. Signs and dates

Packing Slips and
forwards to P.A.

PURCHASING AGENT
Receives Packing Slips
and Invoices and
forwards to Finance to
process for payment.

FINANCE DEPT,

Checks invaices for accuracy.
Files in Accounts Payable
until ready for payment. Cuts
checks 3-5 days before due
date.

VENDOR
Receives check....
Transaction is complete.




