
Purchase Requisition Process

Department submits
Purchase Requisition (PR)

via REx  or by mail

Purchasing Assistant (PA) prints PRs
from REx  or inputs paper PRs into POTS.
PA attaches back-up documentation to PR Department

PA returns PR to
department if other
authorizations not
received or other

problems exist

No PR
accepted

Yes

PA assigns PR to Buyer by
commodity

(PO Number now assigned by POTS)

Purchasing

Equipment Management

Vendor

Accounting

Buyer reviews PR,analyzing for:
-Vendor selection
- Specifications
- Sole Source

-Price reasonableness
-Insurance requirements

-Legal issues
-Other approvals
-Formal bidding

Bids
required

Yes Buyer works with
department to develop

specifications
Buyer solicits bids

No

Buyer enters phrases & data into
POTS to create PO

Department reviews bids
and works with Buyer to

select vendor

Buyer  receives, reviews,
& evaluates bids

Buyer prints
draft order for

review
Equipment  orders All  other orders

Equipment Management
reviews and assigns property Department account(s)

numbers in CATS; sends
property tag to department

Buyer processes order in POTS encumbered in GLO

Department receives email
notification.  PO now
available in Repository

(PORS).

Within Buyer's signature
authority limits

Buyer approves PO and
signs vendor copy

Buyer prints order, assembles
attachments for vendor copy,

& assembles back-up
documentation for PO file copy

Outside Buyer's signature
authority limits

 Director approves PO
and forwards it for higher
approval when necessary

Buyer mails or faxes order to
vendor

 PA files Purchasing
copy of PO with back-up

documentation

Vendor acknowledges
complex orders and POs over
$100K  by returning a signed

copy of the PO March 2005


