[image: image1.wmf]Purchasing

Agent

Department of Commerce

D

irect Charge Process Flow

page 1

Program

Area End

User

Identifies

Need

Program

Area

Manager

Contacts

Purchasing

Agent  for

Vendor info.

Informs

Program Area

Manager

Is Vendor on

statewide

contract?

No

Yes

Legend:

Electronically created

document

Decision

Process

Manually created

document

Manual

operation/

process

Manual Input

Terminator

Stored data

Off-page

connector

Electronically

created document

Decision

 Fiscal

End of Process

Is need <$500

Yes

No

A Simplified/

Formal

Solicitation

Bid Process is

necessary

End of Process

Identifies

Vendor(s)

Obtains quote

from

Vendor(s)

Prepares

purchase

requisition

Forwards

hardcopy to

purchasing

agent

Reviews

purchase

requisition

Approves?

No

Yes

Forwards purchase

requisition to Fiscal

Returned to

Program Area

End User

Reviews purchase

requisition approvals,

coding, and proper

purchasing procedures

A



[image: image2.wmf]Purchasing

Agent

Department of Commerce

D

irect Charge Process Flow

page 2

Program

Area End

User

Program

Area

Manager

Legend:

Electronically created

document

Decision

Process

Manually created

document

Manual

operation/

process

Manual Input

Terminator

Stored data

Off-page

connector

Electronically

created document

Decision

 Fiscal

No

Purchase

Requisition

returned to

Program Area

end user

A

Requisition

Compliant?

Yes

Assigns DC

Number to

purchase

requisition

Orders item

End of Process


� EMBED Visio.Drawing.5  ���





� EMBED Visio.Drawing.5  ���








[image: image3.wmf]Purchasing

Agent

Department of Commerce

D

irect Charge Process Flow

page 1

Program

Area End

User

Identifies

Need

Program

Area

Manager

Contacts

Purchasing

Agent  for

Vendor info.

Informs

Program Area

Manager

Is Vendor on

statewide

contract?

No

Yes

Legend:

Electronically created

document

Decision

Process

Manually created

document

Manual

operation/

process

Manual Input

Terminator

Stored data

Off-page

connector

Electronically

created document

Decision

 Fiscal

End of Process

Is need <$500

Yes

No

A Simplified/

Formal

Solicitation

Bid Process is

necessary

End of Process

Identifies

Vendor(s)

Obtains quote

from

Vendor(s)

Prepares

purchase

requisition

Forwards

hardcopy to

purchasing

agent

Reviews

purchase

requisition

Approves?

No

Yes

Forwards purchase

requisition to Fiscal

Returned to

Program Area

End User

Reviews purchase

requisition approvals,

coding, and proper

purchasing procedures

A

[image: image4.wmf]Purchasing

Agent

Department of Commerce

D

irect Charge Process Flow

page 2

Program

Area End

User

Program

Area

Manager

Legend:

Electronically created

document

Decision

Process

Manually created

document

Manual

operation/

process

Manual Input

Terminator

Stored data

Off-page

connector

Electronically

created document

Decision

 Fiscal

No

Purchase

Requisition

returned to

Program Area

end user

A

Requisition

Compliant?

Yes

Assigns DC

Number to

purchase

requisition

Orders item

End of Process

_1035812960.vsd
 Fiscal �

End of Process�

Is need <$500�

Purchasing Agent�

Department of Commerce
Direct Charge Process Flow
page 1�

Program Area Manager�

A Simplified/Formal Solicitation Bid Process is necessary�

Is Vendor on statewide contract?�

Contacts Purchasing Agent  for Vendor info.�

Informs Program Area Manager�

End of Process�

Identifies Vendor(s)�

Obtains quote from Vendor(s)�

Prepares purchase requisition�

Forwards hardcopy to purchasing agent�

Reviews purchase requisition�

Approves?�

Forwards purchase requisition to Fiscal �

Returned to Program Area End User�

Reviews purchase requisition approvals, coding, and proper purchasing procedures�

A�

Legend:
�

Electronically created document�

Decision�

Program Area End User�

Identifies Need�

Process�

Manually created document�

Manual operation/process�

Manual Input�

Terminator�

Stored data�

Off-page connector�

Electronically created document�

Decision�


_1035812978.vsd
Purchasing Agent�

Department of Commerce
Direct Charge Process Flow
page 2�

Program Area End User�

A�

Requisition Compliant?�

Program Area Manager�

Assigns DC Number to purchase requisition�

Purchase Requisition returned to Program Area end user�

Orders item�

Legend:
�

Electronically created document�

Decision�

Process�

Manually created document�

Manual operation/process�

Manual Input�

Terminator�

Stored data�

Off-page connector�

Electronically created document�

Decision�

 Fiscal �

End of Process�


