
[image: image1.wmf]Purchasing

Department

Supervisor

Release Against a Statewide Contract

Agency Best Practice

 End User

Legend:

Electronically created

document

Decision

Process

Manually created

document

Manual

operation/

process

Manual Input

Terminator

Stored data

Off-page

connector

Electronically

created document

Decision

Electronic

 Process

Vendor

Identifies

Need

Automated

System

Page 1 of 1

Can item be

purchased by

BSI or

Sheltered

Workshops?

Yes

End of Process

Is item over

$5,000?

Use P-card,

End of Process

No

Enters

requisition

Requisition includes contract

number and the system

provides for automatic

budget checking

Is need on a

Statewide

Contract?

No

End of Process

Routes to

supervisor for

approval

Approves

requisition

Requisition

becomes a

Release

(Purchase)

Order

Routes

Release Order

to Purchasing

Department

Generates

Release

Order

Does

vendor

have email?

Yes

No

Emails / e-faxes

order to vendor

Prints

Release

Order

Receives

printed

Release Order

Sends

Release

Order to

vendor

Receives

Release

Order

Approves

Release

Order

Yes

Yes

No


_1040472573.vsd
Purchasing Department�

Supervisor�

Release Against a Statewide Contract
�

Agency Best Practice�

 End User�

Identifies Need�

Legend:
�

Electronically created document�

Decision�

Enters requisition �

Is item over $5,000?�

Can item be purchased by BSI or Sheltered Workshops?�

End of Process�

Use P-card, 
End of Process�

Approves requisition�

�

Routes to supervisor for approval�

No�

Requisition becomes a Release (Purchase) Order�

Routes Release Order to Purchasing Department�

Approves Release Order�

Generates Release Order�

Does vendor have email?�

Yes�

No�

Process�

Manually created document�

Manual operation/process�

Manual Input�

Terminator�

Stored data�

Off-page connector�

Electronically created document�

Decision�

Electronic
 Process�

Emails / e-faxes order to vendor�

�

Vendor�

Prints Release Order�

Receives printed Release Order�

�

Automated System�

Sends Release Order to vendor�

�

Receives Release Order�

�

Yes�

Yes�

No�

Page 1 of 1�

Requisition includes contract number and the system provides for automatic budget checking�

Is need on a Statewide Contract?�

�

End of Process�


