
Purchasing Flow Chart

Request for Purchase is 
made to Principal, Budget 

Manager, Registrar

Campus/Department 
Budget Check

If Insufficient Funds Create 
Budget Transfer

Create Requisition, attach 
quotes, and submit to begin 

approvals
 (if a contract needed, see Contract 

Flow Chart)

Campus/Department 
Approval of Requisition

(By Principal or Budget 
Manager)

Once Principal/Budget 
Manager approves, it is sent 

to the Finance Office

If the purchase is 
curriculum, technology, or 

Federal Fund related, 
Requisition is rerouted to 
for appropriate approval. 

If rerouted and approved, 
the Finance Office has a 

final approval

Person who entered the 
requisition will get an email 
regarding the approved PO- 
or everyone in the path will 

get the denial email

Once requisition is 
approved, the Purchase 

Order can be sent for 
purchase of goods or the 

service can be secured


