
 

 

Program types a requisition with 
account number and approval 
signatures 

Requisition is sent to Accounts Payable , 
where it is clocked and checked for: 
addition, vendor code, account code, and 
the Principal’s/ 
Administrator’s/Technology/Curriculum 
signature 

Program can: 
* Transfer Funds 
* Cancel P.O. 
* Try different     
Account Number 
 
 

Budget holds P.O. until 
changes are made by 
Program and enters it 
(if it isn’t canceled) 
 

If there is a Principal’s/ 
Administrator’s/Technology
/Curriculum signature/COO 

Send back to Program  

Verify vendor 
information  

Purchasing (or 
Accounting), (see 
purchase order process 
memo)  
 
Quotes, Bids, etc. done as 
what is required 

All necessary 
documentation attached 

Signed by the Business 
Administrator 
 

Mailed out for Processing 
by Accounts Payable 
 

If there is NOT proper 
approval or account code 

P.O. Number assigned 
and it is entered into the 
system 

If can’t be entered (coding is 
wrong, invalid, or there’s a 
lack of funds) goes to Budget 

Program is notified 
 
 

NO YES 

YES NO 


