Purchasing / Receiving / Delivery Process Flow

Central Purchasing

Receive purchasing
request via email,

phone call, and/or in
person

Research requests

Get IT’s input first on
appropriateness & will

it work with our
current systems

State
Yes Contract or
Independent
Vendor
Is it
technology

Have field order signed by
manager or
superintendent

Fill out a Field
Order

Vendor in
state system

Vendor fills out Washington vendor app

Purchasing forwards to state

Identify on Field Order

number of asset Tags
required

Yes

Determine
whether the
item(s) will need
a state asset tag

Place order

Notify requestor that the
order has been placed. If
you know something is on
back order or the
approximately delivery
date, provide this

information also

Check back with state for approval
Once approved, place vendor number on

the form
Have field order signed by manager or
superintendent

Send Field Orders

credit card
purchase or to the ORC
bill off of field Warehouse to await
order receiving
> Central Warehouse
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Purchasing / Receiving / Delivery Process Flow
cont.

Central Warehouse *Warehouse is open 5 days a week
to receive orders

Packages are opened,
contents verified
against Field Order

Receive all Field Print all Field Orders Items come in the
Orders via and place in book warehouse doors as
email/campus mail receiving

Save all emailed
Field Orders in a file Order
as back-up complete —
yes or no

Customers

Deliveries of all packages
within 24 hrs. to ORC,
Old Main/DSB, Irwin,

Commissary

Send completed Field
Orders with packing
Write initials and date Field Order is date slips to Purchasing
next to each item as it stamped
arrives

Canceled Field Orders -
Purchasing will notify the

warehouse where it is pulled
from the book and recycled
Deliver all
technology
to IT first
along with a
copy of the

field order

Notify purchasing of any partial receipts Tag and Log any items
that purchasing has
marked as needing

state asset tags

Field Order is date
stamped when
completed




Purchasing / Receiving / Delivery Process Flow
cont.

Business Office

All source documents
get filed

Central Purchasing

Receive completed Attached completed
Field Orders/Packing Enter items with asset Field order/Packing Slip
Slips from tags into the state system to original purchase
Warehouse request

Return to Accounts
Release batch

Payable for correction

Yes

Forward to Director of
Business & Finance for
signature and
approval

Do any entries
need revisited?

Payments are processed,
batched, with a final review
by the Director of Business &
Finance

Batch goes to fiscal tech for
review & verifies entries in
AFRS

Forward to Accounts
Payable for payment







