
THE PURCHASE ORDER PROCESS 
 

Department – Based on Need 

Requisition/Change Order Request 

Purchasing Review and Approval 

YES 

Vendor I.D. , Sufficient Budget,  
Proper Signature, Price Info and 
Quotes, Sole Source/Bid Specs. 

NO 

Purchase Order/Change Order Issued 
Distribution of Copies 
Original  - Vendor 
Pink  -  A/P 
Goldenrod -  Department 
Green -  Purchasing  (Numeric) 
Blue - Property/Receiving 
Yellow - Purchasing (Alpha) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

NO 

Order Delivered to Department 
Contact Vendor – 
Replacement Sent 
or Item Returned 
or PO Canceled
Correct or Replacement 
Item Sent 
Items Received are Correct 
and in Good Condition or 

Service Rendered 
 
Invoice Received 

and Approved 

YES 

Forwarded to AP for 
Processing 


