Buyer completes
non-compliant
form

Yes

Form is returned
to Secretary for
scanning into non-
compliant queue.
Make notation in
imaging.

Form, req and
supporting
documentation are
sent to the
department

4

Department
completes form
and returns to
Purchasing

4

Forward to
appropriate VP for
approval and
account #. Make
note in imaging

4

VP returns form to
Purchasing

4

Director reviews.
Form and
documentation is
sent to Accounting
for payment.
Make note in
imaging

as PO been
printed?

No

v

Remove req from
log. (number can
be reused.)

BPA FIN Non-compliant
Purchases

Yes—p

Cancel PO in
FRS. Make note in
req log.

A







