PURCHASE
FLOWCHART

Determine your
site /department
needs and initiate a
quote request with
your vendor.

Request a W-9 if the

Once the request is
approved at the
district level, a PO will
be converted and a
signed copy will be
emailed to requestor.

vendor is not already Generate a requisition (a

a district approved
vendor.

Forward W-9 to FUSD
Accounting Technician
to create a vendor
record.

purchase.

request to purchase items)
in SACS, which encumbers
the funds to make the

pay from and sign with

Send the PO and place the
order to purchase your
goods/services.

When gloods services
are received, forward
the invoice to FUSD
Accounting
Technician.

Include PO number to

"approved to pay".

On|y when the invoice,
approval to pay, and
supporting documents are
received, payment will be
made according to
payment schedule.



