
Does the supply and 
requisition have a valid 

signature
No Return to staf f

Does the supply and 
requisition have a 

complete justification

Yes

NoDoes the supply and 
requisition have a valid 

account code
YesContact staff for 

accoun t  code No

Compare account 
c o d e  t o  b u d g e t Yes

Does the account code 
have enough funds Take fo fiscal director Ok request Change code or change 

b u d g e t e d  a m o u n t

D e n y  r e q u e s t

Make a purchase 
order in FundwareYes

No

No

Yes

Post batch Print three copies of PO 
(pink, yellow and white)

A t t a c h  p i n k  P O 
copy to supply and 
requisition and file 
alphabetically with 
outstanding POs

Does the requisitioner 
wish to purchase

Send  wh i te  and 
yel low copies of 
PO to requisitioner

Yes Is the requisitioner a 
Operation Director

Yes

Send wh i te  and 
yel low copies of 
PO to purchasing

No

No

Order merchandise daily
Some items need to be 
p icked up  f rom s tores

File yellow PO in Purchasing Book 
with all notes from vendor contact

Does single item exceed 
$5000 – PC, Board - need 

regional office approval

Is repair?

If repair exceeds 
$ 200 0  –  Da v i s -
B a c o n  a p p l i e s

Yes

No

No

D e n y  r e q u e s t 
until approval is 
r e c e i v e d

Yes

Check  supp ly 
and requisition 
basket at least 
three times daily

Receive 
supply and 
requisition


