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Check supply

and requisition

basket at least

three times daily A
No

¢Yes‘

Contact staff for
account code

Compare account
code to budget

) . Change code or change
Take fo fiscal director —k‘Yes» budgeted amount

Attach pink PO
copy to supply and
requisition and file
alphabetically with
outstanding POs

Send white and
yellow copies of «-Yes <—Yes
PO to requisitioner
No

Send white and
yellow copies of
PO to purchasing

v

Make a purchase
order in Fundware

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

Yes—p| Post batch

A
A

A

Order merchandise daily If repair exceeds
Some items need to be < $2000 — Davis-<4—Yes
picked up from stores Bacon applies




