PURCHASE REQUESTS At-a-Glance 		 September 2017
STEP 1: Create Purchase Request Form
· Get the most current Purchase Request Form from the Administrative Services webpage 
· See if the vendor is currently on the Master Agreement List 
· Verify that the vendor is in SAP
Remember! ONLY the Vice President of Administrative Services can enter into an agreement for goods and/or services on behalf of the College.          
STEP 2: Vendor Information
· Verify that the vendor accepts purchase orders
· Mark the appropriate box regarding the Master Agreement List and provide an explanation if you are not using a vendor from the Master Agreement List
· Enter vendor contact information
STEP 3: Requestor’s Information
· Fill out the requestor’s information completely, including phone number, title, and position of requestor
· Provide the correct account coding* 
*Does not apply to Block Grant or Proposition 20 purchases
STEP 4: Product Information and Quotes
· Provide a quote(s) for the item(s)*
*Please note that you may need to provide more than one quote depending on the price of the item(s) and source of funding
· Fill out the product information
STEP 5: Attachments
· Attach a print out of the budget report and highlight the GL number, verifying available funds
· Complete the Procurement Authorization form, if necessary
· [bookmark: _GoBack]Complete the Asset Location Tracking Form, when purchasing equipment
· Complete the SFP Certification form, if necessary
· If there is only one vendor in the world who supplies the product, you will need to attach a Sole Source letter and attach a completed Finding of Impractibility Impracticability Form
STEP 6: Approvals
· Obtain department chair and dean’s initials
STEP 7: Submission
· Submit The Purchase Request with all attachments to the Office of Academic Affairs at which time the request will be forwarded to Administrative Services for processing  
· Make a copy of the Purchase Request and all documentation for your records
STEP 8: Follow-Up
· Allow four weeks for processing before checking with Administrative Services
· Sign the invoice, making a copy for your records, and return to Accounts Payable in the Business Office 
· Create a Work & Service Order (WSO), if needed
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There is an extensive Q&A sheet to address concerns . If your concern is not addressed within the Q&A, contact Administrative Services at extension 2336 or 2339 for assistance. 
