
Vehicle Maintenance or Report or Purchasing Furniture and IT Equipment 
 
PURPOSE:  
SCOPE:  
 
 

Vehicle Repair or Maintenance Furniture 

Does it cost over $2500? 
Y N 

Send AD-700 to contracting: 
~ What, 
~ Why, and 
~ Three sources 

Email or send memo to Assistant State 
Conservationist for Field Operations (ASTC-FO) or 
responsible State Office (SO) Principal Staff: 
~ What, 
~ Why, and 
~ Three sources 

Y 

Does Contracting 
approve and are funds 
available? N 

Did ASTC-FO or 
responsible SO 
Principal Staff approve? Y

Does State 
Conservationist 
(STC) approve? 

Y 
N Employee notified 

Vehicle 
Vehicle (Repair/Maintenance) 

or Furniture? Furniture 

Does vendor accept fleet card? Y N 

Buy it using the fleet card. Y Does vendor accept purchase card? N 

Buy it using purchase card. 

SO Contracting Section, District Conservationist (DC) or 
Administrative Management Assistant (AMA) reconciles credit 
card. 

Get invoice with direct deposit information. 

Send invoice to Financial Management (FNM) 
Section for payment 

IT 

AD-700, email, or memo is sent to Contracting 

Does Office of the Chief Information Officer 
(OCIO) approve and get technical approval? 

Y 
N

Does vendor accept purchase card? 

Office notified 

Y 
N 

IF < $2500, AMA or DC purchases it 
IF > $2500, SO Contracting purchases it 

Employee gets invoice and direct 
deposit information and give to 
Financial Management (FNM) 
Section to pay. 

AMA, DC, or SO Contracting 
reconciles credit card. 
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