PURPOSE:
SCOPE:

Purchasing
** All purchases over $25,000 must be approved by the State Conservationist (STC) **
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Is it ITS or Furniture or Tires/Vehicle Repair?
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Is it a State Office (SO)
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Buy it using SO Credit
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Principal Staff
approve?
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conservatioist’s (DC'’s)
or Administrative
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Go to “Vehicle
Maintenance or Repair or
Purchasing Furniture or IT
Equipment”

y
Employee notified

Management Assistant
(AMA's) Purchase Card

Credit card holder reconciles credit card.
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DC or AMA reconciles
credit card.

SO or AMA fills out AD-700
What,
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Does it cost more
than $25007?
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Employee has
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AMA reconciles Credit
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Email or send memo to supervisor
What,

Why, and

Familiar, fair and reasonable ~
or ~ three possible sources
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DC, ASTC-FO,
SO ASTC, or
SAO approve?
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Are funds
available?
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Does employee
have Purchase
Card?
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item
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Vendor accept
Purchase card?

A g

y

A 4

card?

Vendor accept

AMA/Employee gets invoice and
direct deposit information from

Vendor accept
Purchase card?
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Contracting Officer (CO)
puts purchase on card

v

Employee is notified

A
CO reconciles Credit Card

A

vendor.

=27

Employee puts purchase on card

CO gets invoice and direct

Invoices sent to FNM

y

Employee reconciles Credit Card

Certify receiving report agrees with invoices, packing slips; certify that ordered = received; certify that

deposit information from vendor and bill is paid
Reconciliation
1. Log onto computer: PCMS Program
2. Log onto transactions screen
3.
amount is ok
4. Assign a fund code — Accounting
5. Change Budget Object Class Code if necessary
6. Click on SAVE
7. Exit
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