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I.
Purpose
To provide for routing Aflow charts@ and other guidance in processing 



     
requisitions and purchase orders.

II
Scope       
These routing Aflow charts@ and guidance apply to all requisitions and

      

    
purchase orders processed by the Office of Purchasing.


III.
Responsibility
1. The following routing Aflow charts@ included herein are the processing procedures for


all office personnel:

1.  RECEIPT AND DISTRIBUTION OF REQUISITIONS

2.  TELEPHONE QUOTE PROCESS (under $10,000.00)

3.  WRITTEN QUOTE PROCESS ($10,000.00-$49,999.00)

4.  FORMAL SOLICITATION PROCESS ($50,000.00 & over)

1. Quality assurance review on purchase orders over $50,000.00 shall be accomplished


as follows:

1.  All purchase orders over $50,000.00 shall be reviewed by the Purchasing Manager.

2.  The Purchasing Supervisor/Agent issues the purchase order over $50,000.00,

     reviews for accuracy, makes corrections as necessary, then sends it with a transmittal

     letter to the County Administrator with the requisition and other appropriate

     supportive backup to the Purchasing Manager for review.

3.  The Purchasing Manager reviews for accuracy and completeness.  If accurate and

     complete, the Purchasing Manager shall provide his signature on the transmittal letter

     to the County Administrator for purchase orders over $50,000.00.

4.  After the County Administrator signs the purchase order documents, the office assistant 

     articulates picking up the documentation and its proper distribution. 
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