
New Purchase or 
paying invoice?

Is a contract 
required?

Purchased on a
re-occurring or 
regular basis?

Competitive bids
Obtained?

Obtain necessary 
approvals

Submit to
Business Manager 

For Payment

Invoice already
approved under
larger project?

Invoice from 
an approved
Purchase?

New 
Purchase

Prepare Check 
Request

Is the expense
over 90 days old?

Obtain bids/proposals 
(minimum: 2)

Obtain contract 

Approved/
Authorized?

No

Yes

Paying 
Invoice

No

No

No

Yes

Yes / Not 
Necessary

Yes

No

Expense not reimbursable or 
Eligible for Payment

Yes

Provide Vendor with
Tax-exempt Form 

Yes

Yes

Obtain necessary 
approvals
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No

Start

Provide Vendor with 
Tax-exempt Form 

No

Compare to Budget 


