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Get W-9 

New 

Vendor? 

Over 

$1000?* 

Get P.O. 

Number 

AP Prepares Claim 

Forms & Statements for 

Approval 

Purchasing Flowchart 

Submit Receipt 

or Invoice* 

Vendor Include P.O. 

Number on Invoice 

Department Head 

Claim Voucher 

Approval 

Payment 

Get 3 Bids* 

City Council Final 

Approval 

No 

Yes 

No 

*Required when using a Credit Card 

Yes Make Purchase* 


