
Purchase Orders  Purchase Orders  
P

u
rc

h
a

s
e

r
P

u
rc

h
a

s
e

r
F
S

T
 –

 P
u

rc
h

a
s
in

g
F
S

T
 –

 P
u

rc
h

a
s
in

g
C

o
n
tr

a
ct

s
 a

n
d
 

P
u

rc
h

a
s
in

g

C
o

n
tr

a
ct

s
 a

n
d
 

P
u

rc
h

a
s
in

g

A
cc

o
u

n
ts

P
a

ya
b
le

A
cc

o
u

n
ts

P
a

ya
b
le

PO’s (< $10K)PO’s (< $10K)  

Notes: 

1. If a new vendor set-up is required, FST will work directly with vendor.  W9, 

ST-101 Tax Exempt, or W8Ben forms may be required by AP.

2. Contracts and Purchasing Vendor Information

- Purchases up to $10,000 may be processed with a Purchase Order 

(PO)

- Purchasing Card - may be used for purchases up to $5,000

- Purchases over $10,000 must have a Requisition entered in 

Banner

Dept. and/or PI work with vendor 

to create a quote and forwards to 

FST for processing.

Receives quote and 

processes PO request in 

Banner. 

(1 – 2)

Reviews PO request and 

will encumber the expense 

to the index. 

Receives copy of PO and 

sends to Dept and Vendor.

Vendor creates invoice and 

returns to FST to submit 

for payment request.

Processes and sends payment 

invoice through approval queue.

FST reviews and submits 

invoice to AP.
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