
Purchase Request Procedures 
 
 
 

•  Fill out the Expenditure request form fund on the CRSS website under forms 
section of faculty and staff resources link. This form is essential in that gives the 
accounting department all the information needs to process the request. If your 
request comes with a quote or excel spreadsheet please attached the spreadsheet to 
the expenditure forms. 

 
• The requested forms are submitted to the Senior Accountant to determine if a sole 

source form will be needed or if the items can be purchase within the UGA 
system by the requestor. 

 
• The senior account forwards the appropriate purchase requests to the 

Administrative Associate. 
 

• Once reviewed the Administrative Associate will process, faxing any quotes or 
sole sources to the procurement department. 

 
• The procurement office reviews the purchase request based on their departmental 

policy. If the procurement buyer requires additional paperwork they e-mail the 
accounting department for more information before approving. In some cases the 
procurement department may request more information after approval. 

 
• If the account number is a grant account the request is first sent to contract and 

grants then forwarded from there to procurement. Contracts and grant may hold 
the request until they insure that grant allows for the item on the purchase request. 
They will e-mail any questions that they have or reroute the request with notes on 
what is needed for approval. 

 
• Once the approval path is complete. The procurement buyer will send the request 

out to the vender for purchase. The usually deliveries the item within 30 days 
until the items is out of stock or is placed on backorder.   

 
• The procurement office services the whole university and may not always contact 

the department right away therefore the Administrative Associate checks weekly 
the status of the recently submitted and pending requests. 

 
• If a request stays pending for more than week. The Administrative Associate will 

contact the procurement buyer via e-mail cc: the senior accountant asking what is 
need to change to the status of the purchase from pending or buyer approval to 
purchase order approved or distribution. Reply can take anyway from a day to a 
week depending on who the buyer for the item is in the procurement department.  

 
 


