
Does my purchase need 
consultation?

Does my purchase require any of the 
following:

* Power
* Water
* Sewer
* Installation 
   (Furniture, mounting, equipment)
* Available Space
* Computer Tech
* Computer Applications/Software
* Connects to Network 
   (Wired or Wireless)

No Yes

Proceed with 
District Purchasing 

Requirements

Who will be completing the work 
for your purchase?

CR Staff (Maintenance, IT) or 
Vendor

Vendor

CR Staff
(Maintenance or IT)

Do you have written 
documentation 

stating it’s ok to hire 
a vendor?

Yes

No

Proceed with 
District Purchasing 

Requirements

Enter work ticket to start 
consultation with Maintenance 

and/or IT Department 

Proceed with 
District Purchasing 

Requirements

Maintenance and IT 
Consultation Flow Chart

Maintenance or IT will 
communicate if this request 

may need to be routed 
through other avenues:

Committees
Executive Cabinet

CSEA

* See District Purchasing Manual for next steps
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