
A9.14 ACQUISITION OF MINOR EQUIPMENT,
SUPPLIES, PUBLICATIONS

HRSC/HRO

Employee/Manager
submits request to
Budget  office for
approval

 Budget Office

A.  Approves/disapproves
request

B.  Researches and identifies
sources

Budget  Office

A.  Prepares appropriate
documentation

B. Orders item (if under
$2,500)

Vendor fills
order and
supplies
invoice

HRSC/HRO

A. Review/validate
material

B.  Provide
documentation to
Budget  Office

HRSC/HRO

A.  Distributes material

B.  Adds to inventory
database if it is minor
property

HRSC/HRO

Budget  office
submits to DFAS
documentation
for payment

 1 Hour
1 Hour

1 Hour

1 Hour

Over $2,500, send to
Contracting Office

Varies

1
2

3
4
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5
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6


