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ROLE: PROCUREMENT

PR received and reviewed by Buyer

* Buyer ensures that requested information is provided
along with the signed appointment/offer letter is
attached

« If applicable, Buyer reviews to Exceptional Approval
attachment for signature of the proper authority
°STAFF: Department Head
< FACULTY: Dean of the corresponding School
° EXECUTIVE: Chancellor Office Rep.

« If applicable, Buyer communicates the set budget, and
appropriate measures in a case of budget exceeding

ROLE: PROCUREMENT

Buyer encumbers P.O. followed by a Change
Order with specified BURGESS MOVING AND
STORAGE quoting.

* Upon evaluating the initial PR, ifall documentation
is in order Buyer will initiated a P.O. with an
estimate to the future services.

 After receiving quotation from UCOP supplier
Burgess, Buyer will issue a CH with the specified
amount.

ROLE: PROCUREMENT.

Invoice is recieved, Buyer will then perform an
all-inclusive audit.

*Buyer is to evaluate all existing charges to ensure that
they are appropriate to the corresponding Policy
and/or accounted for within the Exceptional
Approval.

ROLE: PROCUREMENT

Invoice will then be scanned, scan copy is to be
attached to the PO. Hard copy is to be delivered
to Accounting Services.

ROLE: PROCUREMENT.

Generate an email to the appropriate
representauve ‘with the request for a ngnature,
include A

Baxter and/or Miesha i
(travelfeedback@ucr.edu).

=FOR STAFF: Signature required by the
associated Dean

=FOR FACULTY: Signature required by the
Department Head

°FOR EXECUTIVE(S): Signature required by,
Chancellor and/or appointee executive



