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Phase

Need for a Product / 
Service Recognized

Prepare a 
Justification to HOD

Submit for 
HOD’s Approval

Raise Purchase 
Indent (PI)

Submit PI, 
Justification to 

Finance

CancelledConcurred

Review of PI and 
Justification by 

Finance Manager

Release Payment

Check availability 
in organization

Advise User 
Department to use 

the existing one

Is Budget 
Available

Returned for 
Resubmission

Approved for 
Purchase

Advise Payment 
Release

Release goods / 
services

Issue Purchase 
Order

Carryout 
Inspections

Select the Vendor
Evaluate 

Quotations
Call for Quotations

Send for User 
Department 
Concurrence

Select from 
Approved Vendors 

List

Approved

Rejected

Yes No

Yes

Not 
Available

No Available
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