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- SUBJECT

ADMINISTRATIVE PURCHASE ORDERS
POLICIES AND PROCEDURES MANUAL

SUB-TOPIC

UPDATI NG PURCHASE ORDERS FROM RECEI VI NG

Purchasing obtains daily realtine electronic receiving information via the Financi al
Informati on System (FINS) fromthe Receiving Departnent indicating the nerchandi se has
been received. The receiving information initiates paynment and the |ack of receiving
i nfornmati on indicates a problem (See Expediting Procedure, E2-150.0.)

When a vendor delivers goods directly to a requisitioner, bypassing nornal checks and
bal ances, the receiving system which keeps track of the status of purchase orders,
beconmes unbal anced. The requisitioner/account nanager must notify the Receiving
Department imediately. |If not notified, the Accounts Payabl e Department cannot nake
paynment and the Purchasing Departnent will initiate expediting procedures which are
costly, time consumi ng and potentially enmbarrassing to the University.




