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Start Process Review order request Assess vendor
options

Verify logistics with vendor
(Availability, Pricing,
Shipping, Payment

methods, Necessary
documents )

Consult with selector
if further clarification

is needed

Order cancelled 

Vendor, selector, and
ILS are updated

End process

Check University's financial
and vendor Information for

necessary vendor
documentation (vendor set-

up form, tax exemption form)

Yes

No

Over
$1,000?

Obtain Acquisitions
Librarian's
approval 

Place order with
vendor 

No

Yes

Order 
fulfilled in

reasonable
time?

Acquisitions claims
the resource

Document vendor
updates received in

ILS

PO

P-Card

Payment
method 

Send Purchase order
number

Acquisitions is
charged for resource

Receive
resource and
check against
order/invoice 

Yes

No

Discrepancy
detected?

No

Communicate with
vendor, selector 

Resource/collection
received in ILS with
access Information 

Yes

No Has notify 
or hold?

Rush processing

Verify Information on
invoice is correct

Transfer material to other
unit if necessary

(Notification of delivery and
receipt is supplied

by Special Collections) 

Add order number to
invoice if not already

included

Send electronic copy
of invoice to Library
Business Office for

payment processing

Yes

No
Acquisitions
describes
resource?

Acquisitions
copy-catalogs 
the resource

Resource forwarded
to Bibliographic

Initiative or ERMT

Yes

No
Cataloging 
questions or

requirements?

Vendor or
Acquisitions updates

holdings in OCLC

Resource sent to
Conservation for

physical processing 

Resource gets rushed through
the normal process. Resource

might get different
streamers/be placed on

different shelves 

Vendor should
confirm orderResource/collection

might be re-ordered
with different vendor

Yes

Discrepancies
reconciled?

Acquisition reconciles
transaction in Workday

expense report and
uploads receipt

Within 5 days of
transaction date



  

