Dept/Agency

Identifies Need

A
Determine
Purchasing Type
from AS-1

Purchasing Types: i

AS-1 FORM PROCESS

Draft 4/9/03

A - New commodity
contracts $25,000 or
more

B - New commodity
contracts $250,000
or more

C - Comm contract
amendments/
extensions $125,000
or more

Submit requisition
& 2 copies of AS-1
(sections 1-3)

Departmen
Director signature
required?
(section 6)

Yes

Requisition Assigned
to Buyer w/1 copy of
AS-1

Submit to
Director

A

(2nd copy of AS-1 to
Ad. Bd. Chair for
notification)

:

Buyer

Proceeds

Submiy to Ad. Bd.

v

D - New service
contracts
any value per 2003-5

Complete AS-1 (sections 1-4
& 6). (Obtain CS-138
approval first.)

purchase require

State Budget Dir

approval (section

4.e of AS-1)
?

Is value

greater than
\ $25,000?
Agency
handles

Submit to Ad. Bd.

Buyer

Proceeds

Submit 2 copies of
AS-1and Req to

Acquisition Svcs

v

Requisition

Assigned to Buyer
wi1 copy of AS-1
(2nd copy of AS-1
to Ad. Bd. Chair for

notification

Submit AS-1 to
State Budget
Director

Return to
Agency

Return
to Agency

Approved?

Yes

v

E - Service contract
amendments & extensions

any value per 2003-5

Complete AS-1 (sections
1-4 &6). (Obtain CS-

138 approval first.)

purchase require
State Budget D
approval (section
4. 0f AS-1)

2

Agency
Processes

Original P
contract initiat

by Acquisiti

Submit request to

Acquisition Sves

with copy of AS-1

v

Request assigned

If over $25,000

submit to Ad. Bd.

A

Buyer

Proceeds

to Buyer w/1 copy
of AS-1

(2nd copy of AS-1

to Ad. Bd. Chair for

notification

Submit AS-1 to
State Budg et

Director

Approved?

Return to

Agency

Return

to Agency

Return

to Agency

contract

initiated by

Acquisition

F - New contracts/
amendments for 2003-8
referenced services

any value

Complete AS-1
(sections 1- 6). (Obtain

CS-138 approval first.)

v

Submit AS-1 to

State Budg et

Director

Approved?

Return to

Agency

Amendment or

new request?

New

Request

Agency

Processes

> $25,0007

Request assigned
to Buyer w/1 copy
of AS-1

(2nd copy of AS-1
to Ad. Bd. Chair

for notification

Buyer Proceeds

If over $25,000

submit to Ad. Bd.




