
UTDesign Procurement Process 
UTDesign project team 

(students)
Faculty advisor (FA) /
Technical mgr (TM)

UTDesign Administration
Vendor/ 

eProcurement

Sales tax 
charged?

Determine which 
parts are needed. 
See UTDesign’s 
vendor list for 

approved vendors

Within budget?

Yes

Guide students to find the 
best solutions

No

Fill out Procurement 
Request Form. 

Complete all fields 
and link all items.

Approved?
Form complete 
and accurate?

Yes

No

Minor
 changes?

Yes

No

Submit to  FA/TM 
for approval, incl. 

quotes (if any)

Item 
appear to be 

in stock?

Process order

Items in stock?No

Yes

Shipping in 
time?

Yes

End

Inform students.
Update project 

expense log

No

Yes
Request sales tax 

exemption 
Process sales tax 

exemption request

Yes

No

Review 
procurement form

No

Yes

No

No

Initiate order

July 6, 2021

Pack and ship. 
Send shipping 

information

Send
  invoice

Track 
expenses, incl. 
shipping costs

Pick up items as 
quickly as possible 

when notified

Correct/Update 
Procurement Form

Start

Yes

Will phone, 
computers etc. stay 

with UTDesign? 

Notify students to 
pick up shipment

Yes

Tag and inventory 
each item

No

Sales tax 
exempted?

https://utdesign.utdallas.edu/resources/ordering/
https://utdesign.utdallas.edu/resources/ordering/
https://utdesign.utdallas.edu/resources/vendors/
https://utdesign.utdallas.edu/resources/vendors/
https://utdesign.utdallas.edu/resources/forms-templates/
https://utdesign.utdallas.edu/resources/forms-templates/


Place Order - UTDesign Procurement Process
UTDesign Administration VendorUTD Procurement

Items in stock?

Order placed 
successfully

Cost above $2,000

Amazon?

Phone/ 
Animal/Medical 

item?

Inexpensive 
item?

Vendor in 
eProcurement?

Yes

No

Requisition 
approved?

Yes

No

Yes

No

Yes

Place Order

No

Yes

No

Yes

No

End Place Order

Create Purchase 
Order, and send 

information

Ask students to find 
another vendor 
and/or product

Initiate order in 
eProcurement

Requisition Request 
created

Send Requisition 
information

Process order
Place order with 

vendor

Yes

No

End Place Order

New vendor?

Yes

Check if this is a 
new vendor, i.e. we 
have an established 
tax-exempt account

Ask students to find 
another vendor 
and/or product

Store information

Inform students

Inform about 
unsuccessful order

Inform about 
completed workflow 

and invoice

Send
  invoice

Sales tax 
exempted?

No

Yes

Request sales tax 
exemption 

Process sales tax 
exemption request

Shipping in 
time?

Yes

Process order 
request

Place order with 
vendor

Create new account

No

No

Yes

End Place Order

No

Send
  invoice

Ask students to find 
another vendor

https://utdesign.utdallas.edu/resources/ordering/
https://utdesign.utdallas.edu/resources/ordering/
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