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Palomar Community College District
Contracts Process Flowchart

Department completes
Dept. locates vendor to Contract Review & Approval Contracts staff reviews
Department identifies perform serivce and Form and sends with quote request, asks clarifying
need for a service requests quote or to contracts@palomar.edu questions, and negotiates
proposal terms as needed.

Contracts staff prepares
contract and sends for
signature, with department
copied.

Fully executed contract is
sent to Dept when
signatures complete.

Contractor performs services, sends
invoice to Dept. and AP@palomar.edu
with PO number indicated. AP obtains
Dept. approval and processes check.

POis processed and sent to
Contractor, with Department
copied. Once PO is received,
contracted work may begin.

Department enters Once approvals are complete
requisition for cost of on requisition, it is assigned
contract. to a Buyer to process a PO.

Note: Certain contracts will require Board preapproval priorto sending for signatures. Please work with the contracts office to add these items to the Board
agenda, if necessary. See BP/AP 6340 and AP 6345, 6350, and 6360. Allitems that require preapproval will need to be sent with a Board Action Form. Please
reach outto the President's Office or Contracts if you need a copy of this form.



