Disaster Procurement Overview


1. Buyer is identified
2. Start Buy Process

3. Buyer Receives Procurement request with OEM Action number

4. Buyer enter information on Event Log (Form DP300)

5. Buyer searches suppliers

6. Buyer places order

7. Buyer sets up for will call or delivery

8. Buyer asks supplier to fax/email sales invoice & packing slip

9. Buyer determines payment method

a. Purchase order, direct bill, or check, agency gets invoice

i. Buyer provides PO or direct bill information to supplier

ii. Buyer contacts ECC or AOC with order status

b. SPOTS card

i. Buyer gathers supplier contact information & advises a second call will be made with credit card information

ii. Buyer contacts SPOTS card holder & provides supplier contact and purchase information

iii. SPOTS card holder contact supplier to pay and confirms payment to buyer

iv. Buyer contacts ECC or AOC with order status

10. Buyer attaches paperwork and updates Event Log

a. Buyer enters information into financial tracking log

11. Buyer confirms delivery or pick-up and notifies Coordinating Supervisor

12. Coordinating Supervisor provides procurement information to ECC or AOC updates status at end of shift
a. Rental or services

i. Demobilizes rentals or services as necessary

ii. Final notice to ECC or AOC

iii. Close out Event Log

b. Commodities

i. Close out Event Log

13. Process ends

14. See Disaster Procurement Process flow chart (Form DP200)
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