
Purchasing Services (REV.07/2026)

PURCHASING WORKFLOW FOR GOODS AND SERVICES

CONTRACT PREPARATION
Complete the appropriate District contract template.
Ensure the agreement is fully executed.
Review the Purchasing and Payment Approval 
Matrix for signature authority.
Use the Purchasing Documents Matrix for 
Goods and Services to identify the appropriate 
contract template.
Contract templates: Contracts & Forms

Helpful Links:
Purchasing and Payment Approval Matrix
Purchasing Documents Matrix for Goods and
Services
Contracts & Forms
Bid Threshold
Purchasing Requisition Manual
Direct Pay Request Form
Purchasing website

https://purchasing.fhda.edu/contracts-and-forms/index.html
https://purchasing.fhda.edu/getting-help/index.html
https://purchasing.fhda.edu/_website-documents/Purchasing%20and%20Payment%20Approval%20Matrix_v072026.pdf
https://purchasing.fhda.edu/_website-documents/FHDA_PurchasingDocumentsMatrix_GoodsServices%202025.pdf
https://business.fhda.edu/_downloads/Direct_Pay_Request_Form_0326-v2.pdf
https://purchasing.fhda.edu/
https://purchasing.fhda.edu/bid-threshold/index.html
https://purchasing.fhda.edu/contracts-and-forms/index.html

