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Type of Funding Amount

Online Requsition
Blanket PO (BPO)
Maintenance PO (MPO)

F I GENFD, CCDFD, COPFD none  7    5 1 4 
5-7 business days for PO,
Up to 10 business days for check

Limited Purchase Order F I GENFD, CCDFD, COPFD $1,000     1 
1-2 business days for PO,
Up to 10 business days for check

Check Request F I GENFD, CCDFD, COPFD none  3  Up to 10 business days for check

Credit Card (ARC)
(Emergency Use ONLY) 8 GENFD, CCDFD, BANAR, SCOAR $1,000    1-2 business days

Revolving Check Request       
(Emergency Use ONLY)

F I GENFD, CCDFD, COPFD, BANAR, SCOAR $1,000     1-2 business days

Revolving Cash Request
(Emergency Use ONLY) 

F I GENFD, CCDFD, COPFD, BANAR, SCOAR $50  2  1-2 business days

Campus Based Requisition F I BANAR, SCOAR none      6 1 
2 business days for PO,
Up to 10 business days for check

Travel Authorization Request F I GENFD, CCDFD, COPFD, BANAR, SCOAR none   Up to 10 business days for check

RESOURCES: BUSINESS UNITS NOTES
Business Services Forms BANAR - Associated Student Government, Clubs & Foundation Fund 1 Must be pre-approved by VPA

Check Run & Report Schedule CCDFD - Childcare Fund 2 Must be pre-approved by Manager

Funding Sources COPFD  - Capital Outlay Fund 3 Grants, stipends, facility use, library fines, etc.

PeopleSoft Webpage GENFD - General Fund 4 Budget set aside for purchase order

Purchasing Handbook SCOAR - Instructional Related & Campus Trust Fund 5 Only for group virtual conference registration for 3 or more indiviuals
6 Travel Authorization Request Form Required
7 See Instructions for purchases requring credit card payment
8  Contact BSO Supervisor

Type of Purchase ProcessPayment MethodsResources

https://fs.losrios.edu/psp/staff/EMPLOYEE/ERP/c/REQUISITION_ITEMS.REQUISITIONS.GBL?Page=REQ_FORM&BUSINESS_UNIT=GENFD&REQ_ID=0001032027&Action=U&cmd=login&errorCode=999&languageCd=ENG
https://employees.losrios.edu/shared/doc/purchasing/requisitions-user-guide.pdf
https://apps.arc.losrios.edu/ARCeForms/LimitedPurchaseOrders
https://inside.arc.losrios.edu/arc/inside/doc/ARC-01-AdminServ/ARC-Inside-Business-Services/Instructions-for-LPO-Limited-Purchase-Order-Form.pdf
https://inside.arc.losrios.edu/arc/inside/doc/ARC-01-AdminServ/ARC-Inside-Business-Services/ARC-Check-Request.pdf
https://inside.arc.losrios.edu/arc/inside/doc/ARC-01-AdminServ/ARC-Inside-Business-Services/Instructions-for-Check-Request-Form.pdf
https://inside.arc.losrios.edu/arc/inside/doc/ARC-01-AdminServ/ARC-Inside-Business-Services/Revolving-Check-Request.pdf
https://inside.arc.losrios.edu/arc/inside/doc/ARC-01-AdminServ/ARC-Inside-Business-Services/Instructions-for-Revolving-Check-Request.pdf
https://inside.arc.losrios.edu/arc/inside/doc/ARC-01-AdminServ/ARC-Inside-Business-Services/GENFD-Revolving-Cash-Request.pdf
https://inside.arc.losrios.edu/arc/inside/doc/ARC-01-AdminServ/ARC-Inside-Business-Services/Instructions-for-GENFD-Revolving-Cash-Request.pdf
https://apps.arc.losrios.edu/ARCeForms/CampusBasedFundRequisitions
https://inside.arc.losrios.edu/arc/inside/doc/ARC-01-AdminServ/ARC-Inside-Business-Services/Instructions-for-Campus-Based-Fund-Requisition-Form.pdf
https://apps.arc.losrios.edu/ARCeForms/TravelAuthorizations
https://inside.arc.losrios.edu/arc/inside/doc/ARC-01-AdminServ/ARC-Inside-Business-Services/arc-travel-authorization-program-quick-guide.pdf
https://inside.arc.losrios.edu/administrative-services/business-services-remote-operations/business-services-forms-alpha-index
https://employees.losrios.edu/lrccd/employee/doc/accounting/warrant-report-production-info.pdf
https://inside.arc.losrios.edu/administrative-services/business-services-remote-operations/funding-sources/college-discretionary-fund-(041a)
https://psreports.losrios.edu/
https://employees.losrios.edu/shared/doc/purchasing/purchasing-handbook.pdf
https://inside.arc.losrios.edu/arc/inside/doc/ARC-01-AdminServ/ARC-Inside-Business-Services/Instructions-for-Credit-Card-Purchases.pdf
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