Hartnell College
Purchasing Matrix

Is the purchase one of the following:

START - Tangible good

HERE

- Food/Catering
-Services (NOT entertainment or speakers)
- Invoices for any of the above

Is this a one-time purchase
defined by a quote?

Create a P.O. through
Mercury Commerce

Create a Blanket Purchase
Order through AdobeSign cc:
purchasing@hartnell.edu

(e

HARTNELLCOLLEGE

Create a P.O. through
Mercury Commerce

Is this purchase for one of the following:
- Entertainment/Speaker Fees
- Memberships/Dues
- Subscriptions

- Reimbursements
- Conference Registration
- ALL Travel (includes hotel, air, car rental, ect.)
- Invoices for any of the above

Is the purchase one fo the
following:
- Maintenance Agreement
- Service Contract

Submit a Check Request via
AdobeSign cc:
accountspayable@hartnell.edu

Is this vendor being paid out

through a one-time payment? ot e ca

Office for further
guidance

Create a Blanket Purchase Order
through AdobeSign CC:

purchasing@hartnell.edu



