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The purpose of this diagram is to provide you with a quick reference as to which process and form
you need to use in order to pay for an item.  Please see separate procedures for each process.
See also the Purchasing Policies and Procedures which documents special purchases that require
additional approval (e.g. purchases greater than $2,000). 
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Does the item 
relate to
travel expense?

Does the item relate 
to computer 
equipment?

Has the item 
been paid for 
already?

Does the vendor
require 
prepayment?

Does the item 
relate to services 
provided?

Is the person being paid a 
student at Wartburg?

See Student 
Employment Office

Is the person being paid a
faculty or staff member at 
Wartburg?

See Human Resources 
Department

Does the item relate to 
reimbursement for college 
courses?

Will the item be 
purchased with the 
College issued 
credit card?

Use Credit Card 
Procedures


