
LAUSD MAXIMO Buyer Card Requisition Flow (Non-Annual Contract $2,500-$78,900)         7/7/2011 
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Non-Annual 
Contract 

($2,500 - $78,900)

Print Maintenance 
Material Bid Form

RFQ status 
INPRG

Estimated 
Cost?

Submit 
Maintenance 

Material Bid Form to 
Buyer Card Holder 
for advertisement

$2,500 - $24,999

$25,000 - $78,900

Review/sign Buyer Card 
Material Requisition Report 

and return to Requestor

Submit Buyer Card Material 
Requisition Report to Buyer 

Card Holder

Change RFQ status to COMP 
and create Purchase Order 

(PO) in Maximo

Submit BCMR Report and 
Purchase Receipt to Stores 

Personnel

Change Status of PO to CLOSE and 
reconcile purchase in ProCharge 

application, scan and attach 
supporting documents

Create Request 
for Quotation 

(RFQ) in Maximo

$2,500-$5,000

$10,001-$78,900

$5,001-$10,000

Sign and submit Buyer 
Card Material Requisition 

Report  to LDFD for 
signature approval

Sign and submit Buyer 
Card Material Requisition 

Report  to AFSD for 
signature approval

Total Cost of 
Awarded 

Material(s)

Sign and submit Buyer 
Card Material Requisition 

Report  to CPM for 
signature approval

Advertise material(s) in 
the Maintenance Material 

Advertisement website

Enter prospective 
vendors, quotes 

into the RFQ 
record

Submit 
Maintenance 

Material Bid Form 
to prospective 

Vendors

Select Preferred 
Vendor to Award 
and Print Buyer 
Card Material 

Requisition Report

Receive items in Maximo and 
submit BCMR Report, 
Purchase Receipt and 

Packing Slip to Buyer Card 
Holder

Purchase 
Material(s)


