Appendix 6
Department of Procurement and Contract Administration 

The Department of Procurement and Contract Administration is responsible for the purchase of all goods and services for the Maryland Judiciary.  All procurement activity is conducted in accordance with the Maryland Judicial Branch Procurement Policy.

The Judiciary purchases a wide variety of goods and services—such as office fixtures and furniture, printing, and paper requirements—as well as consulting and professional services.  The Maryland Judiciary, due to its information requirements, purchases a large amount of computer hardware, software, maintenance services, programming/analyst services and consulting services.  The Department encompasses the following units: warehousing, shipping and receiving, fixed assets and fleet (vehicles) services.  Based on the outcome of the Judiciary’s Future Business Process Joint Application Design (JAD) sessions, the Future Procurement Model includes the following processes:

· Vendor Management

· Requisition Processing

· Bid Processing

· Create Purchase Order

· Print Purchase Order

· Change Purchase Order

· Contracting

· Review Purchase Order

· Review Requisition

· Receipt Processing

· Close/Reconcile Purchase Order

FUTURE PROCUREMENT MODEL
[image: image1.emf](PO-0) Purchasing Process Overview
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[image: image2.emf](PO-1) Vendor Maintenance – PO Vendors
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[image: image3.emf](PO_2)  Requisition Processing  (Details)
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[image: image4.emf]PO_3 Bid Process
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[image: image5.emf]POI_3a Contract Process
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[image: image6.emf](PO_4) Create Purchase Order
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[image: image7.emf](PO_5) Print Purchase Order
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[image: image8.emf](PO_6) Process Change Order

F

i

n

a

n

c

e

V

e

n

d

o

r

P

u

r

c

h

a

s

i

n

g

 

D

i

r

e

c

t

o

r

P

u

r

c

h

a

s

i

n

g

 

C

l

e

r

k

R

e

q

u

e

s

t

o

r

B

u

y

e

r

Ship 

Goods

Send 

To

Vendor 

Electronically

Enter 

Change 

Order

Receive 

Change 

Order

Change 

Request 

Need

PO_10

Approve 

Change 

Order

Submit 

Change Order 

for Approval

Verify

PO

Against

Budget

Generate 

Accounting 

Entries

Approved

PO

[image: image9.emf](PO_7) Contract Monitoring
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[image: image10.emf](PO_8) Review PO Information
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[image: image11.emf](PO_9) Review Requisition Information
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[image: image12.emf](PO_10) Receipt Processing
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[image: image13.emf]PO_11 Encumbrance/Close/Rollover
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