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DCFS – Purchase Order for Client -  v2.0 Last Updated:  2/14/2020

FSW completes 1914 
Purchase Order (PO) 

requisition & the CFS496 
form if applicable

FSW email all applicable 
forms to immediate 

supervisor for approval

Supervisor 
approved?

FSW shreds request End Process

Supervisor sends 
documentation to 

Financial Coordinator 
(FC) for review

FC checks SAP to see if 
vendor already has an 
account with the state

AD approved?

No

Yes

 

End Process

FSW obtains  estimate  
& signed W-9 form from 

Vendor(s) for services
Start Process

CFS496  form is for 
cash assistance

Itemized info for 
estimate may 

include services  
(rent or prof. 

services), family 
name, month for 
service, amount, 

etc.

FC validates client info 
via CHRIS and 

requested amount via 
utility bills, rent, etc.

FC requests additional 
information from the 

FWS Supervisor

FC receives additional 
info and resends 

documentation to AD

FC sends documentation 
to Central Office (CO) 

Financial Unit for 
approval

FC sends all 
documentation to 

Area Director (AD) for 
approval

SAP = state banking system

Vendor has 
account?

The FC verify the SAM 
site to see if the 

vendor is debarred 
No Vendor debarred?

FSW obtains signature 
from vendor and 

sends AGI back to FC

www.sam.gov/SAM/

FC uses the W-9 to 
complete the vendor 
application & sends it 
to DHS Vendor Maint.

Responds to FC within 
24 hours that vendor 

was approved

Submits vendor 
application to DF&A 
to obtain a vendor 

number

Assigns vendor 
number & emails info 
to FC and DHS Vendor 

Maint. within 48 
hours

No

FC generates the AGI 
and sends to FSW for 

vendor review & 
signature

FC puts the vendor ID 
on PO

Yes

Yes

Financial Unit 
approved?

Notifies FC vial email 
with banking system 

screen shots once 
payment is made to 

vendor

YesNotifies FC of denial No

FC emails FSW with 
approval and payment 

to vendor

FC enters payment 
amount in Client Debt 

screen in CHRIS

FC notifies FSW & 
FSW Supervisor and 

shreds request

Yes

Forms:
-Estimate
-W-9
-1914 PO 
-CFS496

AGI=Agency Generated Invoice

FSW notifies client 
and find a new vendor

FC notifies FSW and 
supervisor

FSW notifies clientEnd Process

Central Office may 
deny as written, 
FSW may resubmit 
a modified request 
and restart the 
process

Scan all documents 
into Edoctus

No
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