
Quotes and Invoices

Received an invoice from
the vendor (must clearly

state "invoice" on the
document)

Quotes are itemized estimates of the costs of goods and/or services. Invoices are finalized bills of
purchased goods and/or services. As such, both documents follow separate processes with their own
respective forms. Please review the flow below to ensure you follow the correct process depending on

the document you received from the vendor.

Received a quote from the
vendor (may say "quote,"
"estimate," or "pro-forma

invoice")

Follow the
appropriate
Requisition 

process

Follow the
Disbursement

Request process

PO is issued

Vendor sends
invoice...

to employee to Accounts
Payable

Employee sends
invoice to Business

Office

Business Office
reviews, sends
invoice to AP

AP pays invoice


