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Start Process

FSW completes 
1914 P-card 

Requisition & 
Justification forms

FSW emails  forms 
to immediate 
supervisor for 

approval

Approved?
FSW shreds 

request
End Process

Supervisor sends 
forms to Financial 

Coordinator (FC) for 
review

FC reviews and 
sends forms to 

Central Office for 
approval

Initial or Urgent 
request?

FC sends forms to 
Area Director for 

approval
Approved?

Yes

No

Yes

No

Yes

 

FC prints approved 
1914 & forwards to  

FSW & Supervisor, & 
advise approval to 

shop

FSW has 48 hours after 
purchase to get paperwork 
(receipts, transaction log  & 
approved 1914 form) to 
Financial Coordinator

FSW makes 
purchase(s) & sends 

receipts & 
paperwork to FC 

FC reviews 
paperwork for 

accuracy

FC makes 2 copies of 
paperwork

FC creates coversheet 
and FedEx, with original 
& copy of paperwork,  

to Central Office 
Financial Unit

FC keys info from 
paperwork into the 

Debt screen in 
CHRIS

FC creates a hard 
copy file of 

purchases for each 
P-Card purchaser

End Process

File saved for 3 months

Some cases will 
also have waiver 
approvals for food, 
electronics, 
utilities, etc.

FSW notifies client

Approved by 
Central Office?

Central Office 
approval takes 24-
48 hours 
depending upon 
urgency of request

Notifies FC with 
denial

FC notifies FSW

No

Notifies FC with 
approval

Yes No

FSW

FSW
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