New Vehicle Process

Ordering a Vehicle

1) Vehicle Requested by Field
a. Approver field will be added to online order form

b. Requester must choose the name of the person who will be approving the vehicle purchase from a drop down box list (Financial Authority Report – Level 2-3) see attachment 1
2) Online order received by Hudiburg and Procurement
a. Email will be sent to Approver for notification of order and quote (with name of requestor and vehicle description) 

b. Approver must respond to Hudiburg via email to indicate ‘yes’ 
3) Hudiburg orders vehicle



6-10 weeks

4) Hudiburg sends Procurement Schedule A 1 week before vehicle arrives (when they receive VIN and updated driver information)
5) Procurement uploads Schedule A into AS400 see attachment 2
a. If there are changes to the entry later in the process, Hudiburg sends a supplemental form to Procurement with new information to be uploaded in AS400. see attachment 3
6) Procurement sends Sch A (with newly assigned unit numbers on it) to Credit Card department (Ryan Robichaux) and Hudiburg.


1 week  

7) Hudiburg delivers new vehicle to location (with temporary tag)

8) Hudiburg orders tag and title (must have manufacturer’s invoice)

9) Hudiburg sends Devon’s vehicle invoice to Procurement for payment and CC: insurance (Brandon Peck, Joseph Lee)
10) Procurement saves invoice, Sch A, etc. to the W: drive in a folder created for that unit

11) Procurement gets invoice approval from Jimmy Bunn 
12) Procurement sends approved invoices to Accounting (Susie Caffrey)



Within 30 days (temp tag only 30 day tag from the 




day the vehicle is delivered)
13) Tag is delivered to vehicle location, title delivered to Procurement
14) Procurement sends original title to Imaging to be scanned.  

15) Imaging sends original title to records to be inventoried and sent to off-site storage.  
*Credit Cards will be running a report weekly to determine all the inactive vehicles (returning unit field) and cancelling the vehicle credit cards

*Procurement will be running a monthly Tag Renewal Date report and notifying drivers of expiration date.  

*Credit Cards will be notifying Procurement of driver changes from now on.  
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