
Member selects 
materials for purchase

Store registers the 
purchase

Member receives the 
materials

Member pays vendor

Vendor sends admin 
fee payment and 

reconciliation report to 
Mohave

Mohave reviews 
reconciliation report 

and sample of member 
orders for the period

Discrepancies, if any, 
addressed

End

Payment includes Mohave's admin fee.
Payment is remitted to card company for Pcard purchases.
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In Store Purchase Process

Vendor invoices 
member

Note:  This process applies only to contracts 
with In Store Purchases authorized by Mohave

Member reports 
to store with a 

purchase order or 
Pcard

To ensure contract prices, the purchase order should reference the Mohave contract 
number.  Purchasers should also mention that a Mohave contract purchase is being 
made.

Vendor may provide invoice at the time of purchase.
The card company will invoice for Pcard purchases.
Member contacts vendor directly to resolve order discrepancies, returns, damage, etc. 
Member or vendor may request Mohave's assistance.


