
4/20/21

School Submits Request 
for Direct Service with 
unsigned contract to 

CESA 6

Service 
Approval

Direct Service 
Not Allowed

No

CESA  6 
Generates 

and Emails a 
Purchase 

Order (PO)

CESA 6 Signs 
the Contract 

with the 
Contractor

Direct 
Service is 
Performed

Contractor Sumits 
to CESA 6: 

1) Invoices CESA 
6 with PO

2) Proof of 
Payment Required 
if the their was a 
subcontract or 
staffing

3) Inventory Items 
if applicable

Notice 
Provided to 

CESA 6

NO

Purchase 
Order 

Liquidated

CESA 6 Checks 
with School to 

Ensure Contract 
Completed

CESA 6 
Claims DPI

YES

Notice 
Provided to 
Contractor

NO

DPI Releases 
payment

CESA 6 Pays 
Contractor

DIRECT SERVICE PROCESS MAP

2 3

2

5

10

3

TOTAL
20 

Business 
Days

TOTAL
5 

Business 
Days

Review, Approval and Contracting Period Payment PeriodService or Assistance Provided Period

YES Yes

School Reviews CESA Catalog, 
Reaches out to a CESA to 

determine Direct Service and 
Develop a contract with CESA 6 

as the Customer

CESA 6 
Inventory Items

if applicable

School Labels 
Inventory Items 

if applicable

School Responsibility

CESA  Responsibility


