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Requestor 

submits 
requisition 

Review the 
terms and 

conditions of 
the contract 

to ensure 
compliance

Requester 
sources 

requisition to 
a PO to order 

item(s)

Submit invoice 
to AP for 
payment, 

referencing 
the PO

Contracts & 
Procurement 

manages 
procurement 

process

Agency 
receives 
item(s)

Requester 
submits request  

according to 
policies - written 
quotes required 

between 
$5,000-15,000

Once approved, 
by agency,  
requester 

orders item(s)

Small Cost Purchases  
Purchases less than $15,000 
Quotes required between 
$5,000-15,000 (encouraged 
below that)

See Policy 7021
Purchasing Cards 

Less than $15,000 per 
transaction
No sales tax
No use by anyone except 
cardholder

See Policy 7035

Purchases to be Conducted by 
Contracts & Procurement

All procurement over $15,000 
without contract
Expedited RFP (under $50,000) 
Full RFP 
Sole Source/Exemptions 

Policy 7010, 7030

State / Cooperative 
Agreements

Follow requirements of state 
or cooperative contract

See Policy 7020

Invoice sent 
to AP for 
payment

Payment 
made via 

purchasing 
card 

PoliciesRequester 
enters 

requisition 
linking to the 

contract

START HERE




