
 

A need is 

identified by 

the end user. 

Is it a sole 

source? 

Yes 

Complete a sole source form and send 

it w/backup to VP, submit a requisition. 

No 

Is the 

purchase 

under $5K? 

VP will review sole source with 

Purchasing Director. Once accepted 

& and an approved requisition is 

received, a PO will be created, or a 

P-Card purchase may be made. 

Yes 

Purchase using 

a P-Card or 

requisition.  

No 

Is purchase 

under 

$50K? 

Yes 
Obtain 3 quotes from 

qualified vendors, and award 

to lowest qualified bid or use 

a cooperative contract. 

Submit requisition or use p-

card. 

No 

If it is over $50K and is not a sole 

source, a formal solicitation must 

be done unless a cooperative 

contract is available.  Board 

approval must be obtained for the 

expenditure. 


