
Check budget 
for money

Determine 
cost including 

shipping 

Cost
$25 to 
$999

Purchasing Flow Chart

Yes
Shop for best 

price and submit 
small PO to 

vendor

Cost
$1,000 to 

$4,999

Three telephone 
quotations

Submit small PO 
to vendor. Retain 
quotation sheet 

with PO for audit 
purposes 

No

No

Yes

Cost 
$5,000 to 
$29,999

Yes

No

Cost
$30,000 or 

more

STOP

Yes Three written 
bids

Submit requisition 
to Purchasing with 

written bids 
attached 

Yes

Yes
Contact

Purchasing
Requires 
formal bid 
process


