
Building/Department

PURCHASING REFERENCE

MINOR 
PURCHASES

$0-$999

Payment – Approved 
Invoice

Payment – P-Card   
)

$ $

PURCHASE

(only when necessary)

Purchase Requisition

(3) Verbal Quotes

PURCHASES
Supplies/Services

$1,000 - $3,999

Approval – Dept/Fin

(3) Verbal Quotes 
(w/documentation)

MAJOR 
PURCHASE

$4 000-$23 230

Purchase Requisition

(3) Written Quotes
$4,000 $23,230 
(update 15/16) Approval –

Dept/Fin/Sup

Competitive BidsMAJOR 
PURCHASE

Statute Amt 
(15/16) 

$23,230

Advertise/Public Offer

Approval Board$23,230 Approval - Board


