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Purchasing Procedure Flowchart – Dollar Thresholds

Reference: Board Policy

School/Department 
Level Function

Line item cost is 
<$5000.00

No Quotes Required

iSchool/Department 
Level Function

One or more line item 
cost is >$5000.00 but 

<$15,000.00

ii3 Formal
Quotes are 

Required for Each 
Item

Acceptable quotes 
must be obtained by 
the originator from 

vendor in written form 
on vendor letterhead or  

vendor quote form

Central Office 
Function

One or more line item 
cost is  >$15,000.00 

but <$40,000.00

iiFormal quotes 
are required

These quotes must be 
requested and 

awarded through the 
purchasing department. 

Central Office 
Function

One or more line item 
cost is  >$40,000.00

iiFormal 
bid/proposal is

required

This must be requested 
through the purchasing 

department. Board 
Approval required 

before final award is 
made.

Note:

iWhere a sole source or sole brand situation arises all required forms must be submitted with requisition. Reference 
the purchasing policy for these forms and instructions on completion.

iiIn some cases the quotation will also need confirmation that the selected vendor meets the required Federal 
regulation that ensures the vendor is not listed on the Federal Excluded Party (debarment) List. Reference the 
purchasing policy for further explanation.


