
Purchasing Decision Tree

Commodities
or Goods?

Services?

Yes
Is this less 

than $5,000?

Is it $5,000 to less 
than $75,000?

No

Only 1 quote needed

Two written quotes 
required. (No shopping 

carts allowed)

$75,000 or more requires 
Reverse Auction

Yes

Yes

Yes

No

No

Is this less than 
$10,000? Yes Only 1 quote needed

Yes

No

Is it $10,000 to less 
than $250,000?

Two written quotes 
required. 

No
$250,000 or more requires 

Reverse Auction

Exceptions: On State Contract. Must 
include contract #. 

EPL but must still have two quotes.

Exceptions: Copyrighted education supplemental 
materials and software as a service product.
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