
Determine Department’s Need and Funding 
Availability

Is the supply/service available through a currently 
contracted Vendor?

(see the OBFS website for more information)

Is this a small purchase for?
Professional or Artistic Services < $20,000

Supply/Service ≤ $51,300
Construction: ≤ $72,000

Is the supply/service best met by conducting a 
competitive solicitation?

Is there more than one Vendor that can meet the 
need?

Is this an emergency purchase? Is price the sole factor for award, providing 
Vendor meets minimum specifications?

Contact Purchasing immediately to proceed with 
the purchase.

Competitive 
Solicitation will be 

conducted using an 
Invitation for Bid (Bid) 

Place Order in iBuy with contracted Vendor.

Seek informal quotes to determine 
competitiveness of pricing.  If the purchase is < 

$5,000 and the purchase is not prohibited or 
restricted, use P-Card .  Otherwise, create 

requisition in iBuy (if an iBuy Vendor) or Banner
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Solicitation will be 
conducted using a 

Request for Proposal 
(RFP)
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