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Complete Detailed Purchase 
Order

Determine Total Cost

Including taxes and shipping

Obtain approvals

> $2,500 EVP 

Cost < $5000

No

Cost Between 
$5000 and $9999

No

Cost > $10,000

Contact vendors and 

provide three quotes* 

Contact purchasing 

department to complete 

bidding process *  

 

Submit order to 

purchasing* 

 

Purchase Order 

processed 

Purchase Order 

processed 

 

Purchase Order 

processed 

 

 

PURCHASING FLOW CHART 
 

*If the item(s) are under State Contract we 

must either purchase from the vendor or 

provide a justification for using another 

vendor.  Bidding and quotes are not 

required for items on State Contract. 

Funding source does not eliminate the need 

to follow purchasing procedures. 

State Contracts Listing: 

 
http://www.pandc.nc.gov/keywordListing.aspx 
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