
Is the cost $2,499

or less?

To Procure or Not to Procure!

SUPPLIES/EQUIPMENT/FURNITURE/PRINTING
(building materials, lawn mower, desk, signs, brochures, hand-outs, etc.)

PROFESSIONAL SERVICES
(plumber, electrician, any type of labor w/supplies, etc.)

At least three quotes are required 

& a requisition must be submitted.

Yes
Is the cost $2,500

To $7,499?

Yes!
Proceed with purchase using

P-card or company invoice

No

No
Three quotes and AG

contract required & a requisition

must be submitted.

Formal sealed bid process or a bid

waiver through State Purchasing

Is REQUIRED!

$7,500 or greater

Is the cost $1,499

or less?

No
Yes!

Proceed with purchase using

P-card or company invoice

Is the cost $1,500

To $7,499?
Yes

No

$7,500 or greater

Formal sealed bid process or a bid

waiver through State Purchasing

Is REQUIRED!

NOTE:  Any computer/computer related 

purchases over $500 must be approved by

ETS prior to the purchase.

For purchasing assistance utilizing Special Revenue Account, Major Maintenance, or Motor Boat 

Gas Tax funds (construction projects), contact Lisa Koenig at (307) 777-6711.

For purchasing assistance utilizing site O&M/SRM funds, call Lisa Koenig at (307) 777-6711 or 

Lori Reed at (307) 777-7205.
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