
Admin/Area Requisitions

Micro-purchases requiring a check

Provide Approved AD-700,
including check fee of 1.7%
Work with vendor to provide
completed W-9 form

Prohibited Chemicals
$3,000 & Under

Provide Approved AD-700

Include  specific item details
(Catalog #, quantity, chemical state,
purity, etc.)

$3,001 & Above
See 'Supplies/Equipment $3,001 - $150,000'

July 1 Deadline

Supplies/Equipment $3,001 - $150,000

1. Check GSA Excess

2. Provide Approved AD-700,
including detailed item(s)
description

3. Provide 3 Sources

4. Provide Word document of
Specifications

Services - $2,501 - $150,000

1. Provide Approved AD-700,
including timeframe needed

2. Provide 3 Source s

3. Provide Statement of Work (SOW)

Construction $2,001 - $150,000

1. Provide Approved AD-700,
including timeframe needed

2. Ensure Facilities/Admin/CD are
aware of work being procured.

3. Verify if work needs to be coded
as R&M in CATS.

4. Provide 3 Sources

5. Provide Statement of Work (SOW)
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