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Note: A department may “NOT” spend $10,000.00 or “MORE” in a calendar year from the same vendor, they 
“MUST” initiate a purchase requisition and the items must be procured in a competitive manner.  Departments 
may “NOT” “DIVIDE” invoices to stay below the $10,000.00 threshold – Per Fiscal Policy:  FI0405. 

Is the purchase under $10,000? YES 

Purchases may be made by departments based on 
their discretion. Whenever possible purchases are 
less than $10,000, these should be purchased with 
the procurement card. Note: Assets costing $5,000 

or more may not be purchased with the 
procurement card.  

NO 

Does the individual procurement item 
cost more than $10,000 but less than 

$50,000, AND does the total 
purchase cost less than $50,000? 

When the procurement item cost is more than 
$10,000 but less than $50,000 and the total 
procurement is less than $50,000, obtain 3 

competitive quotes from qualified vendors, and 
award to lowest qualified vendor or use state 

supported cooperative contract, regardless of dollar 
amount, when the contract offers products/services 

that meet the department’s requirements. Attach 
quotes and support documentation to ESM 

Requisition.  

Is it a sole source? 

Complete and attach NCJ Form to ESM Requisition, 
Purchasing Director will review sole source. Once 

accepted and approved ESM Requisition is 
received, a PO will be entered, or a P-Card 

Purchase may be made.  

NO 

Does the total purchase cost over 
$50,000 and is not a sole source? 

A Formal Solicitation must be done unless a 
cooperative contract, State of Tennessee contract, 

GSA 709, or a UT System Wide Contract is 
available. Submit Detail Specifications/Scope to 

Purchasing. 

YES 

YES 

YES 

NO 

A need for goods and/or services 
is identified by a department.  


