
Is the product available in the 
district warehouse*?

Yes
Purchase from the district 

warehouse through the QCC Stores 
Module.

No

Is the product/service available on a 
state or district contract†?

Yes
Obtain a quote from the contract 

holder.
Order With

P-Card, Pay Voucher, or District 
Req/PO

No

Is the product/service only available 
from one source?

Yes
Is the total price of the purchase 

between $0-$499.99?
Yes No documentation required Order With

P-Card, Pay Voucher, or District 
Req/PO

No

Is the total price of the purchase 
between $500-$999.99?

Yes

Complete Sole Source Form‡.         
This can be approved by the fiscal 
administrator and retained at the 

school or department.

Order With
P-Card, Pay Voucher, or District 

Req/PO

No

The total price of the purchase is 
over $1,000.

Document
Complete Sole Source Form‡ and 
submit to District Purchasing for 

review.
Order With

District Req/PO or Secondary 
Bookkeeper P-card if <$5,000.

Is the total price of the purchase 
between $0-$499.99?

Yes
No quotes are required. Purchase 

from the best source to meet need 
of school or department.

Order With P-Card or Pay Voucher

No

Is the total price of the purchase 
between $500-$999.99?

Yes
Two quotes are required.  Purchase 
is to be made from the lowest quote 

meeting your specifications.
Document Complete District Quote Form‡ Order With

P-Card, Pay Voucher, or  District 
Req/PO

No

Is the total price of the purchase 
between $1,000-$4,999.99?

Yes

Two written quotes are required.   
Purchase is to be made from the 

lowest quote meeting your 
specifications.

Document
Complete District Quote Form‡ and 

Written Quotes
Order With

District Req/PO, Secondary 
Bookkeeper P-card if <$5,000, or a 
Pay Voucher for Secondary Schools 

using Fund 21.

No

The total price of the purchase is 
over $5,000.

Document
Submit District Requisition and 

specifications to District Purchasing.
Order With District Req/PO

* The Central Warehouse catalog is available on the Purchasing & Warehouse web page. Purchasing Telephone 385-646-4518 R. 08.31.21
† District and state contracts can be found on the Purchasing & Warehouse web page. Warehouse Telephone 385-646-4286
‡ The document is available on the Purchasing & Warehouse web page.

No

District Fiscal Policy Section 7.E
Purchasing Threshold Flow Chart


	Sheet1

