
Is the request 
considered Goods/
Services or Public 

Works?

Consult with the 
Facilities Project 
Director on the 

process.

Is it under 
$10,000?

 Refer to Contract 
Process Flowchart.  

Consult with 
Purchasing as 

necessary. 

A bid process is generally 
required.  Submit the statement 

of work/specifications/
background info to Purchasing 

Office via email.  Purchasing will 
determine whether any bid 

exemptions apply.

NO Bid exemption?

The Purchasing 
Office will conduct a 

bid process. After 
vendor selection 

pursuant to the bid 
process, Purchasing 

will determine 
whether a contract 

is needed. 

NO

 Is a 
contract 
needed?

Submit a 
requisition 

within 
MyCWU.

Refer to Contract 
Process Flowchart.

NO

YES

Is a contract 
needed?

NO

The Purchasing Office will submit the 
contract request using the Contract Intake 

eForm if required and negotiate the 
contract as necessary.  

YES

Contract 
signed.

Submit a 
requisition 

within MyCWU.

Public Works

Goods/Services

Is a contract 
needed?

YES

YES

Submit a 
requisition 

within MyCWU.
NO

Purchasing 
Office will 
determine 
whether a 
contract is 
needed.

YES

Goods & Services Purchasing Flowchart


	Procurement Flowchart 10.2019.vsdx
	Page-1


