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Is the evaluation 
criteria minimal & 

straightforward 
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Quick Quote Decision Tree
Procurement Department
Financial Services

Is this 
available 

from vendor 
on state 

contract? 

YES

NO

Department needs 
to create a 

description of 
needed purchase

YES

NO

NO

Create an online 
requisition with the 

State Contract # in the 
description 

CONGRATS!!
Reach out to your designated 

Buyer for more info on the 
Quick Quote Process 

& next steps!!! 

Is this a 
one-time 
purchase?  Is the price 

range 
$10-$25k  

Reach out to Erin Ross, 
Director of Procurement, on 

next steps in bid process
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Do you 
know the 
specific 

product you 
need?  


