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This QRG provides the steps for purchases greater than or equal to $10,000. Procurement Services facilitates the procurement method for purchases of $10,000 or more through formal solicitations.
Jump Links: Procurement Services Webpage, Complete the Request, Check the Status of Request

	[bookmark: _Access_Ariba][bookmark: _Go_to_the]Go to the Procurement Services Webpage

	Go to the Procurement Services Webpage. 

Click Purchasing.

Click Special Purchases.

	https://www.purdue.edu/procurement/
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	Click Request for Purchases $10,000 and Over Form.
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	Click Submit a Request.
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	Complete the Request for Purchase $10,000 and Over

	Complete the Request for Purchase $10,000 and Over providing as much information as possible.

Customer Contact Information is the information for the person that will be the owner of the purchase or primary end user (i.e., professor, researcher, requester). Look Up Directory is available.

Tip: Use the tab key to advance from one field to the next.

Note: Required fields are marked with a red asterisk (*).
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	Business Office Contact information is needed to support the request.
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	Project Information is essential to speeding up the review process.

Enter a brief, but specific, description of the item being purchased.

Attach all documents pertinent to the request by clicking on the Click here to attach a file.

Note: If the contract number is known and it is still a valid (non-expired) contract, this form should not be used. You can proceed with entering a requisition and note the contract number in the comment section of the requisition.
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	Preparer Comments allows the addition of comments regarding the request.
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	After all fields are completed, click the Submit button.
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	After clicking the Submit button, you will receive a confirmation of the submittal.
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	[bookmark: _Check_the_Status]Check the Status of Request

	Go to the Procurement Services Webpage. 

Click Purchasing.

Click Special Purchases.

	https://www.purdue.edu/procurement/
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	Click Request for Purchases $10,000 and Over Form.
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	Click Check a Request.
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	To search the database for your request, input your name or title of item being purchased in the Search This Site field and click the magnifying glass icon.

A screen of results will appear. Find your request and click.  A screen will appear that shows the status of your request.
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SPECIAL PURCHASES

There may be situations that occur which require that the competitive bidding process is not utilized. These purchases
are referred to as special purchases.

On purchases pf $9,999 or less, the delegate must document the required business justification on the Special
Purchases Form (pdf) and retain it in the delegate’s procurement file. A solicitation process or pre-approval by
Procurement Services is not required. The delegate may negotiate deliverables, but Procurement Services must
approve the terms and conditions before signing the contract.

Purchases of $10,000 and more require Procurement Services pre-approval. Procurement Services has authority to
approve or deny waiving the competitive process. The delegate must attach a completed Special Purchases

Form (pdf) to the|

equest for Purchases $10,000 and Over for

land submit the forms to Procurement Services.
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Request for Purchase $10,000 and Over

o Submit a Request
+ Checka Request





image4.png
Request for Purchase $10,000 and Over

Customer Contact Information

Name/Career Account
(e.g, PL Researcher, Groduate Student, etc)

Department:
Email

Phone:

Do you have fiscal authorization to make this purchase? Oves ®No

Required Field
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Business Office/Procurement Center Contact Name:

If you work with a Procurement Center, please specify the center name:

Type of funding (general funds, federal grant, EVPRP, etc) you will be
using?

What has been budgeted for this purchase?

Fund Number:

&EB
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ject Information

Brief title of item being purchased:
(e.g, SorvollLYNX 4000 Superspeed Centrifuge)

What is your required need by date?

le.g, delivery dote,instalation date, start of semester)

Known vendors for this purchase?

15 there an existing contract in place for this purchase request? If yes, a new.

request may ot be required.
2 contract s n place, enter your contract number.

Have you been in contact with a Purchasing Agent or Contract Analyst about
this project? If yes, please type their name (First Last).

Attachments:
* specsheet
* Quotes

* Waiver

© Supplier List
o ete

0 Click here to attach a file
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Please include any other pertinent information about your project or list any potential suppliers and their contact information below
not already attached.
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Preparer Comments.

Please include any other pertinent information about your project or list any potential suppliers and their contact information below
not already attached.
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Requests

Request for Purchase $10,000 and Over

Confirmation

Thank you, your request has been received and a buyer will contact you within two (2) business

days. You can now close this tab or window.
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+ Check a Request
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