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Purchase - Contract or Non Contract Contract Only

Over $10,000?

Fill out Contract
Review Form

Does the purchase
involve a contract?NO

YESIs the vendor a
Sole Source?

YES
Complete Sole Source Form & wait

for approval from ProcurementYES

Preferred Vendor or
through a Co-op?

Obtain competitive quotes

NO
Does the purchase
involve a contract?

Fill out Contract
Review FormYES

Complete requisition

NO

Submit requisition & quotes to
procurement@plu.edu

Submit Contract Review form &
quotes to procurement@plu.edu

NO

Vendor requires PO?

Work with Procurement to
make corrections

DENIED

Procurement will provide
approval via email

What type of data will be accessed or exchanged with
3rd party - None, Open, Private, or Restricted?

Submit unsigned Contract, Contract Review Form and any
other materials through  the Contract Submission Portal Open, None

Data sharing agreement (DSA) required Private or
Restricted

Over $100,000? Contact
Procurement YES

Risk Services is notified of
the submission

All necessary parties are
added to vendor folder in

Google Drive

Approval verification is
sent to authorized

approver

Full review and
negotiations

Signature by
authorized signatory

Department Sponsor sends contract
to vendor for counter signature

Contact acctspay@plu.edu

YES

Order is placedNO

Paid through
Accounts Payable

Paid by p-card

Attach receipt in B of A - WorksInvoice sent to AP for payment

YES

NO

APPROVED

  Competitive
Quotes are based

on cost of purchase
or max amount that
will be spent in a 12
month period during

contract term

$10,000 to $49,999
2 quotes

$50,000 to $99,999
3 quotes

Attached quotes 
are not required 

for purchases from
a Sole Source 
or Cooperative

Contract

Further into    
review, it may be
determined that a
HECVAT/SOC2 is

required

1

1

2

22

33

4Depending on the
complexity of the

contract, the
timeline for review
and negotiations

may vary 

4

5

Purchase Order
only needs to be
sent if a vendor

requires one

5

Department Sponsor obtains
contract from the vendor

https://www.plu.edu/risk-services/wp-content/uploads/sites/423/2023/11/contract-review-form-revised-2023.pdf
https://www.plu.edu/risk-services/wp-content/uploads/sites/423/2023/11/contract-review-form-revised-2023.pdf
https://docs.google.com/forms/d/e/1FAIpQLSdhgogVBa2HJNI8T1Gxmp7ALijWQq3ssYL-Z3TCbWpIujpznA/viewform?usp=sf_link
https://www.plu.edu/risk-services/wp-content/uploads/sites/423/2023/11/contract-review-form-revised-2023.pdf
https://www.plu.edu/risk-services/wp-content/uploads/sites/423/2023/11/contract-review-form-revised-2023.pdf
https://docs.google.com/spreadsheets/d/18MEO6MInt0OFBY76N5qaeUb1EORUvhwmqJBvcwGXW3k/edit?usp=sharing
https://docs.google.com/forms/d/1fErtLXAnhhGjvnhd4C-8yJYxz19TavLb32trncYObd4/viewform?edit_requested=true
https://docs.google.com/document/d/1RLlj1gLoektMTbq5ScWS7BfL5hwDAYUuWU06sRaOC1w/edit#heading=h.gjdgxs
https://docs.google.com/document/d/1RLlj1gLoektMTbq5ScWS7BfL5hwDAYUuWU06sRaOC1w/edit#heading=h.gjdgxs
https://docs.google.com/drawings/d/1dryBw9nq8VP5gPljEEDeaX9RlzkX8Zk6vI_oeL-KMdA/edit

