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Threshold    Action Required 

$1 - $2,500.00 ü P-Card may be used OR 

ü Check Request may be submitted to Accounts Payable OR 

ü Purchase Order Requisition may be entered in Smart Fusion but 

it is not required.   Any attachments should be uploaded to 

Smart Fusion.  

$2,500.01 - $10,000.00 ü Purchase Order Requisition must be entered in Smart Fusion. 

ü Minimum of 3 written quotes.  Submitted with the Quote 

Comparison Form and any attachments should be uploaded to 

Smart Fusion.  

$10,000.01 - $50,000.00 ü Requires an informal written solicitation package. 

ü Requires advertisement. 

ü Chief Financial Officer & Superintendent must approve all 

procurements above $15,000. 

ü Submit request to the Procurement Department with 

specifications and requirements. 

$50,000.01 & Above  ü Requires formal sealed competitive bid process. 

ü Submit request to the Procurement Department with 

specifications and requirements. 

 

ü No purchase is to be artificially divided in order to avoid any threshold requirement. 

The Procurement Department will assist at any level upon request. 

 

ü The Procurement Department will handle all 
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