
 

 
 
    

Request 
comes in & 
ACCTNG./ 
BUDGET 
Review and 
Enter info. 

Reviewed 
by the 
Purchasing 
Department 

State 
Contract 
Item(s) 
 

No State 
Contract, 
cooperative 
contract 
and not a 
Library or 
Educational 
Good or 
Service 
 
 

P.O. is typed 
and 
forwarded to 
A/P and 
Budget for 
processing 
 

Purchasing Department verifies 
items and prices as per the State 
Contract  
 
 

A/P mails or 
faxes 
approved 
copy to the 
Vendor. 
Program 
verifies 
order status 
and delivery 
 

Bid (If over 
$36,000  
in the 
aggregate) 
 
 

P.O. is 
reviewed and 
approved by  
Purchasing 
Manager and 
Business 
Administrator 
 
 
 

Three quotes 
obtained via 
fax – lowest 
quote receives 
the P.O. 

Under Bid 
threshold 
($36,000) 
but over 
$5,400 in 
aggregate 

Over Bid 
threshold 
($36,000 
aggregate) 
 

 
 
Put out to Bid  

Follow Public Bidding Process 
and award bid to lowest 
responsible bidder(s) via 
resolution 

Processed under  
NJSA 18A:18A – 5a(5) 

Library or 
Educational 
Goods or 
Services 


