University of Houston System Non-Construction Procurement Process

Approval to Purchase

Procurement Method

UHS department needs good or
service

UHS auxiliary o
service center has
item needed for a
good price?

No

Over $5,000 or PO
required by policy?

Yes

v

Department creates purchase requisition,

obtains required campus approvals, and

sends the requisition through workflow to
Purchasing

Over

$300,0007 No >

Yes

Chancellor
approves?

Yes

Over $1

Yes——

Department uses auxiliary or service
center and pays with P-Card or SC
voucher

. %

Department chooses external
vendor, using existing contracts
when available, and pays with P-
Card or voucher

N

Purchasing reviews purchase

» requisition for required approvals
and documentation

available for good
price under existing
UHS, cooperative, or
tate contract?

Yes

No

Purchasing issues PO to vendor
under existing contract

Over $25,0007? Yesp

Purchasing posts formal bids and
requests for proposals on the
Electronic State Business Daily

No

v

Purchasing solicits
informal bids from

million? No >
No Yes
HS Board
Regents Yes
approve?

No

Do Not Purchase

multiple vendors
including 2 or more
HUBs

PO or contract awarded to
vendor based on best value

Over
$100,000?

Yes

|

HUB Subcontracting
Plan required with bid
or proposal




