
 
 

    Mesa State College Procurement Guidelines for Goods & Services 
 

x How much money are you 
going to spend on entire 

purchase? 

≤ $1000 
$1001 - $10,000 ≥ $10,000 

Use your 
ProCard 

Call Purchasing 
Dept. 

Call Purchasing Dept.  
Must issue PO or contract to 

comply with State Fiscal 
Rules. 

Reallocate on 
PaymentNet 

Send purchase 
request form. 

Purchasing Dept 
issues purchase 
order. Sends to 

vendor. 

Goods arrive & are 
delivered. 

Accounts Payable receives 
invoice, inputs into Banner, 
issues check. 

Exceptions: 
 

Office Furniture 
MicroSoft Software 

Computers & Peripherals 

Other Procurement Rules * 
 

≥ $10,000 
Purchase of goods must be 
published as a competitive 

solicitation 
 

≥ $25,000 
Purchase of services must be 
published as a competitive 

solicitation 

* At Purchasing’s discretion, items under these thresholds may be put 
out for bid.  If considering making a large purchase, consult with the 

Purchasing Department first. 


