TCNJ PROCUREMENT METHODS

Amount of
Purchase Decision PO/Price Competition  Type of Purchase Contact/Authorization

Submit check request
with original invoice to
Accounts Payable in ASB
201. Retain copies for your

records.

PO required? No.
Price competition?
Recommended,
but not required.

Is your
purchase less
than $2,500?

Yes

Department
Chair/Director
and Principal
Investigator

Is your
purchase for
Professional
Services?

A. Services under $2,000:

No Submit Short Form, W-9 must authorize
form, Speaker/Honorarium these
Invoice, Check Request to purchases.
Human Resources
Is it greater Department
than $2,500 Y. OR
es . . f f
and less than Price competition? B. Professional Services
$6,6607? Yes. 3 quotes over $2,000: Submit
minimum. Contract Routing Form,
Is your Professional Services Department
No Over $5,000? PO pur?hage folr Contract, Independent Chair/Director and
required in MAPS Prso e5'5|on7a Contractor Request Form Principal Investigator
ervices: (if it is an individual), W-9 AUEG A e R

to Purchasing Department purchases. Send check

request to Accounts

What You Need: Payable in ASB 201
1. 3 quotes minimum

2. Receive invoice against
the PO in MAPS

Is it greater than
$6,660 and less
than $33,300? Yes
(Informal Bid)

No Price 3. Submit check request

- with PO number and

competition? Yes. o . .
original invoice to

g Accounts Payable Department

Is your 2 . -
purchasye greater PO required? Yes. 4. Purchase over $4,995? Chair/Director and
Principal Investigator

New Jersey Business
Registration Certificate
required.

than $33,300
and fit into one N
of the 27 °
categories of
exceptions?

must authorize these
purchases. Contact the

Purchasing Department
to
coordinate procurement
of good or services.

May qualify as Board
Waiver. Requires written
memorandum from
appropriate Cabinet
Officer with justification.

*Note: When price competition is not feasible, a purchase may be justified as sole source (such as only one vendor
of a proprietary product or specific expertise of a consultant needed). Use of this method should be the exception.
Please complete the Sole Source Justification Form or contact the Purchasing Department.




