
	 UNO	Purchasing	Decision	Tree		
	How	to	Buy	What	You	Need	

Is	your	purchase	
BELOW	$5k	and	
available	from	an	
eSHOP	Catalog,	
Portal	or	Non-

Catalog	Supplier?	

Is	your	
purchase	

BELOW	$5K	
and	allowable	

on	a	
Purchasing	

Card?	

Is	your	purchase	
BETWEEN	$5K	and	
$24K	and	available	
from	an	eSHOP	

Catalog,	Portal,	or	
Non-Catalog	Supplier?	

Is	your	
purchase	
BETWEEN	
$25K	and	
$149K	?	

Is	your	
purchase	
ABOVE	
$150K	?	

NO	 NO	 NO	 NO	

Utilize	eSHOP	
to	place	
order.		

Utilize	eSHOP	to	
place	order	–	
include	three	
quotes	as	

attachments	to	
your	order	
requisition.		

Utilize	
Purchasing	
Card	–	turn	in	

proper	
documentation	

to	your	
reconciler.			

Contact	
Procurement	
for	assistance	
obtaining	

three	formal	
quotes.	

Contact	
Procurement	
of	assistance	
issuing	a	

formal	bid.			
YES	

YES	

YES

YES	

YES	

UNO	Procurement	
Lynn	McAlpine	
Procurement	Systems	Coordinator	
lmcalpine@unomaha.edu	
(402)554-3415	

	


