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Bidding Workflow Process
(Required for purchases > $100,000 / consider for purchases < $100,000)

Department

Step 1 - Department

« Create and approve Requisition

in BearBuy with purchase
specifications

« Offer suggested sources or
suppliers, if available

« Attach copies of quotes or any

other documentation
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Step 6 -
Requisiton Creator
+ Review quotes with Buyer
» Consult with End User on
selection of best value
supplier

Step 10 -

Req Creator, End User,
and Buyer consult on
final price quote
before placing order

missing item(s)

suppliers and
solicit quotes

» Review with Req
Creator for accuracy
and reasonableness

best final offer
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Is Did dept
requisition attach three
complete? quotes?
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Step 2 - Step3 - e ﬁ"tif Step7- Step 9 - Step 11 - Step 12 -
Add comment with Identify at Iea_ast sf;g;;/eersquo es from Ask selected Receive final offer Place order with Document and
explanation of three potential supplier for from supplier selected supplier quantify cost

containment
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Step 4 - Supplier

Prepare and submit
requested quote
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Step 8 - Supplier

Offer best and
final price
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