
PURCHASING 101







Purchasing Website



Sources





State Use Vendors ² Envision & KETCH



Campus Sources



How to Buy

�







Electronic Purchase Requisition

� Begin Here



Electronic Purchase Requisition





Complete Purchase Requisition and Print out for Signature



Upload Signed Purchase Requisition and Specifications  



Tips for Local Purchases under $10,000

Best Practices

��





Purchasing Forms

Website -

http://www.k-state.edu/finsvcs/purchasing/forms.html




Purchasing Exceptions

Answer all the questions �²�:�K�D�W���L�V���W�K�H���´�:�K�\�µ���I�R�U���W�K�H���H�[�F�H�S�W�L�R�Q�"





Purchasing Reminders

� Local Authority for purchases less than $10,000

http://www.k-state.edu/policies/ppm/6300/6310.html
https://dfs.ksu.edu/rfq/


Who Are We & How to Reach Us

Phone: 2-6214

Email:  kspurch@k-state.edu

Staff

Assistant Director

Cathy Oehm cathyo@k-state.edu

Buying Staff

Julie Wilburn jwilburn@k-state.edu

Jennifer Trevino jtrevino@k-

mailto:kspurch@k-state.edu
mailto:cathyo@k-state.edu
mailto:jwilburn@k-state.edu
mailto:tjtrevino@k-state.edu
mailto:jpolson@k-state.edu
mailto:kcopeland@k-state.edu

