
PURCHASING FLOW CHART
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Frequency of Order

Recurring One-time 
Purchase

Subscriptions
via p-card

Blanket Order 
Policy Link

Equipment  & 
Supplies

P-card FormNot on Contract 
*Items $50 to $5,000 only

On-Contract

Standing Order v. Requisition Wizard 

Contact 
karyn.Schroeder@wisc.edu

Catering
Policy Link

Off CampusOn Campus

Wisconsin Union Catering or 
University Housing Catering

Work directly with 
vendor for catering

< $5,000

2 Purchasing 
Options

P-Card
Prioritize ShopUW option

Shop UW+

> $5,000

$5,000 to 
< $50,000 > $1,000,000> $50,000 to 

<$1,000,000

Simplified Bidding Record 
Form Required

Vendor
Non-Vendor 

Link

Non-Catalog Item Link
Include supplier email

Catalog Item 
Link

Shop within Site 🡪 Redirected to 
ShopUW for Cart Review

Total            < 
$5,000

Total            > 
$5,000

Submit cart for departmental approval

Simplified Bidding Record 
Form Required

Printing
Policy Link

Utilize DP&PS or 
University Mktg

Review this
Policy Link

Contact 
mike.marean@wisc.edu

P-card Form

Single Item 
> $5,000

Utilize Requisition 
Wizard 

Utilize Requisition Wizard for recurring 
needs that cross fiscal years or services

Create a Standing Order for non-catalog 
recurring purchases or recurring 

purchases that do not cross fiscal years

https://businessservices.wisc.edu/purchasing/requisition-process/
https://docs.google.com/forms/d/11Go7GnkkfmQfSEIdDXtFmz71ba7PirsMSX0oYnad3Xw/edit
mailto:karyn.Schroeder@wisc.edu
https://policy.wisc.edu/library/UW-3049
https://union.wisc.edu/host-your-event/catering/
https://www.housing.wisc.edu/dining/catering/
https://doa.wi.gov/Forms/doa-3088SimplifiedBiddingRecord.pdf
https://doa.wi.gov/Forms/doa-3088SimplifiedBiddingRecord.pdf
https://docs.google.com/forms/d/11Go7GnkkfmQfSEIdDXtFmz71ba7PirsMSX0oYnad3Xw/edit
https://uwservice.wisconsin.edu/docs/s/tipsheets/shop-purchase-a-non-catalog-item-shopper.pdf
https://uwservice.wisconsin.edu/docs/s/tipsheets/shop-purchasing-from-a-catalog-shopper.pdf
https://doa.wi.gov/Forms/doa-3088SimplifiedBiddingRecord.pdf
https://doa.wi.gov/Forms/doa-3088SimplifiedBiddingRecord.pdf
https://policy.wisc.edu/library/UW-3044
https://printing.wisc.edu/
https://umark.wisc.edu/services/
https://policy.wisc.edu/library/UW-3058
mailto:mike.marean@wisc.edu
https://docs.google.com/forms/d/11Go7GnkkfmQfSEIdDXtFmz71ba7PirsMSX0oYnad3Xw/edit
https://uwservice.wisconsin.edu/docs/s/tipsheets/shop-ordering-with-requisition-wizard-shopper.pdf
https://uwservice.wisconsin.edu/docs/s/tipsheets/shop-ordering-with-requisition-wizard-shopper.pdf
https://uwservice.wisconsin.edu/docs/s/tipsheets/shop-ordering-with-requisition-wizard-shopper.pdf
https://uwservice.wisconsin.edu/docs/s/tipsheets/shop-create-a-standing-order-shopper.pdf

