Processing Time Allowances for Purchase Requests

A. Departments should anticipate their needs far enough in advance to allow Purchasing
time to process requests in compliance with the South Carolina Procurement Code. The
following are minimum time allowances:

e Purchase Orders from $5,000 to $10,000 with a Supplier can take 1 — 3 days to process.

e Purchase Orders from $5,000 to $10,000 without a Supplier can take 3 — 5 days to
process.

e Purchases over $10,000 to $50,000 will require a minimum of 10 to 21 days processing
time. The Purchasing Department will prepare a formal written solicitation as well as
advertise the requirements in the South Carolina Business Opportunities publication.

e Purchases exceeding $50,000 will require a minimum of 21 to 60 days. The Purchasing
Department will prepare a formal sealed solicitation for issuance.

e Contract awards in excess of $100,000 require an additional ten (10) days. This is the
required Intent to Award Period before a purchase order can be issued.
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