
Is the item allowed 
under P-card policy?

STOP
and determine if there 
is another method to 
make the purchase or 

contact Procurement to 
discuss your need.

Is the purchase for 
materials/services 

covered by the Special 
Approval? 

Does the purchase meet 
the definition of 

 unplanned 
 or  non-routine ?

Does the purchase meet 
the definition of 

unplanned, non-routine 
or urgent?

Pre-approval is 
required

$.00 to $999.99$1,000.00 to $4,999.99

Pre-approval is not 
required.

Proceed with the 
purchase.  Remember you 
cannot exceed your Pcard 
Single Transaction Limit 
without Procurement, 

OPB/SPD approval.  
Documentation should be 
included with pcard files 

that support how the 
purchase falls within the 

special approval. .   

What is the dollar vluae 
of the transaction?

YesNo

Yes

NoYes

Yes No

SPECIAL APPROVAL
  “INSTRUMENT SHOP”

 CARDS ONLY 

The Special Approval includes the wide 
range of equipment and materials 
necessary that allow the Instrument Shop 
to ensure research and instruction are not 
delayed or negatively impacted.

No
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