
EUT POLICY ON BIDDING & PURCHASING 

 Basic Commodity Procurement Guidelines  

 

Commodity Definition  

A commodity is a good whose wide availability typically leads to smaller profit margins and diminishes 
the importance of factors other than price. In general, commodity purchases for the EUT the following 
guidelines apply:  

Procurement Card Usage (Credit Card) 

As a general overview, the p-card program has been established to create an efficient, time saving method 
of payment for agencies and vendors alike. The p-card may be used for commodity purchases that are less 
than $5,000 in total value or certain services under $2,500 (please contact the Augusta Office to verify if 
the credit card can be used or refer to the attached "Low-Cost Services Guidelines".  
Please note a Purchase Order (PO) must accompany the request for the commodity. The PO provides the 
Augusta Office with a paper trail to process invoices according to State of Maine Procurement Guidelines.  
 

Purchases over $5,000  

1. Obtain three (3) quotes. If three quotes are not able to be gathered, document the vendors contacted and 
their response and send the information to Augusta to process according to Procurement policies and 
procedures.  

 
Dedicated Contracts    

• Under $5,000  
  In general, P card or Agency PO, or Low Service Contract OR Service Contract. Contact  
  the Augusta Office for details.  

• Over $5,000 for Services 

  1. You will need to work with the Augusta Office:  
   a. Provide three quotes. If three quotes are not able to be obtained, provide at  
   least one quote and a list of at least two or three vendors contacted with their  
   response.  
   b. The Augusta Office will draft the necessary contract and submit it for   
   approval.  
   c. Services must not begin until a contract has been approved and finalized.  
 
Low-Cost Service Guidelines Attachment 
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