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Option 2: 
 

• If the product does not have pricing posted or requires some interaction with the 
vendor to configure or add options, then the process is as follows: 

 
1. Identify the vendor or product from the BuyBoard 
2. Contact the vendor and let them know you need BuyBoard pricing 

a) Tell the vendor what you need 
b) Obtain a written quote from the vendor 
c) Make sure the item quoted is part of the BuyBoard contract  

3. Process a purchase order in accordance with your organization’s 
guidelines
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