
UNIVERSITY OF OREGON
FURNITURE PROCUREMENT GUIDELINES
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Use Duck Depot for processing furniture orders unless the vendor is not available on Duck Depot

Submit 
Request in 

Duck Depot

Furniture Buyer 
Confirms Quote

Order is Placed in Duck 
Depot

Vendor 
prepares 

Quote

Is the 
Furniture 
affixed / 

attached* to a 
building?

Use University approved 
Purchase Order Form

Are any of the following true?
 

 The purchase has a total cost over $10,000
 There are costs included for any kind of labor 

 The furniture is associated with a renovation or 
construction project managed by

Design & Construction

Submit a Project Initiation Request 
to Design & Construction

Submit a Purchase Order intake 
through the UO Purchasing Portal to 
Purchasing and Contracting Services

Do you have 
Delegated 

Contracting 
Authority

No No No

YesYesYes

Purchase Orders must be used for vendors not available on Duck Depot. 
Furniture orders with non-Duck Depot vendors may require additional approvals and increased processing times .

*this includes 
electrical if it 
is not simply 
plugged into 

an outlet

L1CA can 
process up to 

$5,000.00
------------------

L2CA can 
process up to 

$10,000

https://cpfm.uoregon.edu/project-initiation-request-0
https://apps.ideal-logic.com/uopcs
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