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Your jobs are busy! 
• Between juggling multiple duties and projects; 

communicating with teachers, volunteers, students, 
parents, and other administrators; and then on top of 
that you get to do purchasing!

How can you simplify the process of getting the 
goods and services you need to do your job?

Contracts Make 
Purchasing Easier



What Is a 
Contract?

What is a contract?
 A contract is a binding agreement between parties, such 

as businesses or two or more people. It defines the 
obligations of each party to the other.

• Contracts provide a legal record of an agreement 
between two or more parties – as to their understanding 
of their obligations and expectations.



5 Essential Elements 
of Contracts

5 Essential Elements of a Contact
 Offer
 Acceptance
 Consideration
 Intention
 Capacity



1. Offer: A proposal to enter into a contract. The offer must 
be clear and certain, and it must be made with the 
intention of creating a legally binding agreement

2. Acceptance: An agreement to the terms of an offer. The 
acceptance must be unequivocal and made with the 
intention of creating a legally binding agreement.

3. Consideration: Something of value that is exchanged 
between the parties to a contract. Each party must receive 
something of value in order to be bound by the contract.

5 Essential Elements 
of Contracts



4. Capacity: The parties to a contract must have the legal 
ability to enter into the agreement. This means that they 
must be of legal age and sound mind, and they must not be 
under any legal disability that would prevent them from 
understanding the terms of the contract.

5. Legality: The subject matter of a contract must be legal.

5 Essential Elements 
of Contracts



How to Use 
Contracts?

There are 3 types of contracts available to use
1. District Contracts
2. Multi-School-District Cooperative Contracts (EdPAC)
3. State of Utah Contracts



District 
Contracts

Designed specifically for use in the 
Jordan School District

• Central Warehouse, Child Nutrition, Custodial, 
Facility Services, Teaching & Learning, Special 
Education, and Information Systems

• 73 Jordan School District specific contracts



District Contracts 
on the JSD 
Purchasing Website
https://purchasing.jordandistrict.org



District Contracts 
on the JSD 
Purchasing Website
http://purchasing.jordandistrict.org



Multi-District 
Cooperative 
Contracts 
(EdPAC)

Not new, but the list is growing:
• EdPAC – The Education Purchasing Advisory 

Committee
oEdPAC has, as its goal, the increase of voluntary 

cooperative group purchasing by public school 
districts



State 
Cooperative 
Contracts

The work as already been done for you!
• 900+ contracts available and growing
• https://statecontracts.utah.gov/Home/Search

Follow the Order Instructions and Requirements on 
the contract

• There may be multiple distributors for one contract

https://statecontracts.utah.gov/Home/Search


State Contracts on 
the JSD Purchasing 
Website
http://purchasing.jordandistrict.org



State Contracts on 
the State Website
https://statecontracts.utah.gov/Home/Search



State Contracts on 
the State Website
https://statecontracts.utah.gov/Home/Search



Other 
Contracts
(Not District, 
EdPAC, or State)

When to sign a contract?
 It is important to understand when you are required to 

sign a contract in order to be bound by its terms. In 
general, you will be asked to sign a contract when:
oYou are entering into a business transaction with 

another party
oYou are hiring someone to provide services
oYou are leasing property or equipment
oYou are purchasing goods or services

https://oboloo.com/what-is-contract-importance-definition/
https://oboloo.com/how-contracts-are-usually-signed/
https://oboloo.com/what-is-a-third-party-in-business/
https://oboloo.com/glossary/services/
https://oboloo.com/glossary/property-lease/
https://oboloo.com/glossary/purchasing/


When/Who Can 
Sign Contracts?

When and who can sign district/school contracts?
 Less Than < $5,000

 The administrator responsible for the budgetary 
expenditure either in a school or department. 
Delegated authority given by the Business 
Administrator.

 More Than > $5,000
 The Business Administrator or Director of 

Purchasing (delegated by the Board of Education to 
procure goods or services on the district’s behalf. Per 
district policy BP178 – Purchasing Provisions)



Who Can NOT
Sign Contracts?

 “Under no circumstances should booster clubs, PTAs, PTOs,
etc. sign any type of contract that would obligate the school
or the district in any way or allow use of school or district
logos, mascots or other tangible or intangible property.”
 – Jordan School District Financial Accounting Manual

 Teachers/Coaches are not allowed to sign contracts

 Assistant Principals also should not sign contracts



Conclusion

Contracts will make your purchasing duties simpler.

Use the JSD Purchasing Website as a guide.

There are numerous contracts available for your use.

Contact Purchasing – we are here to help you!



Technology Updates
Tonya Hodges



Technology 
Updates

 It’s wise to plan ahead.

Some supply chain disruptions continue to affect 
technology purchases.

Please be diligent about your Apple orders.



HP & Canon OEM 
Ink, Toner, & 
Supplies

 Ink and toner supplies for HP and Canon have been 
awarded to multiple vendors.

HP and Canon each have 5 vendors you can select from. 

See the vendor list for contract 23TH04-5 on the 
Purchasing website under Contracts & Pricing / 
District Contracts.

• https://purchasing.jordandistrict.org/

https://purchasing.jordandistrict.org/wp-content/uploads/sites/16/23TH04-5-HP-Canon-OEM-Ink-Toner-and-Supplies-Vendor-List.pdf


HP Updates

 Chromebooks
 Order now for better pricing
 Basic / ~4 weeks
 Touchscreen / 6-8 weeks
 Touchscreen & Flip / 12+ weeks

 Desktops & Desktop Minis
 Stock models / 4-8 weeks
 Custom models / 8-12 weeks 

 Mounting Brackets & Docking Stations / 6-12 weeks

 Monitors (varies by model)
 P27h / 3-4 weeks
 Other models / may be 4-12 weeks

 Laptops (varies by model) / 4-12 weeks

 Printers / 4-8 weeks (for most printers)



Apple Updates

 iPads / 2-5 weeks
 Varies by model

 MacBook Airs / 2-4 weeks
 M2 Chip 5-packs / 4-6 weeks

 MacBook Pros / 2-4 weeks 
 14-inch 5-packs / 7-9 weeks

 Mac Minis / 2-4 weeks

 iMacs / 2-4 weeks



Receiving 
Ridiculousness

 Inspect all packages upon arrival
• Do you still want it? (Don’t open it if not!)
• Is anything damaged?
• Is the order complete?
• If there is an invoice included, has it been stamped and sent to 

Accounting?

 Contact Purchasing with any issues or questions
• Returns or exchanges (keep all packaging materials)
• Missing or damaged items
• Haven’t received within 4-8 weeks of the PO being approved



P-Cards
Kris Wishart



P-Card 
Prohibitions

Please do not…
 Split orders of any kind
 Purchase Fixed Assets
 Purchase software that’s not on the 

JSD Learning Platform
 Make travel purchases such as hotel, airfare, 

or ride fees from your home to the airport
 Approved travel charges are baggage fees, parking 

fees, and ride fees between airport and destination if 
no rental car/shuttle has been approved.

 Give your P-Card to other employees

https://jordandistrict.app.learnplatform.com/new/public/tools


P-Card 
Prohibitions: 
Fixed Assets



P-Card Limits

Single purchase limit
• Email Kurt Prusse for requests for increase
• Be specific – what is it for?
• Is it over $5,000?

Monthly credit limit
• Email Kurt Prusse for requests for increase



P-Card 
Reminders

 Check each billing cycle to see if you have any charges

 Submit your P-card statement to Accounting by the 19th

• Must include receipts and signatures

 Reconcile on the US Bank website before the 19th

• Write a detailed description
• You can start reconciling as soon as a transaction posts to your 

account

 Reconciling a Principal’s/Director’s P-card
• Don’t use their login info. 

• Instead, contact Dan Ellis if you already have a P-card of  your 
own, or contact Kris Wishart if not.



Questions?

 Visit the Purchasing website & review the 
Training under Policy & Forms

 If you can’t find an answer there, please call me:  
Kris Wishart, ext. 88708 (801-567-8708)



Travel
Kurt Prusse



Travel

• Important Reminders:
• A travel request must be entered into Skyward and 

approved by your supervisor before airfare, hotel, or 
conference fees are paid.

• 45 days is the minimum a travel request should be 
entered into Skyward to begin the booking process.

• Post-conference expenses will not be reimbursed if not 
approved on the travel request form at time of travel 
booking. 



Rental Cars

Where and when available, shuttles, taxis, Uber/Lift, or public 
transportation are the first options for travel to/from the airport 
to/from the hotel or conference.

 Rental cars are exceptions to the travel policy and not the norm.
• Rental cars must be approved during the travel approval process 

using the Skyward travel request form. The travel buyer can help in 
the reservation process.

• For insurance and liability reasons, state contracts for rental cars 
must always be used if the district is paying. There are multiple 
carriers available.

 Pre-approval by your supervisor is necessary for both 
reimbursement and reconciliation when using your US Bank 
P-card.



Please contact us if you have questions!
purchasing.jordandistrict.org
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