PURCHASING GUIDELINES

J O R DA N o EFFECTIVE 07/01/2021

LEVEL |
$0 to $4,999

a. Buy from district warehouse first (if available).

b. District or state contracts should be used if applicable.

c. Direct purchase by department with P CARD, eCHECK or PURCHASE ORDER.

d. Purchases may NOT be artificially divided in order to avoid the next purchasing level.

e. One quote by phone or email is required at this level to generate a requisition. Please add in the
notes in Skyward, the vendor name and date the quote was received.

LEVEL Il
$5,000 to $14,999

a. District or state contracts should be used first.

b. Three telephone quotes entered in non-printed comments of electronic purchase order system for
POs and eChecks. Provide the names of the vendors, the date, and the amount of each quotation
for audit purposes. Purchasing will assist if needed.

c. Equipment $5,000 and higher, plus items on the exception list are to be recorded with the Fixed
Asset Department. Equipment under $5,000 (single item) can be purchased using a supply account.

d. Purchases may NOT be artificially divided in order to avoid the next purchasing level.

No NPO’s or P Cards at this level.
LEVEL Il
$15,000 TO $49,999

a. District or state contracts should be used first.

b. Three written quotes must be attached in the electronic purchase order system on company
letterhead or official quote sheet. Company name, representative name, date, and dollar amount
must be on the quote.

c. Purchases $15,000 and greater must be approved by the Director of Purchasing whether they are
paid by an eCheck or using a Purchase Order.

d. Purchases may NOT be artificially divided in order to avoid the next purchasing level.

No NPOs, eChecks or P Cards at this level.
LEVEL IV
$50,000 and Above

a. Formal bid or contract must be conducted and approved by the Purchasing Department for
purchases over $50,000.

b. State contracts can be used.

c. Purchases $80,000 and greater must be approved by the Board of Education prior to ordering or

initiating a purchase with the vendor.

No NPOs, eChecks or P Cards at this level.
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CONSTRUCTION PURCHASING GUIDELINES
EFFECTIVE 07/01/2021

Definition of Construction: Means a service, including work, and supplies for a project for the
construction, renovation, improvement, or repair of a public facility on real property; and does not
include services and supplies for the routine, day-to-day operation, repair, or maintenance of an existing
public facility.

LEVELI
$0 to $9,999

a. Direct purchase allowed using a PURCHASE ORDER.

b. Purchases may NOT be artificially divided in order to avoid the next purchasing level.

¢. One quote by phone or email is required at this level to generate a requisition. Please add in the
notes in electronic purchase order system (Skyward), the vendor name and date the quote was
received.

LEVELII
$10,000 to $40,000

a. Three written quotes entered in non-printed comments of electronic purchase order system.
Purchasing will assist if needed.

b. Direct award may be used if an approved vendor list has been established in a competitive and
formal process by Purchasing.

c. Purchases may NOT be artificially divided in order to avoid the next purchasing level.

No P Cards at this level.

LEVEL Ill
$40,001 and Above

a. Competition must be solicited either using at least three (3) written quotes or following the
standard bid process outlined in the Utah Procurement Code

b. Formal bid must be conducted and approved by the Purchasing Department over $50,000.

Design Services over $100,000 per project must be conducted separately from the Annual SOQ.

d. All purchases $150,000 and greater must be approved by the Board of Education prior to ordering
or initiating a purchase with the vendor.
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