
Purchasing Department

Purchasing thresholds updated 09/2022



P-Cards

Amazon Business

Contracts

Quotes



 2013-14 Spend $1,270,177

 194 Cardholders



 2018-19 Spend $7,233,886

 345 Cardholders

 1,000’s of transactions

 Hundreds of hours saved instead of 
processing Pos, NPOs, check requests



 Personal use.

 Any item exceeding budget or card limit.

 Any merchant or product normally considered to be
inappropriate use of district funds.

 Cash advances.

 Travel (airplane, hotel, meals)

 Entertainment.

 Contracted employees

 Fixed Asset purchases.

 No lending your Pcard.

 Stock items available through district warehouses.

 Splitting transactions to stay  under the single purchase limit.



 Immediately notify U.S. Bank Customer Service
(1.800.344.5696) and the District Card
Technician (Kris Wishart 801-567-8708) if your
card is lost, stolen or there is fraud on you card.

 Dispute any unauthorized purchases.

 Complete monthly reconciliation by the 19th of
each month.

 Get required approvals.

 Keep a copy for audit purposes.

 Call Debi Campbell, 801-567-8118 with any P-
Card Log questions.

Purchasing and Accounting 
Departments



By Kris Wishart





2-Day Shipping is only with those vendors that have the Prime Logo

Tax Exempt is already set up but not all vendors on Amazon may 
honor it so please watch as you go through the check out process to see if that tax
is being charged on your order.  There is a way to request a refund please see page 5 
of the Amazon Business FAQ sheet on our website for details.

Better Pricing is available through Business Prime.

We ask however that you do not purchase computers, printer or other 
computer equipment as well as no digital cameras or other similar equipment that
would require a warranty or may need repairs later on.  Amazon purchases are hard
to secure warranties or repairs whereas when they are purchased through the Purchasing Dept. 
Tonya Hodges – she can assist you with pricing, warranties and repairs.



Approvals

What to look for:







Phone # (888) 281-3847







By Brenda Veldevere



 Your Jobs are busy.

 Between juggling multiple duties and projects
and communicating with teachers, students,
parents, administrators, etc., and then on top
of that you get to do purchasing.

 Do you ever feel like you are …





How? 



 District Contracts

 Multi School District Cooperative Contracts

 State of Utah Contracts



 Designed specifically for use in the Jordan School 
District

 Central Warehouse, Child Nutrition, Custodial, 
Facility Services, Teaching & Learning, Special 
Education

 71 Jordan School District Specific Contracts











 EdPAC – The Education Purchasing Advisory
Committee

 The Education Purchasing Advisory
Committee (EdPAC) has, as its goal, the
increase of voluntary cooperative group
purchasing by public school districts.





 900 + contracts available and growing

 statecontracts.utah.gov/home/search

 Follow the Order Instructions on the contract

http://statecontracts.gov/home/search
http://statecontracts.gov/home/search










 Contracts will make your purchasing duties 
simpler.

 Use the District Website as a guide.

 There are Numerous Contracts available for 
your use.

 Contact Purchasing- we are here to help you!



By Tonya Hodges



 Most orders require a sales quote. 
◦ Exception: Using a price list from a state or district 

contract.

 Sales Quote : Quote from the vendor you are 
purchasing from.

 If multiple quotes are required, additional 
quotes are considered Competitor Quotes.

 All quotes (sales and competitor) need to be 
attached to your requisition.



 Watch quote and expiration dates.  Most
quotes are good for 30 days.

 Please don’t reuse quotes from orders that
are more than 30 days old.  Request a new
quote from the vendor (unless expiration date
is listed and not expired).

 If Purchasing has sent you quotes for your
request, please attach these to your
requisition.  This will save time on the back
end for purchase order processing.



 Printed internet webpages or shopping carts 
from websites are not considered quotes 
(R33-4-110 (4)(a)(b)(c)).
◦ Exception: Amazon Business when logged into JSD 

account

 An email from a sales representative can be 
considered a quote, as long as it contains 
required information (under $10,000).

 Purchasing will determine which quotes can 
be used, and assist in obtaining replacement 
quotes when needed.



Small Purchases: Procurement Item Thresholds

= Individual Procurement Threshold 63G-6a-408

= Single Procurement Aggregate Threshold 63G-6a-408

$5,000

$5,000

$50,000 = Annual Cumulative Threshold 63G-6a-408



 $5,000 = Individual Procurement Item Threshold

 Any item costing less than $5,000
◦ One ream of paper costing $30.00

◦ One Chromebook costing $200.00

◦ One Washing Machine costing $625.00



 $5,000 = Single Individual Procurement Item 
Aggregate Threshold

 Examples:
◦ 50 reams of paper costing $30.00, totaling $1,500.00

◦ 16 Chromebooks costing $200.00, totaling $3,200.00

◦ One Washing Machine costing $625.00, and one electric 
dryer costing $595.00, totaling $1.220.00



Under $5,000 – Obtain at least one (1) quote.

$5,000 to $14,999 – Obtain three (3) quotes. Quotes must include 
company name, contact name, date of quote, product name/model 
number, and price.  

$15,000 to $49,999 – Coordinate with the purchasing buyer assigned to 
the appropriate commodity and obtain three (3) written quotes on vendor 
company letterhead or their quote form.

$50,000 and above – Requisition to be submitted in Skyward and the 
appropriate purchasing buyer will solicit competitive bid or RFP on behalf 
of the requesting school/department.



 63G-6a-407.  Purpose
of specifications

 All specifications shall
seek to promote the
overall economy and best
use for the purposes
intended and encourage
competition in satisfying
the needs of the
procurement unit
(District), and may not be
unduly restrictive.

“Specification” means 
any description of the 
physical or functional 
characteristics, or 
nature of a 
procurement item 
included in a … 
(solicitation), or 
otherwise specified or 
agreed to by a 
procurement unit, 
including a 
description…



 Work with the Purchasing Department Buyer
 Must be provided by the vendor using a quote form

or on company letterhead
 Contact a sales representative- no Internet webpages

or shopping carts
 Description or brand name of items
 Per unit costs
 Total cost
 Shipping charges (estimates)
 Person quoting
 Quote Date/Expiration time frame or date
 State or District Contract Number
 Optional – Product literature, ETA after order

placement, “educational pricing”

$15,000



 Contact the Purchasing Department Buyer
over the commodity.

 A formal procurement process is required,
usually posted on BidSync.

 Could include an IFB, RFP, SOIQ, etc.

 Please provide detailed Scope of Work and/or
Specifications



Shipping or freight costs should always be included in all quote 
requests.  If you know there are no shipping charges, indicate “Free 
shipping” in the last line of the requisition.

When requesting quotes for shipping/freight, ask for FOB 
Destination Freight Prepaid and Add.

If the company cannot provide an exact freight quote, ask for an 
estimated freight quote.  Include the estimated shipping as a line 
item on the Skyward requisition.

Requisitions that do not include a line for shipping/freight charges 
may be sent back to the originator.



 Contact Purchasing- we are here to help you!
◦ Suggested Vendors

◦ Best Procurement Process

◦ Assist with Quotes

 Check the District Website
◦ State and District Contracts, Cooperative Contracts,

Technology Pricing, etc.

 Get one quote to determine which threshold
your purchase falls under

 Eat Chocolate! Then contact Purchasing



 Kurt Prusse- Director: 801-567-8710;
kurt.prusse@jordandistrict.org

 Brenda Veldevere- Senior Buyer: 801-567-8703;
brenda.veldevere@jordandistrict.org

 Tonya Hodges- Senior Buyer: 801-567-8706;
tonya.hodges@jordandistrict.org

 Rosemary Frenchwood- Buyer: 801-567-8707;
rosemary.frenchwood@jordandistrict.org

 David Burbridge- Buyer: 801-567-8702;
david.burbridge@jordandistrict.org

 Kris Wishart- Administrative Assistant: 801-567-8708;
kris.wishart@jordandistrict.org
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