
Just kidding– it is still hot outside. We hope that everyone had a fun, 

safe summer. It’s now back-to-school season, a time of chaos, change, 

and most importantly- shopping. This is where the Purchasing Depart-

ment comes in. We have received countless orders so far and are 

grateful for everyone’s following of procurement procedures. This news-

letter will review some procedures to follow when buying and give some 

updates regarding new products and contracts.  

 

 

Granite School District received the 2022 Annual Achievement of Excel-

lence in Procurement Award by the National Procurement Institute for 

the EIGHTH year in a row! The Institute’s continuously evolving criteria 

are designed to measure state-of-the-art practices. 

September 2012 
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GSD Purchasing/Warehouse 

OCTOBER 2022 

Welcome, Fall! 

Oops, We Did It Again! 

The Purchasing and Warehouse De-

partment has been nationally recog-

nized for acquiring products and ser-

vices for our schools, students, staff, 

and faculty that are the best quality 

and value for our funds. We are 

grateful and will continue working 

hard! 



 

 

2 

 

Harley joined the purchasing department at the end of August 2022 

as the buyer’s secretary and is happy to be here! Her work history 

has given her a variety of experiences and skills and she is excited 

to continue to grow and learn new things with the Granite School 

District.  

She supports the buyers mainly by printing and assigning requisi-

tions, emailing vendors with purchase orders, and filing. She also 

fulfills vendor requests from the buyers, the accounting department, 

and schools. She is happy to answer phone calls and answer ques-

tions, especially when she knows the answer ;) 

She is graduating from Salt Lake Community College in December 

with an Associate’s in General Studies. She plans to pursue acting 

more seriously after graduation and gain more experience in acting 

for the screen (short films, TV, etc). In her free time, she enjoys 

talking to friends, watching reality TV, and shopping.  

 

 

Jess became a member of the purchasing department in May 

2022. She graduated from the University of Utah in Sociology 

and fell into purchasing shortly after. She came to the district 

from a local interior design firm where she purchased anything 

and everything that you would see in a home.  

Jess has expanded her buying skills and purchases Food, cafete-

ria equipment and ice machines, home economics, sewing ma-

chines, 2-way radio communications, electronic security equip-

ment, vehicles, transportation equipment and supplies including 

tires and oil and police equipment for the Granite School District.  

Jess is engaged to Colin, current SPED teacher. They have a 

sweet one year old who keeps them very busy and on their toes. 

When Jess isn’t working, she enjoys spending time outdoors, tak-

ing her dog on walks, being with friends and family, watching the 

latest tv shows and dining out to new restaurants.  

Hello, New People! 
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“A best friend is like a four-leaf clover- hard to find, lucky to 
have.” 

Please make sure the W9 you obtained from the vendor 

(company or individual) is completed with all the required 

information. This will speed up the time it takes for us to 

process your request.  

• The individuals name and/or company name should 

be complete 

• The tax classification box should be checked to indi-

cate the correct tax classification of the individual/or 

company 

• The social security number OR Employer Identification 

number should be complete, but not include both num-

bers.  

• The W9 should be signed and dated.  

 

Purchasing and Accounting are not the same or in the 

same office. We are best friends, but we live down the 

“street” from each other. Purchasing works with you to 

make a purchase and then the Accounting department 

works with you to make payments.  

Please send pay vouchers, signed purchase orders veri-

fying you’ve received the product, and PCard statements 

to the Accounting department. The Accounting depart-

ment recently sent out an email regarding this.  

W9 For Vendoring Requests 

Purchasing OR Accounting? What!? They aren’t the same? 

Filled out W9   

Correctly 
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Elementary schools have requested a large volume of Headsets 

with Microphones due to SB-127 Early Literacy Outcomes Im-

provement (2022 legislative session).  Stock #202204 is available 

for purchase.  If the price is too high for the volume needed, a 

more affordable alternative is found under stock #202206. Please 

know this new product and has not been evaluated yet. We are 

bringing in new product to meet demand. New shipments are ar-

riving, but due to the volume of requests, there are some delays. 

Keep orders to a minimum, so all elementary schools can pur-

chase adequate amounts until we can get stock levels stabilized.   

 

 

 

 

 

 

 

 

 

Periodically, our department must discontinue stock items. This 

decision is based on an evaluation of data sets associated with 

these stock items. We know the discontinuation of an item can be 

frustrating for schools and departments; therefore, we do our best 

to ensure the discontinuation is the correct and necessary deci-

sion for the circumstance.  

 

SEND EQUIPMENT TRANSFER FORMS TO THE WAREHOUSE 

Please remember to send all Equipment Transfer Forms to 

the Warehouse Office. Sending the forms to 

the Purchasing Department adds extra han-

dling and delays processing. 

 

 

Warehouse Items 

If you need help or 

have any questions 

about the use of an 

ETF, please call the 

Warehouse at 385-

646-4286. 



It is important when looking up items in the online catalog to be aware of 

the revision date. The catalog is revised regularly for product and pricing 

changes, but if an item’s price changes after the revision date, the new 

price will not be reflected in the catalog. The following reminder is at the 

front of the catalog: 

5 

 
The price on my order does not match the Warehouse Catalog price?   

 

The State of Utah 
had multiple con-
tracts for Custodi-
al Supplies and 
Equipment expire.  
New contracts 
have now been 
established.  The 
following is a list 
of companies with 
new contract 
numbers. 
 
 

Depending on the 
equipment you 
are looking for will 
determine which 
of the vendors 
should be con-
tacted for price 
quotes.  Vendors 
provide equip-
ment based on 
distribution con-
tracts with manu-
facturers. 
 

IMPORTANT NOTE:  If changes to product occur in QCC Stores in 
between revisions the school/department will be charged the price in 
QCC.  QCC’s date will always take precedence of the catalog. 

New Contracts for Custodial Supplies and Equipment 

Bell Janitorial Supply    MA3953 
 
Brady Industries    MA3954 
    
Hyko Supply   MA3955 
 
Staples Commercial   MA3957 
 
Veritiv Operating Co MA3958 
 
Waxie Sanitary Supply   MA3959  

Please contact Skip Foster, 
ext. 5678, if you have any 

questions or need assistance 
purchasing equipment for 

your location. 
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One Vendor Per Requisition Please 

When you enter a Requisition to request the pur-

chase of items, the Purchasing Department cre-

ates a Purchase Order to place the order.  Pur-

chasing is limited by our financial software sys-

tem (QCC) to one Purchase Order per Requisi-

tion so all the items on your Requisition must be from the 

same vendor.   

 

 When you are ordering multiple items and you know 

they are all available from the same source, submit one 

Requisition.   

 When you are ordering multiple items and you know they 

are from multiple sources, submit one Requisition for each 

vendor.   

 If you are unsure if all items are available from one vendor 

or if you have any questions about requisitioning supplies 

you can always call us in the Purchasing Department.   

 

Thank you for helping us to make Granite such an efficient 

school district! 

 

If you have questions about this topic please contact me:  

Dean A. Pope 

Granite School District  

Purchasing Department 

x4563 

 

 

Helpful Tip: 

 

Amazon is fun to 

shop on, but does not 

always have the best 

prices or most 

reliable vendors. 

 

It is not a one-stop 

shop! 
 

Remember, as always, Granite School District Policy 

and Procedure must be followed when making any 

purchase.   

http://www.graniteschools.org/purchasingwarehouse/policy-and-procedure/
http://www.graniteschools.org/purchasingwarehouse/policy-and-procedure/


 

New Canon Black and White Copier and Toner 

7 

 

You may have noticed a warn-
ing popping up when you try to 
make a purchase for comput-
ers, technology, and toner.  
This warning is due to some 
changes made by the state of 
Utah Purchasing department to 
the Amazon contracts.  

If you are purchasing toner for 
an HP Printer, and you would 
like original (OEM) HP toner, it 
should be purchased from the 
Staples Advantage (contract 
#MA1596) and ODP 
(previously Office Depot, con-
tract #MA142) contracts and is 
often lower priced than Ama-
zon pricing.  Please note you 
must be logged in to view the 
contract pricing. Your school 
bookkeeper or secretary can 
provide pricing or can reach 
out to me to set up an account 
for you.  

If you are purchasing toner for 
an HP Printer, and you would 
like remanufactured HP toner, 
it should be purchased from 
the district contract with Inno-
vative Print Consulting (IPC) 
(contract #19-802) Please see 
contract details on our website 

at https://
www.graniteschools.org/
purchasingwarehouse/
contracts/  Use the mid-page 
search field to search by Ton-
er.  The contract includes a 
warranty for replacement of the 
cartridge and IPC will replace 
the printer if it is deemed to be 
the toner that broke it. 

Amazon brand and off 
brand toner is considered 
"buyer beware" because it can 
be fake and could cause is-
sues with a printer/copier.  If 
the pricing is still lowest on 
Amazon, you can choose to 
bypass the warning and pur-
chase toner via Amazon.  
You’ll want to weigh the risks 
with your technology staff.   

Toner for copiers should be 
purchased from the GSD 
Warehouse OR authorized 
brand dealers. If a toner isn’t 
carried at the GSD Ware-
house, please see the April 
2022 Newsletter article regard-
ing Canon Toner.  

Please reach out to Julie with 
any questions.  

HP OEM (original) and Remanufactured Toner 

 

The Canon ImageRunner Advance DX 4745i was 
discontinued and replaced by the CANON IMAGE-
RUNNER ADVANCE DX4845i  

 

Unfortunately, the two machines require different toner.  We now 
have a few different copier toner options in Section 18 of the 
GSD Warehouse. (Please note, we don’t stock color copier toner 
please see article published in the April 2022 Newsletter).  

**The model number of your copier can be found on the front of 
the copier. Please check the model number before placing stores 
order/issue. The warehouse item number is listed to the right of 
the toner name** 

DX4845 (after 8/2022)   

Toner GPR-64 #182264 

Staples P1 #182263  

4545 & DX4745 (2/2017 

to 8/2022)  

Toner GPR-57 #182262 

Staples P1 #182263   

4245 (prior to 2/2017)  

Toner GPR-42 #182260  

Staples J1 #182261  

Additional information about 
the DX4845i copier and op-
tions can be found at the 
GSD contract site at https://
www.graniteschools.org/
purchasingwarehouse/
contracts/  search “copier” 
or “AR457” using the mid-
page search field.    
 

As a reminder only OEM 

(original) Canon product 

should be used in the copi-

ers.  

https://www.graniteschools.org/purchasingwarehouse/contracts/
https://www.graniteschools.org/purchasingwarehouse/contracts/
https://www.graniteschools.org/purchasingwarehouse/contracts/
https://www.graniteschools.org/purchasingwarehouse/contracts/
https://www.graniteschools.org/purchasingwarehouse/contracts/
https://www.graniteschools.org/purchasingwarehouse/contracts/
https://www.graniteschools.org/purchasingwarehouse/contracts/
https://www.graniteschools.org/purchasingwarehouse/contracts/


New Library Services contracts were put in place by the State of Utah Purchasing department. 
The contracts allow you to chose from multiple vendors based on the awarded category.  

Each contract has a different discount and fees for services not included in the standard pro-
cessing. For detailed contract information, please visit the state of Utah’s contract site at 
https://statecontracts.utah.gov/Home/Search  Search by contract number. 

 

Because the pricing and discounts vary, and we are often able to obtain better 
pricing, it is recommended you obtain a quote from one or more vendor.  If you 
would like Purchasing to obtain quotes for you, please email the titles and ISBN 
for each book to Rose Elkins.  
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New Library Services Contracts through State of Utah Purchasing  

 

Bound to Stay 
Bound Books Inc 

MA3943 Orders@btsb.com 

(800) 637-6586 x3155 

Morgan Glatczak 

Library bind-
ing from hard-
cover books 

30% off retail 

(*short discount title 
prices are reduced 

by 10%) 

Follett Content 
Solutions 

MA3944 dbrown@follettlearning.co
m 

(801) 420-0908 

David Brown 

Trade Binding, 
Library Bind-
ing from paper 
book, and li-
brary binding 
from hardcov-
er book 

15% off retail 

  

Ingram Library 
Services LLC 

MA3945 ILS.orders@ingramconten
t.com 

(800) 937-5300 

Pamela Smith 

trade binding, 
library binding 
from paper 
book, and li-
brary binding 
from hardcov-
er book 

38% off retail for 
trade binding 

  

10% off retail for li-
brary binding from 

paperback and hard-
cover 

Mackin Book 
Company 

MA3946 johna-
than.holst@mackin.com 

(800) 245-9540 

Johnathan Holst 

Trade Binding, 
Library Bind-
ing from paper 
book 

7% off retail 

https://statecontracts.utah.gov/Home/Search
mailto:Orders@btsb.com
mailto:dbrown@follettlearning.com
mailto:dbrown@follettlearning.com
mailto:ILS.orders@ingramcontent.com
mailto:ILS.orders@ingramcontent.com
mailto:johnathan.holst@mackin.com
mailto:johnathan.holst@mackin.com
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Measure Twice, Cut Once 

 It is hard to believe that we are nearing the end of the 

first quarter of the school year.  Here in the Purchasing/Warehouse Department we 

have experienced the busiest spring and summer as schools and departments have prepared for 

school start and as they have expended their federal ESSER funds.  

Our department’s role is to support each you as we work together to educate the next generation.  We 

are best able to do this when everyone is headed in the same direction.  To help achieve this it is best 

to follow the adage “Measure Twice, Cut Once”.  With this we offer a couple of reminders: 

1. Please use the Purchasing Flow Chart to aid in your decision making.  You can find it at this link 

and always on our district website.  Administrators and secretaries should share this document 

with all employees with purchasing responsibility. 

2. If your purchased product/service will be attached to, will modify, or will build upon real property 

(your school building or grounds), please contact the Architecture, Engineering and Construction 

Department and/or the Maintenance Department prior to submitting a requisition or making the 

purchase through any other purchasing tool. 

As always, please feel free to contact our office with any questions. 

https://cdn-59bd6cf5f911c923e82ee0ee.closte.com/purchasingwarehouse/wp-content/uploads/sites/25/2021/09/Purchasing-Threshold-Flow-Chart.pdf


 

Speaking of ESSER Funds 
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“Esser” Stands For: 

 

Elementary 

Secondary 

School 

Emergency 

Relief 

ESSER Funds have been a great resource and opportunity for 

our schools to purchase ex-

citing new technologies for 

our classrooms and gyms. 

Schools can still submit req-

uisitions for these prod-

ucts anytime throughout the 

year. However, remember 

there is a secondary cost as-

sociated with the initial purchase, which is installation. A 

school evaluation will be able to provide these costs.  To start 

an evaluation, submit a request to the help desk. Our teams 

will get to these as soon as possible.  

 

Some schools have experienced a back-order status or long 

wait times for their interactive display panels, mounts, carts, or 

evaluations. We appreciate your willingness to work with these 

situations as our co-workers, teams, and vendors still navigate 

these unpredictable times with product, supply chain, 

labor shortages, and adjusted hours of operations.    

Updates to know: 
 
Boxlight has implemented two changes: 
 
• First, there is the new Boxlight panel. Boxlight’s Pro3 series has 

reached its end-of-life product cycle. The Pro4 series have be-
gun shipping. For quotes, please 
email Suzanne.Wright@bluum.com.   

• Second, there is a new software update on the pre-existing 
panels. This update offers some great new features & functionality 
including increased speeds, new apps, and enhanced user experi-
ences. 
  

For brochures on this topic, please 

email mmlarsen@graniteschools.org.   

mailto:Suzanne.Wright@bluum.com
mailto:mmlarsen@graniteschools.org
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 What is a sole source?  

Well it is actually an “Award of Contract Without Engaging in 
a Standard Procurement Process Request.” That is a big, 
fancy name for a form you complete and submit when you 
need to purchase something unique without obtaining com-
petitive quotes or using a contract. 

Because we aren’t obtaining 
quotes, it’s important to do your 
research. Do not ask the vendor to 
complete the form. The adminis-
trator or person most familiar with 
the product needs to complete the 
form. The blank form is located on 
our website on the right side of the 
page under Purchasing Forms list.  

At first, the form may seem intimi-
dating. Keep reading for a sum-

mary of the instructions and some additional information. 
Some situations may require different instructions to com-
plete the form. Section A “ONLY ONE SOURCE” is the most 
common reason for using the form. 

 

 Page 1 - instructions for completing the form. 

 Page 2 - general information, fill in as much information as 
you have. 

 Page 3 - justifying why there is only one source. Complete 
Section A with as much detail as possible including why 
the product is unique.  

 
 Page 4 If the purchase is over $1,000.00, it requires GSD 

Purchasing approval before the purchase can be made. 
The department/school administrator must sign as the re-
quester. If the purchase is under $1,000.00, the depart-
ment/school administrator can approve. In this case, the 
completed form is placed with the payment documenta-
tion. 

 Page 5 is generally not applicable because most often you 
are not justifying transition costs. This attachment is used 
when you complete Section B. 

 Page 6 is not applicable because it is for Purchasing’s 

use. 

Most sole source pur-

chases do not require 

section B or C. If you 

have a situation that 

requires these sections 

to be completed, reach 

out to the responsible 

buyer and they will 

provide additional in-

struction. 

If you have any ques-

tions, please contact the 

buyer responsible for the 

items you are purchas-

ing.  

The sole source 

form can be found 

on our website on 

the righthand side 

under Purchasing 

Forms: 

 

 

 https://

www.graniteschools

.org/

purchasingwarehou

se/ 

 

Check the next page 

for help on Section 

A 

http://www.graniteschools.org/purchasingwarehouse/
http://www.graniteschools.org/purchasingwarehouse/
http://www.graniteschools.org/purchasingwarehouse/
http://www.graniteschools.org/purchasingwarehouse/
http://www.graniteschools.org/purchasingwarehouse/
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Section A Cheat Sheet 

 

 Question 1 - What is unique about this procure-
ment item to justify an award of contract without 
engaging in a standard procurement process? 
(Explain in detail why the service or product is on-
ly available from a single supplier.) This is where 
you explain why the product is unique and why it is 
the only product that will meet your needs, providing 
as much detail as possible. 

 Question 2 - Could the procurement item be rea-
sonably modified to allow for competition?  This is 
generally answered with “No”.  If you can modify to 
allow for competition, then the form is unnecessary and we will request 
quotes/bids. 

 
 Question 3 - Explain the market research performed. What is market re-

search? This includes searching online, asking other schools, reaching out 
GSD or Utah State Board of Education experts. Explain your research in 
choosing this product. You may end up finding other vendors that can provide 
a quote during this step. If you do, this form isn’t necessary.  

 Question 4 - What research have you conducted to ensure the 
requested procurement item is not available on an existing dis-
trict or state cooperative contract?  Have you checked the GSD or 
State or Utah website to see if there is an existing contract for the 
product? If there is a contract, the form is not necessary. 

 
 Question 5 -  If there is only one source for the procurement item, list 

the names of other similar vendors contacted, the contact person, and 
a summary of their response. Other vendors that you’ve contacted and 

why their product does not meet your 
need(s). This can be 1-3 vendors found 
during the market research in question 3.  
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“ 

 

 

 

Did you like this issue?

What kind of information 

would you like to see in 

future issues? We want 

this to be useful to you, so 

please send your com-

ments, questions, and 

suggestions to: 

armccall@graniteschools.

org 

 

Thanks for reading! 

 

 

 

 

 

 
You can view a complete 

list on our web page by 

clicking on this link:  

Buyer Responsibilities  

(Printable Directory) 

What Do You 

Think? 
Looking for Help? 

Sometimes it can be confusing figuring out which buyer to call for 

questions. This is a list of general product assignments: 

Rose Elkins– ext. 4562 

• Books, magazines, DVD’s. 

Dean Pope – ext. 4563 

• Computer equipment, Apple products, marquees, tree trim-

ming, construction, and warehouse catalog sections 40, 50-51. 

Jess Haws – ext. 4565 

• Cafeteria food and kitchen supplies, police and transportation 

equipment, vehicles, warehouse catalog sections 35, 36.  

Skip Foster – ext. 5678 

• Batteries, carpet, custodial, fire extinguishers, lamps, mainte-

nance supplies, snow removal, pest control, warehouse catalog 

sections 30-35, 60-94.  

Julie Fisher– ext. 4309 

• Arts & crafts, blinds, copiers, corkboards, ink and toner, office 

supplies, software, stage drapes, 3D printers, warehouse cata-

log sections 15-18, 22-25, 65.  

Maile Larsen – ext. 4552 

• Appliances, athletics, audio/visual, furniture, planners, play-

ground equipment, CTE relo’s and supplies, science, trophies, 

yearbooks, warehouse catalog sections 10-14,19-21, 48, 52. 

Danielle Kitchen – ext. 8454 

• Apparel, travel, choreography, camps, laptops, desktop print-

ers. 

Jared Gardner — ext. 4561 

• Architectural and engineering services, buses, RFP’s for soft-

ware, professional services, telephone services, fundraising, 

and vending machines.  

13 

https://cdn-59bd6cf5f911c923e82ee0ee.closte.com/purchasingwarehouse/wp-content/uploads/sites/25/2022/09/Buyer-Responsibilities.pdf

