
The following changes have been made to Memorandum Nine: 

It is now required to obtain three written quotes for purchases over 

$500.   

The exemption for student pass through funds has been removed. 

This requires everything to be quoted. 

Purchases from fundraisers are to be documented with a completed 

sole source form which can be found on the Purchasing web site. 

Purchases of instructional materials through Mountain States Book 

Depository can be made directly up to $50,000. 

Please be aware that sections 2 and 3 of Administrative Memorandum     

Number Nine update the requirements for asset inventory tracking: 

Schools and Departments are required to keep an inventory list of 

and track individual equipment items with an original cost between 

$200 and $999.99 that are identified as a “Control Risk Asset”.      

Normally, each school and department would designate an individual 

to do this. The accounting web page has a link called ‘Control Risk 

Assets’. This site will list which assets need to be included on your 

inventory. Accounting will send out a notice if the list ever changes. 

Also, there is a standardized spreadsheet available from accounting 

that schools and departments can use for inventory tracking. Each 
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GSD Purchasing/Warehouse 

Buying Power 
SEPTEMBER 2012 

The Purchasing Department is excited for the upcoming school year and 

hope that all of you have had a great summer. Whether you’re new to 

Granite School District or a long-time staff member, we hope you find the 

information included in our newsletter useful and informative.   

Have a great year!  

Welcome Back 

Changes to Memorandum Nine and Sixteen 

http://www.graniteschools.org/depart/businessservices/purchasingwarehouse/purchasing/Pages/Forms.aspx
http://www.graniteschools.org/depart/businessservices/accounting/Pages/default.aspx
http://www.graniteschools.org/depart/businessservices/accounting/Pages/default.aspx


Change Orders 

school and department should 

keep their lists up to date. 

These inventory lists are to be 

available for audit. 

Accounting is required to in-

ventory, track and maintain a 

central list of control risk      

assets with an original cost 

over $1,000 as well as all 

other fixed assets. 

Memorandum sixteen has been 

simplified to be a general surplus 

memorandum.  All disposition of 

surplus school district property will 

be handled by the Director of   

Purchasing. You can read the 

specific procedures in the        

Purchasing Handbook found on 

the Purchasing web site.  
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Changes to Memorandum Nine and Sixteen (continued) 

Please remember to send your receiving paperwork directly to the Accounting Department.        

If you send it to purchasing, it will delay your purchase being paid and closed. 

Purchasing 

Handbook 

Please include the following information when requesting a change 

order: 

 Summary of reason for change. 

 Breakdown of items as outlined in original PO. 

 When adding an item which wasn’t included in original PO,     

 attach response from vendor.  This should include detailed      

 description of item/service along with a cost breakdown. 

 Ensure that dollar amounts are correct and include previous        

 changes. 

Things to Remember: 

No changes will be made to a purchase order (contract) without a 

signed change order form. 

Change Orders to increase the contract (PO) cannot be processed 

unless sufficient funds are available. 

Change orders must be signed by a Granite School District Repre-

sentative (the person responsible for that budget) and processed 

through the Purchasing Department in advance to any change in 

the contract, for delivery or acceptance of additional goods or   

commencement of additional work. 

 ”Age is an issue of mind over 
matter. If you don’t mind, it 
doesn’t matter.”  

- Mark Twain 

http://www.graniteschools.org/depart/businessservices/purchasingwarehouse/purchasing/Policy/Purchasing%20Handbook.pdf
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If you have surplus equipment that you no longer need, we want to      

remind you of the procedure that is necessary for you to dispose of this 

equipment. 

An Equipment Transfer Form will need to be filled out. These forms are 

available for you to order from the Warehouse. The stock number is 

192061 and they come 20 to a package. 

The Warehouse tracks all Equipment Transfer Forms and serial        

numbers of electronic materials.  

Equipment Transfer Forms serve three functions: 

 Condemn equipment 

 Move equipment from one site to another 

 Surplus equipment 

There are nine line items on the form that need to be filled in.  We would 

ask you to type the information if possible, if not, please write legibly so 

that all numbers can be read and press hard enough that all copies are 

legible. 

Line 1:  Enter your school or department name.  Your principal/

administrator will need to sign on the top line above (Authorized Signa-

ture).  Be sure to put the date you are submitting the ETF. 

Line 2:  Enter school or department name if the equipment is being 

transferred to another location (school) or indicate if it is going to        

surplus.      

Line  3:  this line will be completed by the warehouse staff. 

Line 4:  the only time you will fill out this line is if you or someone at your 

school has physically transferred the item(s) themselves. If they have, 

they need to put their name and the date they transferred it. 

Line 5:  If you have transferred items or you are receiving items, please 

have the receiving individual sign. 

Line 6:  You will not need to put anything on this line. 

Line 7:  VERY IMPORTANT PART OF THE EQUIPMENT TRANSFER 

FORM. 

It is important to include the asset number, quantity, description of item 

and serial numbers. 

If you have multiple items, you may put “see attached” and attach a list 

of the items to include asset number, quantity, description and serial 

numbers. 

Please have items set aside, not on pallets, because we have to check                

each serial number for  identification purposes.                       (continued) 

Equipment Transfer Form 

 

. 

 

“When filling out this 

form, please type if possi-

ble, if not, please write 

legibly so that all numbers 

can be read and press hard 

enough that all copies are 

legible. It is important to 

include the asset number, 

quantity, description of 

item and serial numbers. 

If you have multiple items, 

you may put “see at-

tached” and attach a list 

of the items to include 

asset number, quantity, 

description and serial 

numbers”. 



 

Equipment Transfer Form  (continued) 

Line 8:  If you have items that 

need to be condemned you should 

contact the respective mainte-

nance department to come and 

determine if it needs to be con-

demned. They will fill out this line. 

Many times when items are con-

demned, the school/department 

will submit a requisition for the  

replacement using condemnation 

funds.  You will have to submit the 

white copy of the Equipment 

Transfer Form along with the     

requisition, if using district        

condemnation funds. 

Line 9:  Warehouse use only and 

will be completed by the ware-

house staff. 

After the Equipment Transfer 

Form is filled out correctly, you  

keep the white copy of the form 

for your school/location unless 

it’s a condemnation with district 

funds. 

Send the remaining copies with 

any attached paperwork to the 

Warehouse. Upon receipt of the 

form, the Warehouse will arrange 

a pick up as soon as possible. 

All equipment will be picked up by 

designated warehouse staff and 

does not include any of our        

mailmen. 

All district property and assets 

must be processed through the 

District Surplus Warehouse. 

Surplus items which are deter-

mined to be useable to district 

schools will be placed on public-

surplus.com. The items will be  

reallocated on a first come, first 

serve basis. A memo outlining this 

process will be sent out in a few 

weeks. 

All other district surplus is also 

sold by use of publicsurplus.com. 

Please contact Aaron Cameron at 

385-646-4286. He is the Central 

and Surplus Warehouse Manager 

and will be happy to assist with 

your surplus needs. 
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Science Supply Vendor Price Agreements 

Purchasing has set up a contract with the following vendors for a dis-

count off their catalogs on science supplies: 

Carolina Biological Supply     Sargent/Welch 

10% discount off catalog     20% discount off catalog 

Free freight on orders of $200+    Free freight on orders of $200+   

www.carolina.com      contract #PA 2011-SW-20 

 

Fisher Science Education     Frey Scientific 

25% discount off catalog     22% Discount off catalog 

Free freight on all orders over          Free freight on all items except  

$200 excluding live specimens,      live specimens, hazardous     

hazardous materials and products     materials and products that      

that must ship motor freight.                 must ship motor freight. 

 

Which Maintenance    

Department to call for    

Condemnations 

Carpenter—gym equip, cabinets 

Paint– window coverings, lad-

ders, scaffolding 

Grounds-vehicles, snow removal, 

lawn and playground equipment. 

Gen. Maintenance-custodial 

equipment, bulletin boards, 

multi-purpose doors &  air han-

dling equipment. 

Electrical—all electric fixtures 

Plumbing– mechanical equip-

ment, plumbing fixtures 

Police Electronics– wireless radio 

equipment, audio visual equip-

ment and cameras 

Project Coordinator– stage 

drapes and carpet 

Info Systems– computers, print-

ers, phones, office equipment 

District Music Specialist– musical 

instruments 

 

http://www.publicsurplus.com/
http://www.publicsurplus.com/
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 New Contract for HP Printer Toner 

After an Invitation for Bid process, a toner contract has been awarded 

to Rasix Computer dba Academic Supplier for all HP OEM LaserJet 

toner and Marlo Products for all OEM Ink cartridges.  This contract will 

be effective September 17, 2012.  The contract allows all schools and 

departments within the district to purchase toner at a firm discounted 

price.  

New this year is a contract with Rasix for remanufactured laser toner 

cartridges and does not include ink cartridges. We recognize that OEM 

cartridges have a lower fail rate and a lower probability of leaking toner 

in your printer.  However, the biggest advantage of using remanufac-

tured toner cartridges is the cost savings.  You can view the pricing by 

going to this link on the purchasing web page:  HP Toner contract. 

The vendors have agreed to the following terms as part of the contract: 

Deliveries are to be made within two days after the date order is 

placed. 

Deliveries must have a packing slip that identifies the school or     

location, the vendor name and the GSD purchase order number or 

indicate paid with P-card. 

Defective and/or incorrectly shipped cartridges will be replaced 

within two days at no charge. 

Items are guaranteed for one year. 

The minimum order is one cartridge. 

Inside delivery. 

Vendor will accept P-card at no additional cost. 

Vendor(s) for new HP 

Printer Toner Contract 

Rasix Computer  dba              

Academic Supplier                                  

Vendor #139446        

3519 Main Street, Suite 401    

Chula Vista, CA  91911 

Contact: Jeffrey Kozma      

Phone: 800.266.2892  x117 

jeff@academicsupplier.com  

 

Marlo Products                      

Vendor #108640 

382 Main Street                   

Kaysville, UT 

Contact: 

heather@marloproducts.com  

801-546-2357 

 

  

What do you do with your empty toner cartridges? 

Copiers: 

The Imagistic copier cartridges are green friendly so you can throw 

them away.  Sharp copier cartridges will be picked up by the Les      

Olson Company or you can add them to the Academic recycling box. 

Printers: 

You have three options for recycling empty printer cartridges: 

Marlo Products will pick up any empty OEM cartridges when they 

make a delivery to your location and give you credit. 

Academic Supplier will supply your location with a shipping box and 

prepaid call tags.  Place your empty cartridges in the box.  When the 

box is full, contact your nearest UPS facility to arrange for a pick-up.  

They will offer a refund on returned cartridges. 

You can give them to the Staples driver when they make a delivery to 

earn HP points for the Granite Education Foundation. 

 

http://www.graniteschools.org/depart/businessservices/purchasingwarehouse/purchasing/Pages/DistrictContracts,ProductInformationandSuggestedSources.aspx
mailto:jeff@academicsupplier.com


 

Did you know? . . . 

Many vendors have strict guidelines for returning product 

when you’ve received the incorrect item or there has been 

concealed damage. When you receive an order, please 

open it immediately and make sure that the product is    

correct and in perfect condition. If you receive an incorrect 

or damaged item please contact the vendor immediately to 

exchange the product. If there is a delay, you might not be 

able to return the item.  Please help us by opening your 

deliveries upon receipt and reporting any issues as soon as 

possible. 

Virco furniture (student chairs, 

desks, tables) come with a 10 

year warranty. If you have trouble 

with any of your Virco products, 

please contact Paul Worthen in 

Purchasing, ext. 4552 and he can 

help you with your warranty.  

A Purchase Order is a Contract. 

When we think of a contract, 

most would say that it is the 

document from a vendor with a 

whole bunch of terms and condi-

tions.  

Most of the transactions that   

occur through the use of a       

Purchase Order do not have a     

vendor contract associated with 

them. When this occurs, the    

Purchase Order becomes the 

binding contract between Granite 

School District and the vendor. If 

GSD and a vendor sign the    

vendor’s contract, then Purchas-

ing references the vendor’s    

contract on the Purchase  Order. 
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Caption describing 

picture or graphic 

Checks and Balances 

Returns and Damaged Product 

In order to be in compliance with P-card guidelines all transactions 

must be viewed and approved. This process has been set up as a  

system of checks and balances to ensure that the cardholders and 

approvers are proactive about monitoring their charges as well as to 

prevent fraudulent changes and misuse. By viewing and approving a 

transaction you are acknowledging that you are aware of it and you’re 

taking the appropriate measures to resolve it, whether this means 

changing the budget number, making supplemental notes or reporting 

it as misuse or fraud. 



The following dates have been set up for P-Card training.  They are 

held at 9:00 a.m. in the Purchasing Conference Room C-105. 

Please R.S.V.P. Rose Elkins at 385-646-4562 if you would like to 

attend one of these sessions: 

October 3, 2012 

November 7, 2012 

December 5, 2012 
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P-Card Training 

A Look Behind the Scenes 

New Mailroom Services 

Every day we sit at our desks 

and use our computers without 

really thinking about how our 

supplies arrived.  Most staff 

probably wouldn’t know where 

the receiving department is if 

they were asked… but that’s ok 

because they don’t really need 

to know.  We have a dedicated 

crew at the Warehouse that tire-

lessly work behind the scenes to 

receive and deliver everything 

from a pallet of paper to special-

ized equipment.  In this picture, 

you can see Dick Reed driving a 

forklift to receive supplies to 

stock our warehouse shelves.   

The next time you receive ware-

house supplies remember the 

staff behind the scenes that 

work hard to make it happen. 

Reminder of services offered 

through the mailroom: 

For bulk mailings, you may call 

Mike Willis (ext. 7367) in the 

mailroom to have your mailing 

picked up.   The mail will be    

metered through our postage  

machine and taken to the post 

office with the appropriate      

paperwork.  (Note:  The mail 

that is to be metered through the 

mailroom should not have the 

1789 permit printed on it.) 

Cumulative folders may be sent 

to the mailroom with the district 

mailman that comes to your 

school.  These will be mailed out 

through the mailroom. 

You will be billed for the postage 

through an interdepartmental 

billing. 

If you have an order that needs to be received by a certain date, please add a remark to the remote requisition  

providing us with this information. This will give the Purchasing Department a “heads up” to track the order and    

to work with you and the vendor to ensure timely delivery. 
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Most people think the choices for 

binders are pretty straight forward. 

It is important to understand a 

number of different factors when 

choosing a binder. This article is 

designed to identify the major 

things to look for when choosing a 

ring binder. Here they are... 

Ring style: There are two primary 

ring styles used with loose-leaf 

binders. The most common of 

these is the round ring and this 

type of binder is good to use for 

small documents. The second 

most common type of ring is the D

-ring. These rings are shaped like 

the letter “D” (hence the name) 

and make it easy to store large 

documents. (D-rings also make it 

easier for the user to open the 

binder without some of the pages 

falling out, avoiding both frustra-

tion and a mess.). 

Covers: While some binders are 

merely covered in colored vinyl, 

other three-ring binders are what’s 

k n o w n  a s  c l e a r  v i e w 

(presentation) binders. These 

have a clear vinyl overlay on the 

front, spine, and back to allow  

users to insert pages (such as a 

cover page) to customize the 

binder. Both of these types of 

binders have chipboard in the 

front, spine, and back to give the 

binder its sturdiness. However, 

there are binders available that 

are made out of plastic or some 

other type of flexible material.  

Sturdiness: Most three-ring 

binder covers are made of vinyl 

sealed over chipboard. The thicker 

the chipboard, the sturdier the 

binder. So the higher the number, 

the thicker the chipboard. You 

may have also heard chipboard 

referred to as gauges, calibers or 

points. The thickness of chipboard 

can be thought of in 'point'. One 

point equals 1000th of an inch 

(.001"). If you have 28 point gray 

chipboard, for example, your chip-

board is .028" thick since each 

point = .001" 

Thickness: Binders can range in 

thickness, from half an inch to four 

inches. The smaller the binder, the 

more likely it uses a round ring 

mechanism, with thicker binders 

primarily using D-rings.  

Size: Most binders are designed 

for binding letter sized documents. 

However, some specialty binders 

are available for binding half letter 

sized sheets (sometimes called 

baby books), legal sized paper, 

11" x 17 sheets and landscape 

documents. These binders can be 

more difficult to find and are    

usually available with less options 

than standard letter ring binders. 

Color: Black and white is the most 

common colors for binders. How-

ever, other colors do exist.  

At the warehouse, we stock bind-

ers in 1”, 2”, and 3” round ring.  

They are all 7.5 gauge except the 

1” red which is 8 gauge.  The “D” 

ring presentation binder is stocked 

in 1”, 1 ½”, and 2” in white and 

black. They are 9.5 gauge chip-

board.  We also carry a 5 ½” x 8 

½” black 1” round ring binder that 

can be used for attendance. 

 

When it comes to binders . . .  

Binder Capacity 

* Binder size determined by ring 

size not spine size. 

Most three-ring binder           

covers are made of vinyl 

sealed over chipboard. 

The thicker the chipboard, 

the sturdier the binder. So 

the higher the number, 

the thicker the chipboard.  

http://www.mybinding.com/.sc/ms/cat/3-Ring%20Binders--Standard%20View%20Binders
http://www.mybinding.com/.sc/ms/cat/3-Ring%20Binders--Standard%20View%20Binders


Did you know that you can purchase the following boxes from 

the warehouse? 
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Boxes Available at the Warehouse 

 

151317 

Corrugated tote with handle,  2 sided all 

purpose carrier, white, Size #3, 15"X 6 

1/2"X 14" 

151318 

Box, 13" X 10" X 3-1/2" with lid comes 

flat and must be folded.  Fits in desk. 

 

151320 

Shipping Box, 17-1/2"L X 

11-1/2" H X 11-1/2" W. 

151321 

Storage Box, 15" X 12" X 10"  with  separate 

lid, snap lock bottom, double sides and ends, 

White on outside, Brown on  inside.   

Please contact us if you don’t like an item stocked at the warehouse.  We assume “no news is good news” and we’ll 

just keep buying the same product.  We will investigate your concern and if this is a  District wide issue, we can find 

an alternative product.  

151319 

File aid box, white,12" X 5" 

X 9-7/8".             

Warehouse Section 20—Audio Visual Supplies 

Please make note that item #202102 (cassette tape blank, 30 min-

utes) has been discontinued from the warehouse.  You can order this 

item instead: 

Stock #202103, cassette tape blank, 60 minutes 

These items are not having a lot of movement and we would like to 

use this stock up. 

Stock #202111, video cassette tape, 1/2” VHS, 30 minutes long T-30 

Stock #202112, video cassette tape, 1/2” VHS, 60 minutes long T-60  

We also stock a 70 x 70 projection screen that we need to see some 

movement on.  See stock #202207, projection screen, matte white. 

Check the warehouse catalog for additional audio visual needs.   
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131102 Crepe Paper, Peach 

151312 Discover Utah Textbook, 4th grade 

151579 Embossing Tape, Blue 

151581 Embossing Tape, Red 

151585 Label Maker, Dymo tape tool 

192430 Form, Free/reduced lunch, English 

192435 Form, Free/reduced lunch, Spanish 

301062 Lamp, 150 Watt Incandescent 

301066 Lamp, Flood 120W 

301068 Lamp, Incandescent 200/99 

301100 Fluorescent Lamp, F96T12 

302145 Projector Lamp, Studio DRC/DRB 

311122 Floor Finish, Oil Modified, wood floor 

331076 Lightweight Mop Handle, Metal 

521031 Elementary Desk, Open Front, Gray 

611200 Neutra Rust #661, 1 Gallon 

Items Deleted from Warehouse Stock  

171625     Foam Brush, wedge, (for art), 10/pkg. 1"   $  1.37  

171739     Scratchboard (for art), pre-inked, black     $  3.15   

173085     Gold Metallic Art Marker, fine point, 12/bx  $20.04   

  

Recently Added Warehouse Stock Items 

New Warehouse Stock Items 

151560    Thermal Paper Rolls, 3 1/2” x 220’, 50 rl/case            $ 39.99                                            

      used with Blue Bear software              

155636     Pop up Post it Note Dispenser, Weighted, 3x3,              $   4.13                                                              

      Black, 3M Pro  330                                                       

Do you have an Item that you would like to have stocked at the Warehouse? 

Request to stock new item form 

Obsolete  

http://www.graniteschools.org/depart/businessservices/purchasingwarehouse/purchasing/Purchasing%20Forms/Form%20to%20Request%20New%20Warehouse%20Item.pdf
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“ 

 

 

You make a living by         

what you earn; you make        

a life by what you give.” -

 Winston Churchill 

Recently Added Warehouse Stock Items 

What kind of information would 

you like to see in future issues? 

We want this to be useful to you, 

so please send your comments 

and/or suggestions to 

dlsmith@graniteschools.org 

 

Thanks for reading! 

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: 

Aaron Cameron – ext. 4286 

Surplus disposal contracts and school foods. 

Dean Pope -  ext. 4563 

Computers, I-pads, marquees, scanners, construction and ware-

house catalog sections 40, 50-51. 

Rose Elkins – ext. 4562 

Books, magazines, DVD’s 

Rosemary Frenchwood – ext. 5678 

Batteries, custodial, upholstery, vehicles, transportation equipment, 

warehouse catalog sections 31-35, 66-94.  

Debbie Smith – ext. 4565 

Arts & crafts, blinds, copiers, lamps, office supplies, printers, soft-

ware, warehouse catalog sections 15-18, 22-25, 30, 60-65. 

Paul Worthen – ext. 4552 

Appliances, athletics, audio/visual, furniture, paper, planners,       

playground equipment, warehouse catalog sections 10-14,19-21, 

26, 48 and 52. 

You can view a complete list on our web page by clicking on this link:  

Buyer Responsibilities 

 

mailto:dlsmith@graniteschools.org
http://www.graniteschools.org/depart/businessservices/purchasingwarehouse/purchasing/Documents/Buyer%20Responsibilities.pdf

