
    

    
 

     

   

   

   

  

   

 

           

   

  

  

 
  

 

  

  
 

  

              
  

 

             
   

  

Internal Policies and Procedures 
of the 

Utah State Board of Education 

Policy #: 06-04 

Subject: General Purchasing Provisions 

Date: June 21, 2022 

Policy Owner: Director of Purchasing and Contracts 

Policy Officer: Deputy Superintendent of Operations 

References: 

• Utah Code Annotated, Title 63G Chapter 6a, Utah Procurement Code 

• Utah Administrative Code R33 

• Utah Administrative Code Title R277-122 

I. PURPOSE: 

To provide Utah State Board of Education (“USBE”) employees with uniform direction and 
a systematic approach for procurement needs to ensure that applicable laws, rules, and 
procedures are followed. 

II. POLICY: 

All USBE employees shall follow the procedures outlined in this policy and work with the 
assigned purchasing agent when engaging in procurement for the USBE. 

III. PROCEDURES: 

1. Begin the procurement process as far in advance as possible and contact a 
designated purchasing agent or the Director of Purchasing for information or 
assistance. 

a. Specific time frames for standard procurement processes can be found in other 
policies. Please plan accordingly. 
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2. Find the most current forms on the USBE Intranet site, including a purchasing 
requisition form, purchasing flow chart, and purchasing agent assignments. 

a. Do not download and save forms to your computer, forms will be updated 
periodically, and employees will be required to use the most recent version of 
all forms. 

3. The requesting section shall complete the purchasing requisition form providing all 
the information requested on the form. 

4. The requesting section shall submit the completed, and approved, purchasing 
requisition form, and supporting documentation, to the centralized purchasing 
email: purchasing@schools.utah.gov 

5. The official queue for procurements begins when a completed purchasing 
requisition form and all supporting information has been emailed to the centralized 
email. No work will be started by purchasing until a completed requisition file has 
been received. 

6. The purchasing agent assigned will contact the requesting section with any 
questions regarding the purchasing requisition form or the procurement. 

7. The purchasing agent assigned will also keep the requesting section informed of 
updates regarding the procurement. 

8. If the forms contain insufficient information, the agent will work with the requesting 
section to obtain the additional detail and information needed. 

9. After the procurement process is complete, the purchasing agent shall return to the 
requestor the completed purchasing requisition form with the applicable payment 
reference number (Contract, PO, DO, number), which the requesting section can 
use to authorize payments. 

IV. HISTORY: 

The effective date of this policy was January 19, 2018. On June 21, 2022, this policy was 
formatted to comply with USBE Internal Policy 00-01. 
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