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handling. Failing to add shippin@nd handlingin the line items will result inthe
requisition beingunauthorizedand returned

NOTEList acontact persors name, phone numberand email addres#n the line item
so the vendor will know who to contact in case they have a question regarding the

items/goods/servicesequested

9. Activity Fundgurchases ar@everentered in MarathorRemote Link;

a. When making purchases from Office Depot, get all pricing from the website set
up forthe Jackson Public Schodigfs://www.odpbusiness.co Failing to use
this gte for pricingwill delay your requisition being processed.

b. Office Depot does not charge shippifog large orders Effective July 1, 2021,
orders under $50 will have a $9.99 small order fee charged.

c. Some items may carry a surcharge.

10. Items purchasedisinga state contract should be as follow

a. Statecontract number angpromo code product number or material number
must be listed in the line iteson the requisitionUpload thestate contract,
price list and the vendors resellers lshowing the vendor you are ordering from
is on that list.

b. Allstate contract information entered on a requisitiovill be verifiedby the JPS
Purchasinglepartment

c. If you need assistance with uploading documents to requisstioallPurchasing
and we will walk you through the process.

11. Special Instructiosif and whenapplicablemustbe added in the line iterof the
requisition

a. If you have an invoice already or you do not néleelPOmailed to the vendor,
youmust enter on aline itemthe following:ACCOUNIPAYABLE DO NOT MAIL

b. If you wanta purchase ordeemailed,you must enterthe email addressn the
line item

c. If the requisitionis aresultof aBID RFRRFQIBor Board Approval itemgou
must list the Bid/RFRFQIB numberandBoarddate approved by the Board of
Trusteesor IB issualatein the line itens.

d. For requisitions you wish to remadPENvith very high dollar amounts do roll
to the next year, lisMulti-Year inthe line items so Purchasing camarkthe PO
not to close unless

I. Arequest isemailed to close oit iswritten on the lastinvoicepayment
il. APurchaseOrder amount is paid in full.

12. Any of the above information not listed dhe requisitionwhenapplicablewill result in
an UnauthorizedRequisition. Therequestorfordering entitywill need to monitor their
Master Listingon a regular basis throughout the week to ensure requisitions have been
upgraded to a purchase order. Inthe event a requisition has betemned back to the



https://www.odpbusiness.com/



https://www.odpbusiness.com/
mailto:stateofms@officedepot.com



https://www.barefieldandcompany.com/
https://shop.msblind.org/
mailto:nichole.lemacks@dfa.ms.gov

MSDHEPARTMENT OF EDUCATION (MDOBTE MANDATED OBJECTS CODES
Some object codes have change®elow is a list obbject codegshat MDE has mandateithat

we must use. Some of he most fequentobject codes used by the District are listed below.

Object code 610
Object code 323
Object code 324
Object Code 337
Object code 344
Object Codet30

Object Code 612
Object Code 731
Object Code 734

Object Code 738

Object Code 737
Object Code 735

Object Code 730

Supplies

Professional Education Substituservices

Digital Textbooks/Educational Materials online for Students
Professional Services

NonEducational Online Subscription & Technical Services, Licenses, Etc
Repairs/Maintenance

Food & food related items

Chromebook|aptop, and eesktopcomputers

Printers,Projectors, Mbile Carts, Prometheamnd Smartboard
Interactive panels

Accesgoints, hot spots

Other Furnitureand Equipment (Cost or value of $5,000 and above)
Items that must appear oan nventorylist regardless of cost arue bar
codedby Fixed Assets.

= Weapons

= Cameraand Camera Equipment (greater th&250.00)
= Two Way Radios

= Televisions (greater than $250.00)
= Lawn Maintenance Equipment

= Cellular Telephones

= Chain Saws

= Air Compressors

= Welding Machines

= Generators

= Band Instruments

= Ice Machines

= Air Conditioners

= Appliances

= Portable A/Cs

= A/C Units

No longer used

WHEN IN DOUBALWAY&ALL PURCHASINGE WILL HELP YOU OUT

(601) 9668799 OR601) 9738582



