
1 

 

BBuuyy  iitt  RRiigghhtt  

PPuurrcchhaassiinngg  SSeerrvviicceess  NNeewwsslleetttteerr  

FFeebbrruuaarryy  22001166,,  IIssssuuee  77  
 
Nicole Westmoreland   Purchasing Agent   (813) 794-2221 (727) 774-2221 (352) 524-2221 e-mail nwestmor@pasco.k12.fl.us  

 

 

NEWLY AWARDED BIDS 
 

Classroom Catalog Discount 

http://www.pasco.k12.fl.us/site/approved_vendors/C109 

Early Childhood Catalog Discount 

http://www.pasco.k12.fl.us/site/approved_vendors/C119 

Math Catalog Discount 

http://www.pasco.k12.fl.us/site/approved_vendors/C138 

Science Catalog Discount 

http://www.pasco.k12.fl.us/site/approved_vendors/C148 

Trophies and Awards 

http://www.pasco.k12.fl.us/site/approved_vendors/C153 

Combination Locks 

http://www.pasco.k12.fl.us/site/approved_vendors/C111 

 

P-CARD PRE-APPROVALS 
 

Cardholders are authorized to purchase goods and services with a p-

card considering they are in accordance with Board Policy 6423 and 

the District’s Purchasing Card Procedures. In some instances, p-card 

purchases must be pre-approved. Please refer to the examples below 

and the allowable/unauthorized expenditure charts for more 

information: 

 

Examples of Items that require pre-approval: 

 Any single item that costs over $1000 

 Regardless of the dollar amount being expended, printers, 

equipment, furniture, professional services, DVDs, 

textbooks, computers, iPads, handheld devices, and 

capitalized software must be pre-approved. 

 Fuel is authorized if it is purchased for a rental car or 

District-owned vehicle. If using a personal vehicle for 

approved District travel, fuel is not an allowable expense.  

 

Click the links below to view the allowable/unauthorized expenditure 

charts: 

 

District Cost Centers 

School Cost Centers     

 

Pre-approval requests must be emailed to pcards@pasco.k12.fl.us. If 

pre-approval is necessary for a purchase, the approval email must be 

attached in TCM to the appropriate Purchase Card Statement. 

 

 
 

 

 

 

 

 

SALES TAX 
 

The District departments and schools are sales tax exempt.  

Cardholders who pay sales tax on purchases that should have been 

exempt must either obtain a vendor credit on their p-card or the 

cardholder will be required to reimburse the tax to the District within 

10 days. 

 

Reimbursements must be sent to the District’s Central Cashier along 

with a copy of the receipt that shows the sales tax.  

Documentation of the vendor credit or reimbursement (receipt from 

the Central Cashier) must be attached in TCM to the original p-card 

statement as well as on the vendor’s credit statement.   
 

ONLINE ORDERING WITH BID 

VENDORS 
 

Purchasing Services’ current bid list is located at the following web 

address:  

 

http://www.pasco.k12.fl.us/site/approved_vendors/  

 

Reminder: Many of the vendors listed on the current bid list have 

specific processes for users to follow to obtain online accounts and 

obtain access to the District’s discounts and free shipping. In addition, 

occasionally vendors do not have customized websites and they 

require users to call in to a specific customer service phone number to 

process orders (i.e., Oriental Trading). Please make sure to follow the 

process outlined on the current bid list link, shown above, before 

placing orders to obtain each vendor’s requirement on ordering. 
 

UPCOMING BOARD PACKET 

DEADLINES 
 

Board Date Due in Purchasing Services by Noon 

2/16/2016  2/2/2016 

3/1/2016   2/16/2016 

3/15/2016  3/1/2016 

4/5/2016   3/15/2016 

4/19/2016  4/5/2016 

      

Please remember that due dates listed above are for completed 

contracts and/or purchase orders. As contracts require verification and 

several review processes, please allow ample lead-time to submit for 

Board approval and commencement of services. 

 

 

 

 

Welcome to Purchasing’s seventh issue of our bi-monthly “Buy It Right” newsletter. 
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CONTACT INFORMATION 

 

Nicole Westmoreland, MBA, Purchasing Agent 

Extension: 42222 

Email:  nwestmor@pasco.k12.fl.us 

 

Ann Altman, Senior Procurement Specialist 

Extension: 42226 

Email:  aaltman@pasco.k12.fl.us 

 

Christina “Tee” Argyelan, Buyer Assistant 

Extension: 42489 

Email:  cargyela@pasco.k12.fl.us 
 

Stephanie Bunford, CPPB, Buyer 

Extension: 42225 

Email:  sbunford@pasco.k12.fl.us 

 

Steven Duarte, Buyer Assistant 

Extension: 42032 

Email:  sduarte@pasco.k12.fl.us 

 

Amy Eaton, Secretary 

Extension: 42908 

Email:  aeaton@pasco.k12.fl.us 

 

Ashley Kurtz, Purchasing Assistant 

Extension: 42258 

Email:  akurtz@pasco.k12.fl.us 

 

Deb Mateo, Buyer 

Extension: 42227 

Email:  dmateo@pasco.k12.fl.us 

 

Angie Pellot, Purchasing Assistant 

Extension: 42220 

Email:  apellot@pasco.k12.fl.us 

 

Debbie Reaves, Buyer Assistant 

Extension: 42219 

Email:  dreaves@pasco.k12.fl.us 

 

Laurie Roberts, CPPB, Buyer 

Extension: 42224 

Email:  lmrobert@pasco.k12.fl.us 

 

Stephanie Swinson, Procurement Specialist 

Extension: 42234 

Email:  sswinson@pasco.k12.fl.us 
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