
ROCKIN’ the P’s!



State Use Items

Why is it mandatory to purchase State Use 

items?



Why is it mandatory to purchase state use items?

As per State Statute K.S.A. 75-3321:

• Any person or officer authorized to purchase materials and 

supplies for a State agency or Unified School District operating in 

Kansas shall purchase, from the State Use Catalog, when the item  

meets the need of the agency or school district.

• https://admin.ks.gov/offices/procurement-and-contracts/state-

use-program

https://admin.ks.gov/offices/procurement-and-contracts/state-use-program


Items Available for Purchase

• Air filters

• Bags

• Cleaning Supplies

• Inmate Apparel

• Medical Scrubs

• Office Supplies

• Safety Equipment

• Skin Health and Hygiene Products

• http://www.ksstateuse.org/2018-State-Use-

Catalog.7.30.18.pdf





Items sold



How to Purchase Items and Services at K-State

• Use a K-State approved contract, listed @ https://www.k-
state.edu/finsvcs/purchasing/contract.html

• Click on Contracts (opens in a new window)

• Click on the magnifying glass and then type in the name of the item or vendor 
you are looking for. 

• If you are going to using XYZ vendor for multiple purchases over a one year 
period and the TOTAL amount is over $10,000.00 these items or services must 
be competitively bid.  

https://www.k-state.edu/finsvcs/purchasing/contract.html
https://dfswf.k-state.edu/Primary/H/?PageId=b6be968f-f2b0-4521-9f2f-0743ba876dcc&Guest=true&ForceFormat=true&Location=Maximized&Chrome=Off






How to purchase items and services 

• When making a purchase over $10,000.00 remember to plan 

ahead. 

• During our busy season (March-May) we receive an influx of PR’s, 

the earlier you send the PR’s the better chance you have getting 

the item you need on time and making the payment for fiscal 

year end 2019 funds. 



Purchase Requisition (PR)

• All funding information should be filled out; which 

includes Project, Source Org, and Object code.

• Fill out the Description of Material or Service area, with the 

item you are wanting to purchase.

• Fill out the three (3) suggested vendor lines and if you 

have more than 3 vendors attach an additional page.

• Make sure you list an email address for each vendor.



Purchase Requisition (PR)

• Attach a word document with the complete specifications.

• Vendor quotes or brochures are NOT specifications. 

• Write specifications in your own words, that are clear and 

concise.  







Prior Authorization (PA)

What are purchase exceptions?

• Equipment/supplies that must be compatible with existing 

equipment.

• Computer software expansions or upgrades

• Single source supplier

• Used equipment

• Emergency 

• What happened? 

• When did it happen or was it discovered?

• What is the estimated damage/loss?

• Department gets phone bids                                                         



Prior Authorization (PA)

• If only one vendor possess the unique and singularly available 

capability to meet the requirement of the solicitation, such as 

technical qualifications, ability to deliver at a particular time 

or services from a public utility.

• If grant funds, must comply with KSU policies and procedures 

plus 2CFR -Uniform Guidance requirements.

• If state funds, best to go out for competitive bid.  



Rock your PR’s & PA’s and have a fabulous rocking day!


