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Goods & Materials  
 PCard  Purchase Order Contract Direct Voucher 
A PCard may be used for the following types of 
purchases:  

All goods purchased via Private Marketplace 

Basic, readily available goods purchased in person, 
online, or over the phone, e.g.,  

�x Office and classroom supplies 
�x Maintenance supplies 
�x Books 

Contracts with PCard payment language or contracts 
with pre-approval from Purchasing & Contracting 

See Full List of acceptable PCard purchases in the 
PCard Manual: https://www.pps.net/Page/1344 

 

Goods purchased via PCard do not have terms and 
conditions or protections if there are faulty materials 
or items do not meet specifications.  Only supplier 
warranties and BofA disputes apply. 

A PO should be used to purchase the following types of goods: 

Goods requiring detailed ordering information such as 
customization, colors, or specific delivery dates 

Goods purchased pursuant to a price agreement, material 
requirements, or cooperative contract that requires a PO for 
ordering  

Goods that require installation or other service component as part 
of the purchase 

A Blanket PO may be used when you anticipate purchasing a 
variety of readily available items from a specific vendor over the 
course of the year, on an as-needed basis, and total spend is 
estimated 

PO request forms: https://www.pps.net/Page/1888 

 

Goods purchased via PO include District terms and conditions 
preventing payment if faulty material are delivered or do not meet 
specifications. 

A contract can establish an ongoing price 
agreement against which goods can be ordered 
on an ongoing basis.   

Price agreements are typically centrally 
procured and managed and are used for

https://www.pps.net/it-purchasing
https://www.pps.net/Page/14073
https://www.pps.net/Page/1888
https://www.pps.net/site/default.aspx?PageID=14021
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