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Joplin Schools  
Purchasing Office 
PO Box 128 
Joplin MO 64802-0128 
Phone (417) 625-5200 ext. 2008 
 
September 16, 2019 

 
REQUEST FOR QUOTATION – COPY PAPER/CASE QUANTITIES 

 
GENERAL INFORMATION: 
 
Joplin Schools requests pricing for copy paper in case quantities, to be delivered to individual 
school buildings as needed upon 24 hours notice. Requests for delivery would be made by 
school personnel. A list of schools and addresses is attached.  
 
INSTRUCTIONS TO VENDORS: 
 

Special note: Please submit a manufacturer specification sheet with your 

bid that confirms the paper you bid meets the following specifications: 
 
Product specifications: A 20-pound bond copy paper, domestic/U.S. made, 92 brightness 
meeting the specifications on dual-purpose paper to be used in Toshiba eStudio copiers. Must 
be adequate for high speed copies and two-sided copying. Long grain cut. 
 
Paper must be wrapped in moisture-proof reams to protect during storage and shipment. 
Sturdy reusable lid-type corrugated paper cartons are preferable. 
 
When pallets are requested, pallets must be covered or shrink-wrapped to protect cartons from 
dirt and moisture during shipment and storage. All pallets must be constructed for 4-way entry 
of handling equipment with surface/platform boards spaced so as to minimize carton damage 
in multi-tier stacking. 
 
Please have a skid of the quoted paper on hand so that, if needed, the district can purchase 
and test before purchasing a large quantity. (See “Deadline and award information” below.) 
 
Quantity:   
1,800 cases (18,000 reams) 
 
Delivery terms: Your bid must be F.O.B. school district delivery point.  
 
The paper described in this bid is to be delivered (inside delivery) with 24 hours notice upon 
request from school district personnel. The first deliveries will be required approximately  
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November 1. Deliveries to multiple schools on the same day are likely. Joplin High School 
is the only building with a loading dock; however, most schools will request less than a pallet at 
a time. 
 
Payment terms:   Payment for the full amount will be made after receipt of the first delivery. 
 
Deadline and award information:  If you wish to bid on this proposal, the enclosed form must 
be completed and received by noon Monday, October 7, 2019. A recommendation for award 
will be made to the Board of Education at its October 22, 2019, meeting. 
 
Award of the bid is contingent upon a successful test run in school building copiers, as 
determined by Joplin Schools. 
 
Please contact our purchasing office if you have questions about the terms of this bid. 
 
Electronic submission of bids: If you wish to submit your bid by email, please email the file 
(Excel, Word, or .jpg format preferred) to sealedbid@joplinschools.org by the date and time 
specified. Be sure that the subject line reads COPY PAPER 2019. Emailed bids will not be 
opened until the specified deadline. Emailing your bid is not a requirement. You may mail your 
bid as described above. If you choose to send the bid to the district's electronically secure 
location you will receive a complimentary "thank you" auto reply message. If you do not 
receive this message please contact the purchasing office immediately.  
 
A copy of the district’s formal bid policy is enclosed and made a part of this request. Joplin 
Schools reserves the right to accept or reject any and/or all bids. 
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QUOTATION—COPY PAPER/CASE QUANTITIES 
 

TO BE COMPLETED BY VENDOR: 
 
For delivery upon request as specified throughout 2019-2020 school year 
 
Price per carton (1,800 cartons):_______________________________________ 
 
Total:____________________________________________________________ 
 
 
Please specify brand:_______________________________________________ 
 
Manufacturer specification sheet enclosed     YES ____          NO ____ 
 
Bid price firm until (date):____________________________________________ 
 
Minimum required number of cases per individual school order:______________ 
 
Deliveries to multiple schools on a single day OK? YES ____          NO ____ 
 
Remarks/special conditions:__________________________________________ 
 
________________________________________________________________ 
 
Name of vendor:___________________________________________________ 
 
Signature:________________________________________________________ 
 
Title_______________________________ Date_________________________ 
 
Phone number for bid questions______________________________________ 
 
E-mail for bid questions_____________________________________________ 
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Joplin Schools Building Locations  

SCHOOL ADDRESS 

Joplin Schools Copy Center 825 S Pearl Ave., Joplin 

Cecil Floyd Elementary 2201 W 24th, Joplin 

Columbia Elementary 610 W F Street, Joplin 

Eastmorland Elementary 1131 Highview, Joplin 

Irving Elementary 2901 S McClelland Blvd, Joplin 

Jefferson Elementary 130 McKinley, Joplin 

Kelsey Norman Elementary 1323 E 28th, Joplin 

McKinley Elementary 610 S Forest, Joplin 

Royal Heights Elementary 2100 Rolla, Joplin 

Soaring Heights Elementary 4604 E 20th, Joplin 

Stapleton Elementary 101 E 41st St, Joplin 

West Central Elementary 1001 W 7th St, Joplin 

East Middle 4594 E 20th, Joplin 

North Middle 102 Gray St, Joplin 

South Middle 900 E 50th, Joplin 

Joplin High School 2104 Indiana Ave, Joplin 

Franklin Technology 2220 Indiana Ave, Joplin 

Franklin Tech @ MSSU 
3901 E Newman Rd,  

Criminal Justice Bldg, Joplin 

Joplin Early Childhood 2825 S McClelland Blvd, Joplin 

Transportation and Facilities 1301 Picher Ave, Joplin 

Beacon School 202 Malloy Circle, Duenweg MO  



5 

 

Policy Descriptor  Code: DJF-1 

PURCHASING  

 

The purpose of this policy and any related administrative procedures is to ensure that all purchases of 
supplies, equipment and services are made in compliance with state and federal law and good business 
practices. The Board recognizes the importance of a sound fiscal management program and expects district 
staff to maximize the resources available for the district's educational program and to be good stewards of 
public funds by exercising fair, competitive purchasing practices. The district will respect its financial 
obligations and will also require that providers meet their obligations to provide quality products  and services 
in a  timely manner to the district. All purchasing  will be conducted in a manner that provides full  and open 
competition consistent with the standards of state and federal  law. 

All funds deposited with the district, regardless of source, are considered  district  funds and  are subject to 
this policy. No contract will be entered into or bill paid without the proper documentation and without an 
affirmative vote from a majority of the whole Board. Purchases that may exceed $15,000 must have prior 
Board approval unless this policy's emergency provisions are applicable. 

The Board encourages district staff to purchase products manufactured, assembled or produced in the United 

States. 

 
Purchasing Supervision 

The chief financial officer will serve as the district's purchasing officer or will designate a purchasing officer. 
The purchasing officer will supervise district purchases of products and services and may authorize 
purchases  on behalf  of the district  that  comply  with  the adopted budget and this policy. 

The superintendent, in consultation with the purchasing officer, shall develop procedures to implement this 
policy in a manner that will meet the district's needs while protecting  the district's resources. These 
procedures will comply with all applicable laws and will centralize and provide oversight of all purchasing 
decisions. 

 
Competitive  Purchasing 

District staff will research all purchases and compare prices prior to making decisions  regarding the 
expenditure of district funds, unless a purchase is covered by an exception pursuant to this policy. Employees 
are expected to contact multiple providers before making a decision regarding purchases under $1,500. 
Purchases  ranging from $1,501 to $4,500 shall  be made on the basis of oral quotes from reputable 
suppliers. Purchases ranging from $4,501 to  $15,000  shall  be  made  on  the  basis  of  at  least  three  
written  quotes.  Purchases over $15,000 will be bid in accordance with procedure and submitted for Board  
action. 

The district will select the lowest or best bid. The district reserves the right to waive minor technical defects in 
a bid, reject any and all bids, reject any part of a bid, advertise for new  bids, or make the purchase on the 
open market if the product or service can be obtained at a better price. 

The district will only award contracts to responsible contractors possessing the ability  to perform successfully 
under the terms and conditions detailed by the district. Among other factors detailed in the bid specifications, 
consideration will be given to such matters as contractor integrity, compliance with public policy, record of 
past performance, and financial  and technical resources. 
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Unless bids are for a one-time, specific purchase, bids will apply to purchases  for up to the  next 12-month 
period. Bid threshold amounts should reflect the known or estimated costs anticipated over the 12-month 
period. Bid periods that are over or under 12 months require approval by the superintendent or purchasing 
officer. 

When the purchasing  officer determines that it  is in the best interest  of the district, products  or services may 
be purchased by competitive negotiations or proposals rather  than  competitive bids. Likewise, the 
superintendent, in consultation with the purchasing officer, is directed to create procedures that allow the 
district  to benefit  from cooperative  purchasing  and address unusual situations such as purchasing when 
there is a single feasible source for the purchase. The superintendent is also directed to create a process 
whereby authorized providers are selected for frequent purchases, while still monitoring the competitiveness of 
these providers. If the purchase is from a single-source provider, bid documentation must include an 
explanation of why a single-source vendor must be used and must be submitted to the superintendent or 
purchasing officer for review and  approval. 

Purchases Involving Federal Funds 

In addition to the requirements of this policy and the accompanying procedure, when federal funds are used 

the provisions of policy DJFA and related procedures must be followed. 

Emergency  Situations 

Unless competitive bidding is required by law, the superintendent may waive the requirement for competitive 
bids or proposals when he or she determines that there exists a threat to life, property, public health or public 
safety or when immediate expenditure is necessary to protect against further loss of or damage to property or 
prevent or minimize a serious disruption in services. Emergency purchases shall be made with as much 
competition as is practical under the circumstances and only when necessary to alleviate the emergency. 

Debarred or Suspended Providers 

The district will not do business with providers who have been suspended or debarred on a state or federal 
level. District employees are directed to verify that selected providers are in good standing before making a 
purchasing decision. 

Confidentiality 

Sealed bids and related documents will be kept confidential until bids are opened. District staff will not disclose 
offers, bids or price quotations to competitors except as necessary to conduct negotiations beneficial to the 
district or as required by law. All contract  negotiations  and related documents are considered closed until a 
contract is executed or all proposals are rejected. 

Credit and Purchasing  Cards 

Authorized district employees and Board members may use credit cards or purchasing cards issued to the 
district to make purchases for the district or to pay for  reasonable  travel  expenses incurred when performing 
job duties. Employees and Board members will not use these cards to circumvent the bidding and purchasing 
requirements established by law and Board policy. All purchases made using district cards must be attributed 
to the appropriate budget code and must conform to the Board-adopted budget. Unless otherwise authorized 
by the Board, only the superintendent and the purchasing officer will have access to a district credit card, and 
the Board will set the amounts that may be charged to those c ards 

The Board will approve which employee positions will be issued district purchasing cards and the 
limitations on the cards. The superintendent , in consultation with the purchasing officer,  will annually 
review and revise the  list of  persons receiving district  cards  and the limitations on those cards. The 
annual review will ensure that only the employees who appropriately utilize the cards have access to 
them and that the limitations on the cards do not exceed the amounts of the projected expenditures to 
be made with the cards. The Board will annually approve all modifications prior to implementation. 

Any employee or Board member using a district card shall sign a card usage agreement and will receive 
training on applicable procedures for card use. District employees and Board members issued a card 
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must provide documentation, such as receipts and applicable budget codes, justifying expenditures. The 
purchasing officer will examine all documentation prior to payment and will notify the superintendent or 
designee immediately if any purchase  was  made in violation of law or district policies or procedures . 

All employees and Board members issued a district card must take all reasonable measures to protect 
the cards against damage, loss, theft or misuse. Any damage, loss, theft or misuse of the card must be 
reported to the superintendent immediately. No person may use the card other than the authorized 
employee or Board member to whom the card was issued. District employees and Board members will 
surrender all cards upon completion of their employment or term with the district or upon demand by the   
district. 

Prohibited Activity and Reporting Requirements 

The district expects all staff members to comply with the letter and intent of all district policies and 
procedures regarding purchasing. Under no circumstances may employees use district funds to make 
unauthorized or personal purchases. Staff members may not artificially divide purchases to avoid bidding 
requirements or design bid specifications to favor a particular provider. 

All district employees must report suspected fraud, theft or misuse of district funds to the superintendent 
or purchasing officer immediately. District employees may be disciplined or terminated from employment 
for failing to follow Board policy or  district  procedures  and for any misuse of district resources, 
including district credit and purchasing   cards. 

The superintendent or purchasing officer will contact law enforcement and file a report or sign a 
complaint on behalf of the district in situations where a crime may have  occurred. 

******* 

 
 

 


