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Curriculum and Instructional Purchasing Overview 

Program constituents can propose new supply and/or equipment purchases for the program or 

campus that are not a direct result of the Program Review process by submitting the required 

documentation to the Curriculum department.  New purchases fall under two categories: Curriculum 

Purchase and Instructional Purchase. 

Curriculum Purchase 

A Curriculum Purchase is defined as NEW (not replacement) items requested by faculty specific to 

the student achievement of course and program outcomes and job placement.  To request NEW 

items, submit the completed Purchase Proposal form to CurriculumImprovements@sjvc.edu with 

the required supporting documentation 60-90 days before the scheduled Program Review. 

Instructional Purchase 

An instructional purchase is defined as NEW (not replacement) items requested by faculty to 

support classroom instructional techniques. Instructional purchases are not specific to any one 

program. 

Repair or Replacement of Supplies/Equipment 

If equipment is in need of repair or replacement, please inform your facilities manager through the 

Service Desk System and it will be repaired or replaced. These items have already been justified 

therefore no purchase proposal is necessary. 

Ongoing Replacement of Supplies / Consumables 

Replacement of ongoing consumable supplies will be processed through the Purchase Request 

System (PRS) on InfoZone. These items also have already been justified therefore no purchase 

proposal is necessary. 

Capital Budget Request 

A purchase costing more than $1,000 or having an estimated life span of two or more years requires 

a Capital Budget Request (CBR) and must also follow the purchase request policies.  For additional 

questions about purchasing, please refer to the Purchasing and Facilities Policies and Procedures 

Booklet found on InfoZone. 
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Purchasing Process 

 

Purchases 

 

Purchase Proposal and CBR (if required) are submitted to 
CurriculumImprovements@sjvc.edu 

Proposal form is uploaded into the Program Review eCourse for program members to 
review and discuss for 30 DAYS 

 

Proposal and CBR go to the Senior Management Budget Committee for final approval 

 

Upon approval curriculum department notifies the campuses and forwards approved 
proposal and CBR to Corporate Director of Purchasing for purchase fulfillment 

 

Selected equipment is then added to the approved program equipment listing 

 

mailto:CurriculumImprovements@sjvc.edu
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Purchase Proposal Sample: NEW Curriculum and Instruction Purchases 
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