PURCHASE ORDER PROCEDURES
A purchase order number must be assigned by the Treasurer's office prior to ordering for any item or event in order for the District to accept responsibility for the order and process payment.  Employees who order goods and services without attaining proper approval and certification will be held personally responsible for any financial obligation.
Materials, Supplies & Equipment - Attain purchase order number prior to placing any order. If you are agreeing to a trial period, attain the purchase order number prior to any such agreement. The company will place the ship date on the invoice and the purchase order date must be prior to that ship date. If you wish to make the purchase yourself and wish to be reimbursed, attain the purchase order prior to making the purchase. If you plan to make multiple small purchases throughout the year, please ask your building secretary to complete one reimbursement purchase order to you for the entire school year. Please note that the District prefers not to process reimbursements, we would rather process the order through purchase order and payment by District check. We do realize that this is not always possible and exceptions can be made. In order to process reimbursement, we will need the original itemized receipt and it will have a date on it. The School District will not reimburse you for any sales tax you may pay.

Conference Registrations - If you will need the check at a certain date and time, please put that information on the requisition. Attain purchase order in plenty of time to guarantee that the purchase order and registration will arrive at the company in time for any deadlines. Please write any deadlines on the purchase order. If you will be requesting reimbursement for meals, parking or mileage please attain a purchase order for the reimbursement at the same time as the registration purchase order. Receipts for meals must be itemized. Any non-itemized receipts will not be reimbursed.  Lodging is to be paid through district check or district credit card as the school district is exempt from most hotel taxes. All hotel reservations are to go through Leigh Ann in the central office. 
Meeting Expenses and Mileage -  All purchase orders for meeting expenses (meals, tolls, etc.) and mileage MUST be done prior to the meeting. You can use an estimate for the amount. Any meeting expenses and mileage turned in without prior approval will not be paid. If you know that you will be attending multiple meetings throughout the year, please ask your building secretary to do one purchase order to you for the entire year for all of your expenses.  
Class Field Trips - Attain purchase order prior to accepting money from students or staff. Please be detailed. List the maximum attendees and the price per attendee. Please attach any informational documents you may have that would list prices for attendees. If you will need the check at a certain date and time, please put that information on the purchase order also. When you arrive at your destination and they accept the check, please ask for a receipt.

Staff Luncheons - Attain purchase order prior to making reservations. We will need a detailed invoice from the restaurant not the bottom tab from the bill after the event. The School District will not pay any tips. 
A copy of the requisition should be kept in the building office as your record. If paperwork is to be sent with the purchase order, this must be noted on the requisition and the paperwork sent to the Treasurer’s Office. Your Building Principal will need to approve all requisition request forms by signing them. The Superintendent will also need to approve all purchase orders. The Treasurer's Office will verify that the coding is appropriate and that funds are available in the budget accounts. A purchase order number will then be assigned. The purchase order is then signed by the Treasurer and Superintendent. Please write any special distribution methods on the purchase order/requisition request form. If you would like it faxed, please verify that you have written the correct fax number on the purchase order/requisition request form. If you would like it returned to you, please write those instructions on the purchase order/requisition request form. If you would like it mailed, please verify that you have written the correct address with the vendor information. Purchase orders/requisition request forms without any instructions will be mailed. Purchase orders/requisition request forms without instructions or vendor addresses will be returned to the originator. 
Note that a purchase order is NOT APPROVED and goods are not to be ordered until the purchase order has been assigned a number and has been signed by both the Superintendent and the Treasurer.
Once the purchase order has been processed, both the building and vendor copy will be returned to the building offices. If you receive a vendor copy the order was not mailed or faxed by the Treasurer’s Office and you will need to place the order. When you receive your order, please promptly sign the purchase order and return it to the district office. This will let the Treasurer's Office know that the order has been received and can be paid for. If the item is an inventory item (computers, printers, lab equipment, etc.) please write the serial number of the item and the room number where it will be located on the building copy of the purchase order. This will enable us to process the item through inventory more efficiently and send inventory tags out to the buildings more quickly.  If the purchase order is for a workshop, conference, hotel or field trip please sign the purchase order in plenty of time for a check to written for your event. 
Please make sure that if you need a check by a certain date that you notify the Treasurer’s Office in a timely manner so that the check can be mailed and arrive by the deadline.
Failure to follow these rules as they have been set forth to you could result in personal responsibility for charges made.
