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Supplies & Equipment

Is the order 

for more 

than $4,999 

in total?

Is the order 

for more 

than $499?

Note: For purchases less 

than $499, it is 

recommended that you 

obtain two telephone 

quotes.

Get 3 written bids. 

Select the best option. 

(Keep the 

documentation on file 

for the audit).

Issue a SCHOOL 

PURCHASE 

ORDER to the 

Vendor. When the 

goods arrive, pay 

the Vendor's 

invoice with a 

SCHOOL CHECK.

Submit REQUISITION to 

Purchasing. 

Note: It is recommended that goods which are available at the 

warehouse be requisitiioned from that source via submission of a 

Requisition to Purchasing. 

Is the money 

coming from a school 

checking account or a 

district budget account?

The Purchasing Department will issue 

a DISTRICT PURCHASE ORDER. You 

will be sent the pink copy (for your 

records) and the blue copy (to be used 

as a receiving report) of the DISTRICT 

PURCHASE ORDER.

The vendor will fill the order and send the 

INVOICE directly to the District. 

If you receive a complete shipment, 

promptly write "order complete" on the blue 

copy of the PURCHASE ORDER, sign and 

send it to Accounts Payable. If you receive a 

partial shipment, promptly make a copy of 

the blue, write "blue copy" on it, indicate 

which items were received, sign and send it 

to Accounts Payable. If there is a problem 

with the order, immediately contact the 

vendor for correction. If you are not 

successful, the Purchasing Department will 

help you. Please note that if the correction 

involves a change to the District Purchase 

Order, all changes must be made through 

the Purchasing Department.

With the INVOICE from the vendor 

and the blue copy of the PURCHASE 

ORDER from the school, Accounts 

Payable will pay the vendor. If the 

payment is delayed due to imprompt 

attention to the blue PO on your 

part, you will be held responsible for 

any finance charges imposed by the 

vendor. 

Is the order 

for more 

than $499 in 

total?

Are you a 

Department 

or a School?

It will be faster if you place the 

order using the PV#, receive the 

goods, submit the invoice and PAY 

VOUCHER to Purchasing 

--------OR---------

You may submit the PAY VOUCHER 

with a completed order form to 

Purchasing.

It is recommended that you place 

the order using a SCHOOL 

PURCHASE ORDER. When the 

goods arrive, pay the Vendor's 

invoice with a SCHOOL CHECK. 

When you have accumulated 

between $500 and $5,000 of such 

payments, submit a PAY VOUCHER 

with proof of payment (copy of the 

checks with legible itemized 

invoices or receipts) to Purchasing 

to be reimbursed by the District. 

-------OR---------

You may place the order using the 

PV#. When the goods arrive at the 

school, submit the PAY VOUCHER 

with the Vendor's invoice to 

Purchasing.

-------OR-------

Submit a PAY VOUCHER with a 

completed order form to 

Purchasing.
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