BREWSTER USD NO. 314
Purchase Policy
1. Each employee will be issued a computer disk containing our purchase requisition format.

2. Purchase requests must be generated on our form and receive approval from both the principal and the superintendent prior to any action being taken on the request (this includes reimbursement for individuals paying cash, check or credit card of their own money).  If previous approval has not be attained, there is no guarantee that the school will reimburse for the product/service purchased with staff’s own money.

3. All purchase requisitions must have written justification for the need to purchase attached to the computer generated requisition to assist administration in determining approval/nonapproval or questions regarding the request.

4. The person with an approved purchase requisition will present the approved purchase requisition to the clerk.  Upon receipt of the approved requisition and supporting documents, the clerk will determine one of the following:

a. Assign a PO# to the requisition and order the item(s)

b. Return the requisition to the requestor in cases of small local purchases that would be grouped under one PO#, the requestor would then follow through on purchasing the item(s)

c. Assign a PO# to workshop/inservice requests, return workshop/inservice requisition to owner to make their own reservations, etc.

        
After purchasing the items stated on the approved purchase requisition, the purchaser will 
attach the receipt of purchase, a fax or invoice number confirmation of purchase stating the 
items to be purchased, cost, shipping and handling, etc. for the clerk to be able to 
match an 
invoice/statement).
5. Upon receipt of the item(s), the purchaser must notify the clerk in writing (on packing slip) of quantity received and status of condition of the item(s).  Order is then matched to PO#.

6. Payment is initiated if match is correct or in the case of a partial shipment, the clerk will make adjustments.

7. Item is included in board report for approval.

8. Check is released.

***There are certain times when a requisition is not required.

· Food Program Purchases that are called in, ordered from salesmen (equipment purchases will require a requisition)

· Route and activity gas purchases (credit card will be provided for refill)

· Small transportation repairs
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