Category: Policy Number:

5000 BUSINESS 5620

Policy Title: Effective Date:

January 16, 2008
PURCHASE ORDER SYSTEM

Any purchase made from district funds must be authorized by the business office under
the purchase order system of the district. All district purchases shall be signed by the
Superintendent or designee(s).

Purchase orders are not required when paying recurring district expenses; i.e., insurance,
utilities, food purchases, and items for regular maintenance of buildings and property.
Invoices for these items must be reviewed by the immediate supervisor and their payment
approved by the superintendent.

Reference: Procedure 5620p1, “Purchase Order Procedure”
Form, “Snake River School District Purchase Order”
Procedure 5620 p2, “Credit Card Procedure”
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Category: Policy Number:
5000 BUSINESS 5620p1

Policy Title: Effective Date:
PURCHASE ORDER PROCEDURE January 16, 2008

The following steps should be followed to process a purchase order:

1) Fill in all necessary information on the purchase order, including:
a) Vendor name, address and fax number
b) Ship To - is the school building address
¢) Items quantity, description and price
d) Account number to be charged
e) Principal’s signature

2) Retain the goldenrod copy and forward the other three copies to the district office. A purchase
order number will be assigned and the Superintendent will review before authorizing the
purchase. The white copy will then be sent to the vendor by mail or fax. The pink copy will be
returned to the originating school.

3) When the order has been received and inspected by the recipient, send the pink copy back to the
district office as an authorization to pay.

4) The district office will return the pink copy with the amount paid indicated.
5) Please use a separate purchase order for each vendor and each account number used.

6) If you have already placed the order by phone or fax, please indicate on the purchase order so
the order is not duplicated.

7) Retain the packing slips at the school in case an item needs to be returned. Forward any invoices
sent to the school to the district office.

On-line (Internet) ordering may be done only by an administrator or their authorized designee. All
orders must be handled through the school office. No credit cards may be used when ordering on-line,
except from a list of district-approved vendors.

On-line ordering may be done only on those web-sites that have the following options available:

1) The ability to enter a purchase order number and the assurance that the site will reject an order
without this number;

2) The ability to put the order on hold while approval is obtained; and,

3) The ability to print the order.

Web sites exist which will allow the purchaser to compile orders (with ID and password) and place the
order on a hold status. At that point, the purchaser will be given the option to print. The printed copy
should be made on yellow or pink paper and attached to a purchase order form. The purchase order
should then receive administrative approval and be given a purchase order number. Once authorization
has been received, the purchase order number can be added to the on-line order and sent.
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Category: Procedure or Form Number:
5000 BUSINESS 5620p2
Policy Title: Effective Date:
Credit Card Procedure January 16, 2008

Building administrators have been given discretionary responsibility for the credit cards assigned
to their buildings. All charges made on a card will be charged to the building responsible for that

card.

Credit card use is not to circumvent or replace the established purchasing process. The

District Office reserves the right to discontinue building credit card use at any time.

>

Credit cards have been assigned to the buildings as follows:

* 2 Cards with $5,000 credit limit to Moreland, Rockford, Riverside, Snake River
Middle School and Snake River Jr. High School

e 4 Cards with $10,000 credit limit to Snake River High School

e 6 Cards with a $10,000 credit limit to Snake River District Office.

No one may use a credit card without prior administrative approval on a signed
purchase order. This includes purchases done on the Internet.

No credit cards may be used when ordering on-line, except from list of district-approved
vendors.

The card must be signed out on the building credit card log sheet and must be signed
in before being transferred to another person. The authorized person will sign all receipts

at the time of purchase.

The party who signs out the card will take responsibility for the charges made to the
card and, when returning the card, must return signed receipts for purchases made.

No cash advances may be made with the credit card.

Note: Wal-Mart and Sam’s Club requires their own cards and these may be picked up and

signed for at the District Office with an approved purchase order.
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PURCHASE ORDER
SNAKE RIVER SCHOOL DISTRICT #52

BLACKFOOT, IDAHO 83221-6065

103 SOUTH 900 WEST

(208) 684-3001 FAX (208) 684-3003

(# Assigned by Business Office
PO# 684-3001)

@

THIS NUMBER MUST APPEAR ON ALL
INVOICES, PACKAGES AND SHIPPING
PAPERS. PURCHASE ORDER IS VOID
WITHOUT THIS NUMBER.

TO: (Vendor) @ SHIP TO: : ®

(Building you want material to come to.)

DATE ORDERED @

REQUESTED BY ®

TERMS: NET 30 DAYS: UNLESS
OTHERWISE SPECIFIED

QUAN. UNIT

DESCRIPTION

DESCRIPTION ©

@ Pre-Assigned Purchase Order Number (call District Office 684-3001)

@ Vendor name and full address

@ Name and/or location where items are to be shipped.

@ Date items ordered

® Contact person for the order.

® Payment terms - - PLEASE NOTE IF THIS IS BY CREDIT CARD

@ Quantity is the total amount of same items (units) being ordered.

® ¢ ®© 9 © © ® e ©

Unit describes size of order (i.e., each, box, 12-pack, case, etc.).
This corresponds with unit price.

Description should include order number and short description of each item. If
used for reservations or lodging it should list employee name; name of training or
event; dates and location.
Unit cost is price of one item.
Total cost is the unit cost times the quantity of units purchased.
Date Received
Account Number charged to is filled out by the Building Administrator.
Total Cost of all items and the shipping or freight costs.
Signature of Building Principal or Asst. Principal.
Date Building Principal or Asst. Principal signed Purchase Order.

Must have Signature of Superintendent before Purchase Order sent.

Date Superintendent signed Purchase Order.

UNIT COST TOTAL COST DATE REC’D

ACCOUNT #

(3] TOTAL COST (4]

Snake River School District 52 is a Sales Tax Exempt Organization

PRINCIPAL _®

SUPERINTENDENT

DATE [6)

o

DATE (8)
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