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e Teacher completes
requisition for instructional
materials & supplies

e Use approved vendors only
(list provided by Business
Office)

e

e Submits requisition to
campus administrator
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Campus

Administrator

* Review requisiton
* Assign budget codes
e Submit to Business Office

* Receive PO <

e Order
¢ Inventory

e Submit Invoice & PO to

* Business Office personnel
review requisition

* Review budget codes &
expenditure
® [ssue Purchase Order

|

* Sent back to campus to
process order

» ¢ Review "PO" & Invoice

Business Office

* Process payment to vendor
¢ File documentation

Business

Office

\






