Northeast USD 246
Purchasing Guidelines
Local Vendors
   Purchases from local vendors may be made in amounts of $250 or less if you have a requisition signed by your building principal.  

Gasoline Purchases – No change in current transportation fueling procedures
   All gasoline purchases for district vehicles used for other than student transportation may be made at Kevin’s, Horton’s or Arma Express.  The charge ticket needs to be turned into the district office ASAP.  You may also purchase gasoline for district vehicles with a district credit card.  Please turn in credit card receipts promptly.

Maintenance & Custodial Purchases

Minor Repair Supplies
   Minor repair supplies may be picked up by building custodians or building principals at Kenny’s, DeCuyper’s or Kumer’s   These vendors will keep a running ticket.  


Maintenance & Grounds Contractors
   All maintenance and grounds supplies and work orders over $250 will require a purchase order be issued through the district office before work begins.  Even in an emergency, contact the district office before ordering this type of work.  

Coaches purchasing equipment & clothing for student athletes

   Coaches should not make purchases for student athletes outside of the district’s purchasing procedure and Kansas guidelines for activity funds.  The athletic director and/or principal should approve all initiatives to purchase shoes, clothing or equipment for students – keeping in mind the goal of not discouraging participation through requirements for students to purchase unnecessary items.  If a purchas of items is approved, all receipts from students must be received and deposited in a school activity fund account before an order is placed.  No order shoud be placed before fund to pay the order total are on deposit in a school activity fund account.
Fund raisers

   No fund raising activity shall take place without the approval of the building principal.  All student fund raising will follow Kansas guidelines for activity funds.  Employee / sponsors of fund raisers will deposit collected funds with the building secretary at least once per week, preferably on a daily basis.  Under no circumstances should an employee run a fund raiser and place any of the receipts in any form of a personal account.  Invoices from fund raising companies shall be paid promptly from the school activity fund account.
Telecommunications Services
   All orders for equipment or changes in telecommunications service will require a purchase order issued by the district office.

Instructional Supplies and Equipment
   All instructional supply and equipment orders from vendors outside the district will require a district office issued purchase order.  Do not place orders with out of district vendors without a purchase order.

Reimbursements
   Purchasing supplies and equipment for the district out of your pocket and seeking reimbursement is discouraged.  We are a tax-exempt organization but do not realize that luxury when you buy something and ask for reimbursement.  Requests for reimbursement should be placed on the requisition form.  Sales tax will not be reimbursed.
Internet Accounts
   Accounts established with online vendors should be handled through the regular purchasing procedure.  The purchase order number should be placed with the online order.  Place a note on the requistion form if you wish to place your order online, and the PO number will be returned to you.
Restricted Purchasing Practices
     •  Do not:
• Call in or fax orders for goods or initiate services before a purchase order is approved by the district office or verbal authorization has been secured from the Superintendent.

• Charge on an account outside of the district without approval from the district office or your immediate supervisor. (Sams, Home Depot, Wal-Mart, etc.)

• Charge on account within the district without the principal’s approval. (No local charge should exceed $250 without a district office issued purchase order.)

Effective October 1, 2005


