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REQUISITIONS 
 
 
The  pu r chas i ng  agent  sha l l  d eve lop  a  r equ i s i t i on  fo rm  to  be  u sed  by  s ta f f  

member s  r eques t i ng  that  ce r ta i n  goods  be  pu r chased  fo r  the  d i s t r i c t .  

 

A l l  r equ i s i t i ons  sha l l  be  subm i t ted  to  the  pu r chas i ng  agent  by  the  des ignated  

dead l i ne .   A f te r  a  pu r chase  o rde r  has  been  i s sued ,  the  number  o f  the  pu r chase  

o rde r  sha l l  be  r eco rded  on  the  r equ i s i t i on ,  and  the  number  o f  the  r equ i s i t i on  sha l l  

be  r eco rded  on  the  pu r chase  o rde r .   A f te r  p rocess i ng ,  t he  o r i g i na l  copy  o f  the  

r equ i s i t i on  sha l l  be  f i l ed  i n  the  o f f i c e  o f  the  pu r chas i ng  agent  i n  numer i c a l  

sequence .  

 

The  schoo l  o r  d i s t r i c t  en t i t y  sha l l  no t  be  u sed  to  o rde r  o r  pu r chase  supp l i e s  

goods ,  o r  wares  fo r  the  pe r sona l  u se  o f  emp loyees .   Use  o f  the  “ schoo l  en t i t y ”  i n  

th i s  manner  wou ld  i n c l ude ,  bu t  may  no t  be  l im i ted  to ,  t he  u se  o f  the  schoo l  o r  

d i s t r i c t ’ s  name ,  l e t te rhead ,  pu r chase  o rde r ,  f und ,  c r ed i t  c a rd ,  and/o r  check .  

 
 
 
 


