DJEF
REQUISITIONS

The purchasing agent shall develop a requisition form to be used by staff

members requesting that certain goods be purchased for the district.

All requisitions shall be submitted to the purchasing agent by the designated
deadline. After a purchase order has been issued, the number of the purchase
order shall be recorded on the requisition, and the number of the requisition shall
be recorded on the purchase order. After processing, the original copy of the
requisition shall be filed in the office of the purchasing agent in numerical

sequence.

The school or district entity shall not be used to order or purchase supplies
goods, or wares for the personal use of employees. Use of the “school entity” in
this manner would include, but may not be limited to, the use of the school or

district’s name, letterhead, purchase order, fund, credit card, and/or check.

Adopted 9/12/16
Revised 9.10.18



