
Procedure 6210P 

Purchasing: Authorization and Control 

A) Purchases: 

 

The Purchase Order system remains the preferred method of making purchases.  Before a 

purchase order is issued, a requisition will be entered into the accounting (Skyward) 

system and approved by the program supervisor/building principal, the business manager 

and the Superintendent.   Requistions shall be entered into the system at the building level 

by staff designated by the building principal and/or superintendent.     

 

B) Petty Cash 

 

For purchases less than $25, the building petty cash may be used.   Each use of the Petty 

Cash Fund will be recorded in the Petty Cash Ledger and will include the date, the 

amount and a detailed description of the purchase and the name and signature of the 

employee receiving the funds.   For estimated amounts of cash needed, the employee will 

sign out for the cash and return with a receipt/cash or a combination of both for the 

purchase made.   The custodian will sign the ledger for any cash returned.  At least one 

week prior to the next board meeting, the building will submit a reimbursement request to 

the District Accounts Payable for Petty Cash amounts used.   This reimbursement will be 

requested on the Cash Replenishment Form (See attached) along with the supporting 

documentation for each purchase made.  

 

C) Building Imprest Funds 

 

We have Imprest Funds in the form of checking accounts issued to the buildings and the 

ASB.  The purpose of the imprest funds are to handle smaller purchases to entities that do 

not accept Purchase Orders or Credit Cards and cannot wait for an Accounts Payable 

check to be issued.  It all is allowable to reimburse employees for purchases of up to $25 

made out of pocket.   As with all purchases, a Purchase Order will be completed prior to 

the purchase, with the vendor being the Building Imprest Fund.    For reimbursement, 

please see the procedures for the Petty Cash.  All purchases and reimbursements using 

the Imprest Fund will be supported by appropriate documentation such as receipts, 

invoices, etc.    The checking accounts will be reconciled monthly and a copy of the 

reconciliation and statement submitted to the Business Manager for review by the 15th of 

the following month. 

  

References: Credit Cards, Advance Travel and Revolving Fund 

purchases – Please see the policy and procedure 
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