Appendix F: Fiscal-Purchasing

Budget Management and Requisitioning

WAC 392-123-010 The Accounting Manual. The superintendent of public instruction and the office of the state auditor shall publish and distribute to each school district an accounting manual which shall be referred to as The Accounting Manual for Public School Districts of the State of Washington. Such accounting manual, as now or hereafter amended, shall govern the accounting procedures of each school district and is hereby incorporated into this chapter by this reference. Prior to any revision thereof, the superintendent of public instruction shall publish notice of such proposed action and shall hold at least one public hearing.

The Accounting Manual (SAAM - State Administrative & Accounting Manual) can be found in its entirety at http://www.ofm.wa.gov/.

Creston Schools - Ordering Procedures (in a nutshell)















Finances
A signed purchase order is required for all District and A.S.B. purchases.  The P.O. must be obtained prior to any purchases or orders.  The school district and A.S.B. will not be responsible for any unauthorized purchases.  Staff members who do not follow this procedure may be personally liable for the costs involved.
Identify Item you wish order





Complete the Requisition (ASB or General)


Submit to Aherron Nestor





Order from Supplier





Purchased From Merchant Payment by Employee





Complete Employee Reimbursement Form





Item is assigned a Purchase Order Number and Purchase Order Form Completed








Item is assigned a Purchase Order Number and Purchase Order Form Completed





Administrative Approval 





Administrative Approval 





Place Order with Supplier 





Purchase from Merchant





Receipt the shipped order, account for all items, sign and date shipping invoice and return to Connie Reed





Return Receipt and Employee Reimbursement Form to Connie Reed





Many Times Aherron will check all orders in prior to delivery to you.








It is the policy of Creston School District No. 073 to provide equal opportunity and for all students in all aspects of the academic and activities program without regard to race, creed, color, national origin, sex, marital status, handicapping condition, or previous arrest or incarceration (unless a clear and present danger exists).


