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Purchasing
Any purchases or reimbursements requested by a staff member of the Pennsville Board of Education are to be made
using a purchase order.  Each building or department has at least one individual with access to the District’s purchasing
software who will be able to assist you.  It is only after all approvals have been executed and you receive the blue copy
of the Purchase Order that the order can actually be placed.  This procedure must be followed and is required by New
Jersey law.

In some extreme circumstances, there may be an emergency that would necessitate an order being phoned or faxed
into a company.  In this type of instance, please notate special ordering instructions in the body of the purchase order.
The Business Office will process your purchase order via fax/phone as requested. Under no circumstances should
the employee ordering the items contact the vendor to place the order. Failure to follow this procedure could
result in the school district taking disciplinary action and/or holding you personally liable to pay for the order that was
placed improperly.

Workshops/Professional Development
If you are requesting to attend a workshop, please follow the guidance included in the workshop request form.  Staff
should not register for workshops until the workshop has been approved and a Purchase Order has been created.

If you are requesting reimbursement for pre-approved mileage driven, tolls, etc. for a workshop, please make sure that
this information is included in your workshop request form and that the associated Purchase Order is completed prior to
the event.  Effective July 1, 2022, the reimbursable mileage rate is .47 per mile.  The Business Office will not reimburse
employees for workshop travel if the Purchase Order is submitted after the travel event.

Unauthorized Purchases
Also, you should not go to a store and buy something for your classroom/office or request service/repair on an item and
then complete a Purchase Order requesting reimbursement/payment to yourself or a vendor for the purchase or service.
Doing so would be classified as an unauthorized purchase, and you may be personally liable to pay for an order that is
placed improperly.

If you have what you consider a special circumstance or if you have any type of purchasing question, please contact the
business office for direction on how to proceed with your situation and we will be happy to provide assistance (x7113 or
7110).

Should you have any questions concerning this matter, please do not hesitate to contact me at your earliest convenience.

Sincerely,

Heather M. Mayhew
Business Administrator


