Grand Isle Supervisory Union

5038 US Route 2  North Hero, Vermont 05474

Phone: 802-372-6921   Fax: 802-372-4898   Web Site: www.gisu.org

Purchasing Objectives:

One of the most important aspects of controls over expenditures is an efficient and effective system of purchasing.  The objectives are to purchase materials, supplies, and services that are of the right quality, quantity, price and from the right source.  

The GISU Finance Department has two major responsibilities when it comes to purchasing:

1. The responsibility to all students, schools, and administrative departments to assist in the procurement of necessary supplies, furniture and equipment, and services in a timely manner.

2. And at the same time, a responsibility to the taxpayers for purchasing all approved items at the best possible value while providing adequate records to show that this was done according to prevailing laws and board policy.  

The annual operating budget of our school district is the financial guide and plan for the operations of the school system.  The purchasing laws and guidelines under which our school district must operate in expending the annual operating budget are clear.  It is our common goal to best serve the students of this school district, and to do so by following the established procedures and guidelines.  

Purchase Requisitions:

Requisitions must be completed and have all attached information.  Each requisition must be signed by the principal and verified that the funds are available before an order is placed.  After approval has been obtained, the Administrative Assistant will enter the information in to the ADS system for the Requisition/Purchase Order process.  

Information needed as follows:

a. Is this a grant/local/Special Education Purchase

b. School name

c. Address

d. Vendor name

e. Address

f. Contact phone/fax

g. Purpose of the requisition request

h. Detailed catalog numbers – description of item – quantity – price

i. Shipping and handling costs

j. Total price

k. Attach any quotes or discounts that may be applied

l. Signature of requestor

m. Principal/Grant Manager/Dir. Student Support Services signature

Once the requisition is approved, the GISU will notify the school’s Administrative Assistant that the purchase order can be printed.  Once printed, the building principal will sign the purchase order and send to the Business Manager or Dir. of Student Support for signature.  It will then be returned to the school to be mailed/faxed/emailed to the vendor for fulfillment.  

Receiving Process – Receiving of Goods/Services

Once the goods have been delivered to the school, all items must be checked in according to the packing list / purchase order list.  It is very important that all items be accounted for before payment can be made to the vendor.  Once complete and an invoice is received, attach to the purchase order and send to the GISU office for payment.  If there is a price change or cancelled item, it must be noted on the original purchase order.   

Items purchased without a Requisition/Purchase Order:

In the event that a purchase is made without a purchase order, it must be pre-approved by the school principal; for example, custodial supplies. All packing slips must be attached to the invoice.  The invoice is then coded and approved by the building principal.  An invoice will not be paid without all pertinent information.  Invoices that do not have all of the required information will be returned to the school for the proper documentation.  

*Charges for tax on an invoice will not be paid
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