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PURCHASING

ASSUMPTION OF RESPONSIBILITY FOR IRREGULAR PROCUREMENT TRANSACTIONS

The Superintendent is responsible for establishing the necessary procurement procedures and processes. 

“Confirming” Purchase Requisitions are defined as Purchase Requisitions that are processed, initiated and/or approved after the purchase has been made.  A Purchase Requisition is considered “confirming” if the order is placed BEFORE the Purchase Order is issued from the Purchasing Department.  The day of shipping or receipt of goods is not relevant. 

“Confirming” Purchase Requisitions represent an unauthorized and unrecorded liability and thereby liabilities are incurred without the Purchase Order being issued in advance of the commitment and without proper approvals.  Site/Department Managers who make a purchase commitment prior to the issuance of a Purchase Order may become personally liable to the vendor. 

The State Auditor and Inspector’s Office frequently identifies violations of Title 70 O.S. 1991, Section 5-135 (D).  The statute provides that the school district administration should establish procedures to ensure that all encumbrances are approved PRIOR to the purchase of goods and services.  Grand View Public School has developed the “Assumption of Responsibility” form (AOR) to educate sites/departments and document responsibility for transactions in this category. 

State law requires the District to have an adequate encumbrance on the accounting system before a purchase is made.  This means a purchase order has been assigned, not that a) the budget has been approved; b) the plan has been approved; c) the requisition has been submitted; or d) the school board has approved it.  Any one or all of these essential steps alone does not satisfy the law. 

The AOR form is required to be completed by personnel and returned to the Purchasing office BEFORE a Purchase Order is created based upon a “Confirming” Purchase Requisition.  No payment shall be made without a fully executed AOR form.  Employees involved in multiple AOR transactions shall be subject to disciplinary action.

