
ABERDEEN SCHOOL DISTRICT 6-1 
PURCHASING AND ACCOUNTS PAYABLE GUIDELINES 

 
 
 
General Rule:   
School District purchases of goods and services require the use of purchase requisitions and 
purchase orders.  The only exception to this rule is emergency purchases in which a payment 
voucher is submitted to the Finance Office for payment or reimbursement.   
 
Purchases made using a purchase requisition: 
Purchase requisitions should be used on all purchases except emergency purchases.  
Purchase requisitions should include the following information before they are sent to the 
Finance Office: 
 

1. Vendor name and address  
2. Shipping instructions if applicable  
3. Cost  
4. Budget account number or trust & agency account code  
5. Supervisor’s signature  
6. Teacher’s name  

 
A purchase order is prepared by the Finance Office from the information provided with the 
purchase requisition.   
 
The purchase order contains 3 copies.  The white copy is mailed to the vendor.  The yellow 
copy is retained at the Finance Office and the pink copy is sent to the building secretary of the 
employee who ordered the goods or services.  Please allow for 3 to 5 days for the preparation 
and issuance of a purchase order.     
 
The pink copy of the purchase order should be returned to the Finance Office once the goods 
have been received or the services have been performed.  The building secretary obtaining the 
goods or service should be responsible for returning the pink copy of the purchase order to the 
Finance Office.  Once the pink copy of the purchase order is returned, the Finance Office will 
issue payment to the vendor.     
 
Purchases made without a purchase requisition:   
Purchases made without a purchase requisition should include only emergency purchases.  
Please use the following steps on these type purchases: 
 
1. Obtain the approval of the supervisor (principal, director, etc.) before making a purchase.   
2. Attach the invoice to a payment voucher.    
3. Include the following on the payment voucher: vendor name and address, budget account 
number or trust & agency account code, amount and supervisor signature.   
4. Forward the invoice and payment voucher to the Finance Office.   
 
If an employee makes a purchase and is charged sales tax, the District will not reimburse the 
sales tax because the School District is exempt from sales tax.   
 
If a purchase has been made without a purchase requisition and the goods and invoice have 
been received, it is not necessary to prepare a purchase requisition.  Attach the invoice to a 
properly completed payment voucher and forward the document to the Finance Office.  


