Public Schools of Petoskey

Administrative Processes & Procedures for Purchase Orders, Check Requests, & Professional Development Requests
Title IA, Title IID, 31A, & Special Education

1. First, check the acceptable use of funds document so that all grant purchases are supplemental and do supplant items that are the district’s responsibility. (Remember, all K-8th PSP schools are Title Targeted-Assist – not School-Wide.)

2. Review your budget allowance under each category to ensure that you have enough revenue to cover the cost.

3. Send your purchase order (PO), check request, or PD request to the Director of Teaching and Learning (Lynn Slanec).
a. Use correct coding for fiscal source (if you have it) and your building.
b. Attach any pertinent notation on a post-it-note.
c. Sign and data the form.
http://www.petoskeyschools.org/businessoffice/accounting/index.htm 

4. Lynn will review your request.
a. Is this an appropriate use of funds (to supplement not supplant)?
b. Is there enough revenue in your building’s account to cover the request?
c. If there are questions or concerns, the request will be denied or a further explanation will be necessary.
d. If there are no questions or concerns, the PO (or request) will be processed with the appropriate code, receipts, signature, and date.

5. An administrative assistant (Diana Konkus or Nicole Morrow) will then review the PO (or request), make copies as needed, and send it to the district’s accounting department.

6. Liz Nortley then reviews the PO (or request) for coding accuracy, ensures budgetary resources, records/processes it through the appropriate fund(s), and files it.
a. If a problem exists, she will discuss it with Diana, Nicole, Lynn, and/or Kent Cartwright, CFO, for the district.
b. If there are no problems, Liz will assign a PO (or request) number and deliver it to Kent for a final signature.

7. Once there is a PO (request) number and signature, then orders are sent or check request payments are made.

8. [bookmark: _GoBack]When PO materials arrive at the district level, Lynn will sign to approve final payment (after an inventory has been made and all items have arrived). If materials arrive at a building, the principal is responsible for signing that all materials have arrived. This final tracking form is then given to Liz so that vendors can be compensated.
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