USD 377 ATCHISON COUNTY COMMUNITY SCHOOLS

REQUISITION/EXPENDITURE APPROVAL FORM
(This form is required for all requisitions)

DIRECTIONS:
All requisitions require approval of the building principal/department supervisor and the superintendent of schools.  Requisitions submitted for approval shall include this recommendation form, otherwise it will be sent back to the submitter. The building principal/supervisor shall complete the appropriate administrative section and then forward to the superintendent for final approval. NOTE: Use “TAB” button to move to the next field and see page 2 for Bid Policies.
STAFF MEMBER INFORMATION:

NAME:
     

BUILDING/DEPARTMENT:   FORMDROPDOWN 

RATIONALE: (General description of the items being requisitioned and why)
     
RELEVANT DATA: 
 FORMCHECKBOX 

Maintains Current Programs, Equipment or Facilities


 FORMCHECKBOX 

Enhances Current Programs, Equipment or Facilities

 FORMCHECKBOX 

New Program, Equipment or Facilities
GOAL(S) ADDRESSED: (Please check all that apply)
 FORMCHECKBOX 

Academic Excellence


 FORMCHECKBOX 

Safe Learning Environment




 FORMCHECKBOX 

Community Schools


 FORMCHECKBOX 

High Quality Workforce

 FORMCHECKBOX 

Efficient & Effective Operations


BELIEFS DEMONSTRATED/SUPPORTED/ENCOURAGED: (Please check all that apply)
 FORMCHECKBOX 

Every child can learn and be successful

 FORMCHECKBOX 

A high-quality education


 FORMCHECKBOX 

Challenging Curriculum



 FORMCHECKBOX 

Continuous Improvement


 FORMCHECKBOX 

Families/Communities as Partners


 FORMCHECKBOX 

Pursuit of Excellence 

 FORMCHECKBOX 

Variety of Educational Opportunities

 FORMCHECKBOX 

An ethical school system 

ADMINISTRATIVE APPROVAL


 FORMCHECKBOX 
  Approved
 FORMCHECKBOX 
  Not Approved
Date:       


Principal/Supervisor:     




 FORMCHECKBOX 
  Approved
 FORMCHECKBOX 
  Not Approved
Date:       
Superintendent:     

Purchasing Policies
DJEE Local Purchasing – Local Vendors
The purchasing agent shall make purchases from local vendors when the price, availability of the product and service are competitive with outside vendors for purchases not subject to the bidding law. The board shall not grant preferential bid percentages to local contractors or businesses except as provided by statute.

Adopted: USD 377 BOE – 7/11/06
DJFA Purchasing Authority – Contracts less than $10,000
The superintendent is authorized to execute contracts on behalf of the district for the purchase of goods and services if the amount is less than $10,000. The board shall receive reports on any contracts.

Adopted: USD 377 BOE – 7/11/06
DJE Purchasing – Expenditures Less Than $1000
Expenditures amounting to less than $1,000 will be approved on a requisition form by the purchasing agent or the superintendent. 
Expenditures more than $1000 but less than $2500 
Expenditures amounting to less than $2,500 but more than $1,000 will be made on a requisition form after the purchasing agent has solicited at least three bids for consideration and approval by the purchasing agent or the superintendent.

Purchases between $2,500 and $10,000 

Board policy requires that competitive pricing be obtained. This may be done by means of email, fax or regular postal mail. After review and selection of the low bidder, you may submit a requisition for purchase order to the superintendent. A summary of at least three bids must be submitted along with the requisition for purchase order. A form has been developed for this purpose and may be obtained on the district website or the central office.
Purchases equal to or in excess of $10,000

Any expenditure of school district funds equal to or in excess of $10,000 must be approved in advance by the board through sealed bids.

Adopted: USD 377 BOE – 7/11/06
