Staff obtains
needed quotes
according to district
Best Obtainable
Price guidelines

Business Manager
creates PO, emailing
vendor and file
copies to secretary
(o] @A\D)

Secretary (or Staff)
places order with
vendor

Dexter Consolidated Schools

Purchasing Process

Staff obtains W9
from vendor if
needed (generally
new vendors only)

Business Manager
checks funding
codes and approves
requisition or
returns for
corrections

Business Manager
forwards PO and
supporting
documenation to
Accounts Payable

Staff prepares
requisition and
submits to secretary
(or AD)

Secretary or AD
sends supporting
qguotes or
documentation to
Business Manager

Secretary checks in
order when received,
signs & dates packing

slip, sends to Accounts
Payable

Secretary ensures
budget is available
and enters
requisition in
iVisions

Administrator
checks funding
codes and approves
or disapproves
requisition in
iVisions

Accounts Payable
reconciles packing slips,
receipts, invoices and
processes payment to
vendor
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