How to Purchase Items


	Type of Purchase
	Acct #

	Inservice Training
	3120

	Local Travel
	3210

	Workshops & Conferences
	3220

	Software Licenses & Maintenance Agreements
	3450

	Printing & Binding
	3610

	Repairs / Maintenance – Equip
	4120

	Rentals – Equip
	4220

	Teaching Supplies / Materials
	5110

	Computer Software – Inst
	5120

	Lib Books / Other Media (videos, etc.)
	5310

	Periodicals (magazines, newspapers, etc.)
	5410

	Refreshments
	5611

	Office Supplies 
	5910

	Non-Teaching Supplies / Materials
	5990

	New Furniture / Equip <$5,000
	6420

	Replace Furniture / Equip <$5,000
	6460


If using building money, the Account Number Format is as follows:

11.1.222.# from chart above.00.School Code.Fund #.0000.0000.

If using Central funds, the Account Number format is as follows:

11.1.222. #from chart above.00.School Code.209.0000.0000.

If other source, get the Account number from the fund administrator or your secretary.  

Follow these instructions to establish account number, transfer funds and receive orders.

1. Call or email Sylvia Renteria (Accounting) ex. 1012 if you do not have an account.

2. Call Brenda Foster (Diana Rouse's secretary) ex 2803 if Central Funds 

OR

Have school principal or secretary transfer funds if Building Budget



OR

Call State and Federal 

OR

Talk to Grant Administrator 

Have them transfer funds to the correct account.  It’s a good idea to keep notes or email so you know what you did and when you did it.

3. Fill out a “Request for Items to Be Ordered” completely.  Give to secretary or principal for processing requisition on line.

4. Wait for PO Number.

5. Once PO # received, order online if possible.

6. When the order is received, check the items against the packing list.  If all items were received, date and sign. Retain copy of packing list for your records & give original to secretary for processing.

