Purchasing Procedures

POLICY- Under no circumstances are purchases of any kind to be made unless a Purchase Order has been prepared and issued prior to the actual purchase.
The Treasurer shall assign budget level accounts to all appropriate levels of budget control including a budget amount.

Requisitions shall be prepared at the lowest possible budget level using the on line requisition system via NOECA.
The requisition will be printed, signed by the appropriate budget level managers, and forwarded to the Administrative Offices.

If sufficient funds do not exist in the budget account (the system will lock user out) an e-mail shall be sent to the Treasurer requesting an override. Only the Treasurer shall be able to override a budget shortfall.

At the Administrative Offices both the Treasurer and Superintendent shall review and sign the requisition. 

This shall be sent to the Assistant to the Treasurer who shall convert the requisition to a Purchase Order.

If the requisition creates a Then and Now (Invoice before requisition date) situation please see Then and Now Procedures for additional requirements.
If a Purchase Order amount is greater than the final purchase price, excluding freight, a new requisition must be prepared and processed for the difference. This is not generally subject to the Then and Now rules unless the Treasurer deems it to be. However, this requisition must go through the normal approval cycle as outlined above.
Upon receipt of an Invoice and proof of receipt for the item purchased the Assistant Treasurer shall prepare a check for the purchase. When disbursals occur the Treasurer shall be sent notice of the disbursal activity. Checks in excess of $10,000 shall be reviewed by the Treasurer before being disbursed, except in cases of normal monthly expenditures such as Medical Insurance payment, natural gas payment, electric payment etc. The Treasurer shall review these using the BUDDET function on a periodic basis.
As necessary and in accordance with Ohio Law the Assistant to the Treasurer may issue blanket and/or “super-blanket” purchase orders for generally recurring purchases. These may include but are not limited to employee expenses, medical insurance, life insurance, other fringe benefits, utilities, fuel purchases, etc. These “blankets” shall not exceed three months or Fiscal Year end.

