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Department Purchasing Procedures
ØRequesting teacher obtains a quote for materials, etc. or attaches a shopping cart from the 
vendor, requests a W-9 if it is a new vendor

ØRequesting teacher completes and signs an Order/Requisition Form (see next slide), attaches 
the quote or shopping cart, obtains Department Head signature

ØDepartment Head returns signed form and supporting documents to Principal for signature

ØOnce all 3 signatures are on the form, it is given to the Bookkeeper to enter the order in 
financial software

ØBookkeeper will hold the Central Office POs until order has been received

ØTeacher refers to original order to verify all items from the order are received, takes all packing 
materials to Bookkeeper and signs the PO confirming the invoice can be paid as issued







ECA/Athletic Teams
Purchasing Procedures

ØSponsor/Coach obtains a quote for materials*, etc. or attaches a shopping cart from the vendor, if it is a new 
vendor bookkeeper will request a W-9

ØECA Sponsor completes and signs an Order/Requisition Form see next slide), attaches the quote or shopping 
cart,  all paperwork should be given to the Bookkeeper for principal's signature

ØCoach completes and signs an Order/Requisition Form (see next slide), attaches the quote or shopping cart, 
obtains Athletic Director’s signature, gives all paperwork to the Athletic Secretary

ØAthletic Secretary will enter the order into financial software and give paperwork to the Bookkeeper

ØThe Bookkeeper will place the order, and hold the Purchase Order until order has been received

ØRecipient verifies all orders are complete, takes all packing materials to Bookkeeper, signs the PO confirming the 
invoice can be paid as issued

ØECA Sponsors/coaches cannot place their own orders, all orders must be placed by the Bookkeeper or Athletic 
Secretary

*Materials refers to actual items being ordered that will be received, other situations to follow.



Griffith Public Schools



Accounts Payable Voucher
ØPrint new Accounts Payable Voucher: www.griffith.k12.in.us, Employee - Resources - Online Forms
ØCan be completed online (format is an excel file – see next slide), printed, signed, given to the Bookkeeper with 
supporting documentation
ØWhen can it be used:
ØPaying registration fees, membership fees, travel fees and entry fees from an invoice
ØPaying services and stipends to judges, musicians, security, chaperones, youth camp student helpers, etc. when the payee has 

signed the form, as well as the sponsor and principal, and the payee W-9 is on file
ØReimbursements, with appropriate receipts, including pre-approved travel expenses for meals and lodging that were not paid 

in advance
ØReimbursement, with appropriate receipts, or paying from an invoice, pre-approved club expenses for meals, snacks, activity 

supplies that cannot be ordered ahead of time
ØPre-approved expenses must have a requisition form completed ahead of time with as much information as possible about 

the materials needed, a signature from the Principal or Athletic Director, and given to the Bookkeeper

http://www.munster.us/


ØExamples of purchases that will not be reimbursed:
ØOrder is placed and paid for by a Sponsor or Coach
ØAppropriate receipts are not submitted with travel/meal expenses 

(name of business, date of purchase, itemized purchases, payment  
method, turned in within 2 weeks of purchase)

ØPurchase was not pre-approved
ØPurchase was shipped to an address other than Griffith 

Public School

See next slide for examples of appropriate and inappropriate receipts











State Approve Mileage Claim Form
ØForm can be found at: www.griffith.k12.in.us, Employee - Resources – Files – Mileage Claim

ØForm Can be completed online (format is an excel file – see next slide), printed, signed, given to the Bookkeeper with supporting documentation

ØMileage Claim Form is to be used for pre-approved mileage travel expenses. GPS policy on district website under: District – School Board – Bylaws & 
Policies – po6550

ØClaim Form must include attachment of (Map quest, google maps, etc,) 

ØComplete the following:
Ø Date of trip
Ø From (work location) to (conference location) with complete addresses
Ø Google map or map quest
Ø Nature of business (name of conference, reason for trip)
Ø Auto miles traveled (each location whether it be to hotel and back to conference and then back to hotel must be listed as a separate line item)
Ø Mileage rate calculated out per each line item
Ø Must be dated and signed at the bottom by employee

Ø District mileage form with documentation send to Bookkeeper for Principal approval

Ø District Mileage Claims will then be sent to Central Office, attention Accounts Payable

Ø Athletic Mileage Claims with documentation will be sent to Athletic Office for Athletic Director approval and then forwarded to ECA Bookkeeper

http://www.griffith.k12.in.us/




Some things we know to be true:
ØThis is an adjustment for all of us!
ØMore time may be needed – plan ahead!
ØWe will be able to answer specific questions about your situation
ØWe are willing to help you find solutions that align with the state’s internal control requirements
ØThere will be situations that do not fit the mold
ØThe end goal is to have documentation to support an effort to do things the right way

ØThe State will continue to audit our school every 2 years
ØThey will be looking for appropriate internal controls of appropriate approvals and signatures
ØThey will look for appropriate invoices and receipts to match money being spent
ØThey will look for records to support how money is raised and collected
ØThey will look to see that our fundraising and fees align with our spending needs
ØThese are all my responsibility to maintain but I need your help


