
Procedure Name: Requisition, Purchasing and Payment for all Goods or Services
Related to which policy: F41 and F1

Date last Updated: May 11, 2021

The Addison Northwest School District (ANWSD) is responsible for payment and tracking of expenditures for the
following schools:

● Addison Wayfinder Experience
● Ferrisburgh Central School
● Vergennes Union Elementary School
● Vergennes Union High School

The following procedure applies to purchases for goods or services within all ANWSD schools:

1. Please note: any individual placing an unauthorized order assumes personal responsibility for
payment of the purchase.  Unauthorized means no Purchase Order was generated prior to the
purchase being made.

2. All staff must complete a Purchase Requisition Form and attach documentation to support the purchase
request.  The documentation required is as follows: quote from a vendor, email from the vendor, or print-out
of online shopping cart.  Something that justifies the amount of the PO. For purchases that are $10,000.00
or more, you must attempt to obtain quotes from 3 vendors and provide documentation of doing so.
These forms must be submitted and a valid approved Purchase Order (PO) must be received in return, prior
to making any purchases, placing any orders or scheduling any services.  This includes reimbursements to
employees for purchases or travel.  Employees should allow at least 5 days to process a purchase requisition
prior to receiving an approved purchase order.  Completed Purchase Requisition forms should be submitted
to the appropriate person that can enter them in the accounting software.  All persons entering requisitions in
the software must scan and attach all documentation to the requisition entry.  Any requisitions submitted
without appropriate attachments will be returned, which will delay the process.

a. If purchase is being made with a Federal Grant, you must follow the required Federal
Procurement policy and procedure. In addition to the Purchase Requisition Form, a Procurement
Documentation Form is required.
,

The following is a guideline for who is able to enter Requisitions:

● Technology Purchases – Betsy Sullivan at Vergennes Union High School
● Special Education (including IDEA-B) and Early Education – Rachel Cornellier at Central Office
● Operations and Maintenance – Debbi Smith at Vergennes Union High School
● Grants excluding IDEA-B – Glory Martin at Central Office
● Professional Development and Superintendent/Board – Glory Martin at Central Office
● Child Nutrition – Kathy Alexander at Central Office
● All other Central Office purchasing – Glory Martin at Central Office
● All other school-based purchasing – Building Administrative Assistants at each school
● After School and Child Care purchases - Tara Brooks
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https://drive.google.com/open?id=1Z6uiTQdox3oF-VplVkCoRnJFcSwI9cJv
https://drive.google.com/open?id=1RUkEWiL9iCEu-PAq_G3dDtfq1E_NqbwT
https://drive.google.com/file/d/1Eb1iKXrN_fix_n82ms_FmGyBSAFk_kfk/view?usp=sharing
https://drive.google.com/file/d/1ebP81VdRNPx53jtf7AlnFioonwjL9UcI/view?usp=sharing
https://drive.google.com/file/d/1ebP81VdRNPx53jtf7AlnFioonwjL9UcI/view?usp=sharing
https://drive.google.com/file/d/1yniVYRxnmi8Wv9p8Mj5GmtaCe0zo5O3H/view?usp=sharing
https://drive.google.com/file/d/1yniVYRxnmi8Wv9p8Mj5GmtaCe0zo5O3H/view?usp=sharing


3. If the vendor chosen is new, the person entering your Requisition will notify you that a W-9 and Vendor
Acknowledgement Letter must be requested from the vendor.  The new vendor must complete both forms;
otherwise, this will delay the processing of your requisition.  You may want to inquire with the Business
Office to see if the vendor is a current vendor in the accounting software before making your requisition
request.

4. The purchase of gift cards or gift certificates is prohibited, unless prior written approval is received from the
Director of Finance and Operations.

5. If you are using the District credit card, please refer to the Credit Card and Charge Account Usage
Procedure.

6. The only person that can enter into a contract or agreement for the district is the Superintendent.  Any such
contracts should be forwarded to the Superintendent for authorization.  The contract shall include the amount
to be paid, the scope of work to be completed, deliverables, timeline for completion and the required
turnaround time for payments.  No employee shall authorize work to begin prior to obtaining a signed
contract and a valid PO.  Completed contracts will be forwarded to the Business Office.  Any individual
providing a service must also submit proof of liability insurance.  An authorized administrator shall confirm
that work has been completed satisfactorily prior to authorizing payment for services. 

7. If a line item is over budget, the Administrative Assistant will not be allowed to complete the requisition
until the Business Office processes a Budget Amendment.  The Administrative Assistant will email the
Fiscal Analyst and identify the amount needed to cover the expense, which expenditure line needs to be
increased, and which should be decreased to account for the overage.  The Fiscal Analyst will need both
codes in their entirety in writing in order to complete the transfer.

8. Once the appropriate individual has entered your requisition in the accounting software, it will be routed
electronically for approval by the building Principal, Department Head or Program Coordinator.

9. Following the electronic approval of the requisition in the accounting software, the Business Office will
review it for proper coding.  If the coding is correct, the Business Office will generate a PO in the accounting
software.  The building Administrative Assistant will return the system generated PO to you, which must be
used to place your order.  Please make sure the vendor notes your PO number on the invoice.  In some
circumstances, the Building Administrative Assistant will place the order on behalf of staff.

10. An invoice will be submitted to the building Administrative Assistant for payment once the receipt of goods
or services is verified.  The Administrative Assistant will attach the invoice to the appropriate PO and submit
to the Accounts Payable/Receivable Specialist for payment at the Central Office.  Should an invoice amount
be higher than the PO amount by more than $100, the building Administrator must also authorize the invoice
amount.  When the PO is no longer needed, the Administrative Assistant will write “Complete” on the PO.
If there will be more invoices applicable to this PO, please write “Not Complete”.

11. For reimbursements, staff must submit a requisition request and obtain an approved PO prior to incurring any
expenses on behalf of the district.  For reimbursements of purchases, not including mileage and travel
expenses, complete an ANWSD Reimbursement Request Form, attach detailed receipts/invoices, the
approved PO and submit to the Administrative Assistant.  The ANWSD Reimbursement Request Form
includes: Page 1, which is the summary of the total reimbursement, the employee’s signature and the
approval signature.  If your reimbursement includes mileage and/or travel reimbursement, please see the
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https://drive.google.com/file/d/1LQ154f_R0IYZ_ITpjFYPh1AQZqVjTFb6/view?usp=sharing
https://drive.google.com/file/d/1LQ154f_R0IYZ_ITpjFYPh1AQZqVjTFb6/view?usp=sharing
https://drive.google.com/file/d/1--qIaTvCWRfeJ6hvs2r7Y4p-kd9ldVhr/view?usp=sharing
https://drive.google.com/file/d/1--qIaTvCWRfeJ6hvs2r7Y4p-kd9ldVhr/view?usp=sharing
https://drive.google.com/file/d/123bNCGhUSOwpIdnTYAzcmZCGhxY4VpEM/view?usp=sharing


Travel Reimbursement Procedure and complete all necessary documentation. All reimbursements
should be turned in for payment, no later than 60 days after the date of the event or receipt.  If they’re
turned in after 60 days, they will be processed through payroll and treated as taxable income.  This
requirement is based on the Internal Revenue Service’s statement that 60 days is “within a reasonable
amount of time” in 26 CFR 1.62-2.

12. The ANWSD Accounts Payable/Receivable Specialist will review all invoices/reimbursements prior to
issuing payments.  This includes ensuring they have been properly approved by the appropriate person,
coded properly, and adequate backup has been provided.  Following this review, checks will be processed in
the next scheduled weekly check run.  All invoices/reimbursements must be received at the ANWSD Central
Office no later than noon the Wednesday prior to the check run.

13. Periodically throughout the year, Administrative Assistants will review their open PO’s and determine if any
need to be closed.  Prior to Fiscal Year end, Administrative Assistants will be reminded by the Accounts
Payable/Receivable Specialist to finalize this review and close any remaining PO’s.
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https://drive.google.com/file/d/17IU0HIWM63YPKwwySCpfZde6tKooYuuE/view?usp=sharing

