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PURCHASE ORDER PROCEDURES 

1. Purchase Requisition must be completed (Vendor/Description/Cost).
2. Employee must sign requisition and submit to school site secretary.
3. Requisition presented to administrator for approval/non-approval.
4. School site secretary request order thru district accounting software to Central Office: Office
of Purchasing.
5. Vendor to be notified thru a Purchase Order only to deliver items to the district.
6. District warehouse will deliver order to school site.



MERIDIAN PUBLIC SCHOOL DISTRICT 
PURCHASE REQUISITION (SUBMIT IN DUPLICATE) REQUISITION        . 

$  Budgeted Amount [  ] Instructional [ ] New [ ] Under $1,500 

$  Uncommitted [  ] Supportive [ ] Replacement   

$  This Requisition [ ] Equipment [ ] Salary [ ] $1500 to $10,000 

$  Balance [ ] Supplies [ ] Fee   

   [  ] Service [ ] Refund [ ] Over $10,000 

   [  ] Repair     

Budget 
Account No.:      

 
VENDOR INFORMATION 

School/Location:  Company:    

Mark For:   
Street 

Address: 
   

Shipping 
Address:  

 

 
  

City:    

    

PURPOSE FOR MATERIAL:  Phone  

  

 

                                           Originator's Signature           Date     

  

                                      Administrator's Signature          Date 

Item Qty Catalog No. Complete Description of Item Unit Cost Total Cost

1

2 $0.00

3 $0.00

4 $0.00

5 $0.00

6 $0.00

7 $0.00

8 S&H

$0.00

 

 
 
 
 
Central Office Approval Date 
 
 
Superintendent's Signature 

THIS SECTION FOR CENTRAL OFFICE USE 
 

[ ]  Purchase Order Issued [ ]  Purchase Order Issued 
[ ]  Price Quotation Requested  
[ ]  Formal Bid Request [ ]  State Contract 

P.O. No. _______________________  Date_____________ 
Purchasing Supervisor 
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