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OF LEXINGTON & RICHLAND COUNTIES

MEMORANDUM
-
TO: Nursery Road Elementary
Nursery Road Elementary
unief Instructional Officer
FROM: Lynda Robinson, Coordinator of Purchasing Department K
DATE: December 18, 2019

SUBJECT: UNAUTHORIZED PROCUREMENT

The attached purchase does not appear to be in compliance with the District’s Procurement
Policies and Procedures or the Procurement Code for one of the following reason(s):

(A.)  Purchases over $2,500- No Quotes Attached

(B.)  Split Purchase/Circumvent Bid Process

(C.) Items/Services Procured Prior to issuing/receiving an Approved
Purchase Order- Past Due Invoices

(D)  Purchased Flowers/Plant for Employee with Visa Card

(E}  Purchase Personal items with Visa Card

In accordance with the District’s Procurement Code, the Chief Financial Officer must ratify
all Unauthorized Procurements. In order to facilitate his review and ratification, provide
and explain a brief description of the facts and circumstances surrounding this
procurement. The Disciplinary Action portion of the form is to be completed by your
supervisor if the review of this information warrants such an action. Alse, describe on the
attached form any steps that have been taken to prevent a reoccurrence. The completed
form must be returned to the Procurement Office within one (1) week. Once received by the
Procurement Office, the form will be submitted to the Chief Financial Officer for his
approval.

Upon ratification by the Chief Financial Officer, a copy of the ratification and supporting
documents will be provided to you by the Purchasing Office for your files and the original
form will be retained in the Purchasing Office for audit purposes. A second violation by
your school/Department within a one-year period will result in the suspension of your card
for thirty days.

If you have any questions, please contact me at 803-476-8140, P‘/@

Thank you in advance for your assistance in this matter. / :Lo’b’
o

www.lexrich5.org
1020 Dutch Fork Road ¢ Irmo, South Carolina 29063 « (803) 476-8000
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Purchase Order School District Five of

Lexington and Richland Counties

No. 2003366

1020 Dutch Fork Road
Irmo SC 29063
Qur purchase order number must appear on Order is to be shipped in accordance Notify us immedialely if you are unable
all invoices, packages, and with prices, delivery,and specifications to ship as specified.
correspondence shown below.
P.O. Date: 12/18/2019 Questions 7 {803} 476-8000 Ext: Account:
P.O. Issued To : Ship To:
Palmetto Apparel & Embroidery LLC Nursery Road Elementary School
111-B Arrowood Rd Attn: -
Columbia SC 29210 6706 Nursery road
Columbia SC 29212
Contact: Location: Nursery Road Elementary School .
Phone: (803) 865-0322 Fax: (803) 779-5000 Project: Undesignated Req# 2003332
Reaference: Date Required:  12/18/2019 Award Number:
Tne  Qty uUnt rar# Bescription Account Number Unit Price . Extended Tax  Freight
1 120 EA Hanes Shirts 5-XL Invoice  652.233.4100000.7202.047 11.34 1,380.80  110.28 0.00
#31718
2 11 EA Hanes Shirts XXL Invoice  652.233.4100000.7202.047 13.34 146.74 10.27 0.00
#31718
3 4 EA Hanes Shirts XXXL Invoice  652.233.4100000.7202.047 14.24 57.36 466 0.00
#31718
4 125 EA Black Clip Boards Invoice  652.233.4100000.7202.047 6.75 843,75 70.25 99,64
#31837
5 1 EA Set-up Fee 652.233.4100000.7202.047 50.00 50.00 0.00 0.00
] 1 EA Proof 852.233.4100000.7202.047 10.00 10.00 0.00 0.00
Sub-Total: 2,468.65
APPROVAL SIGNATURES: - Freight: TR
Q Tax: 195.44
Total Amount: 2,763.93
Deliveries are accepted at the main office between 8:00 AM and 3:00 PM, Monday through Friday.
NOTES:
Order Via: Phone
FILE COPY

Wednesday. December 18, 2019

Page 1 of

1
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PALMETTO APPAREL & EMBROIDERY LLC
PO BOX 213089

Invoice

Date Invoice #
COLUMBIA, SC 29221
PHONE: 803-865-0322 |=".'ff§'.’2..°__,, 3
Bill To Ship To
NURSERY ROAD ELEMENTARY SCHOOL NURSERYRO'AD_ELEMENTARY SCHOOL
6706 NURSERY ROAD 6706 NURSERY ROAD
COLUMBIA, SC 29212 COLUMBIA, SC 29212
P.O. Number Terms Rep Ship Via F.0.B. Project
Net 30 FB 73172019
- %
-Quantity Item Code Description Price Each Amount
120 | HANES XTEMP 4200h UNISEX PERFORMANCE T-SHIRT (15) 11.34 1,360.80T
SMALL (40y MEDIUM (38} LARGE (27) XL
11 | HANES XTEMP 4200h UNISEX PERFORMANCE T-SHIRT 13.34 146.74T
4 | HANES XTEMP 4200h UNISEX PERFORMANCE T-SHIRT 14.34 57.36T
INCLUDES NURSERY ROAD ELEMENTARY SCHOOL
ARTS MAGNET LOGO WITH 4 COLOR ART ON FULL
FRONT - ON BACK 2 COLOR ART ROAD CREW - KNOW
THY IMPACT IN 2 COLOR ART
Sales Tax 8.00% 125.19
Total $1,690.09

b |




PALMETTO APPAREL & EMBROIDERY LLC
PO BOX 213089

Invoice

Date Invoice #
COLUMBIA, SC 29221
PHONE: 803-865-0322 8272019 31837
Bill To Ship To
NURSERY ROAD ELEMENTARY SCHOOL NURSERY ROAD ELEMENTARY SCHOOL
6706 NURSERY ROAD 6706 NURSERY ROAD
COLUMBIA, SC 29212 COLUMBIA, 5C 29212
P.0. Number Terms Rep Ship Via F.Q.B. Project
Net 30 FB 8/27/2019
————,
Quantity ltem Code Description Price Each Amount _
125 | MISC BLACK CLIP BOARDS 6.75 843.75T
1| SET-UP FEE | SET-UP FEE 50.00 50.00T
1 | PROOF PROOF 10.00 10.00T
NURSERY ROAD ELEMENTARY SCHOOL ARTS
| MAGNET LOGO IN FULL COLOR ON BACK ONLY -
11-1/2" H x 8-5/8" W IMPRINT AREA
1|S&H SHIPPING & HANDLING 99.84 99.84T
I (S
7.00% 70.25
Total 3107384
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district five

OF LEXINGTON & RICHLAND COUNTIES

UNAUTHORIZED PROCUREMENT

Date: \')—h‘”\&\
School/Department: NREES-
Employee:

Facts and Circumstances Surrounding the Act that the Price Paid is Fair and

Reasonable: \
the fime. gt Hus oVier (X wWas
S Mndu | - J
0ol DAl WH~ e, L

0 ol \:\IC Y/\nw SNLL. WOYEPd OUt @
: ) qloks G

Disciplinary Actions: Supervisor Response:

h3 i i

- d e LU (e
SMUW e l\} S 4 Ov Qi

Corrective Actions to Prevent Reoccurrence (Appropriate Procedures):

S_umsor Response: _ . \ \
e Wit _ojnd had Wi
51 :
S a.$ LS
Signatures:
Employee: pate: 121419

Supervisor: , , “Date:_{7 120019 -

(Note: Return completed form and lett¢. v wne rrocurement Office.)

www.lexrich5.org
1020 Dutch Fork Road * Irmo, South Carolina 29063 - (803) 476-8000
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aistrict five

OF LEXINGTON & RICHLAND COUNTIES

MEMORANDUM
TO: ~er Irmo Middle School
w - _1l, Irme Middle School
r ) ' - T e
FROM: Lynda Robinson, Coordinator of Purchasing Departmentl/\/
DATE: February 4, 2020

SUBJECT: UNAUTHORIZED PROCUREMENT

The attached purchase does not appear to be in compliance with the District’s Procurement
Policies and Procedures or the Procurement Code for one of the following reason(s):

(A.)  Purchases over $2,500- No Quotes Attached

(B.)  Split Purchase/Circumvent Bid Process

(C.) Items/Services Procured Prior to issuing/receiving an Approved
Purchase Order

(D) Use Visa Card to Pay for Past Due Invoice

(E) Past Due Invoice dated- 7/21/2018

In accordance with the District’s Procurement Code, the Chief Financial Officer must ratify
all Unauthorized Procurements. In order to facilitate his review and ratification, provide
and explain a brief description of the facts and circumstances surrounding this
procurement. The Disciplinary Action portion of the form is to be completed by your
supervisor if the review of this information warrants such an action. Also, describe on the
attached form any steps that have been taken to prevent a reoccurrence. The completed
form must be returned to the Procurement Office within one (1) week. Once received by the
Procurement Office, the form will be submitted to the Chief Financial Officer for his
approval,

Upon ratification by the Chief Financial Officer, a copy of the ratification and supporting
documents will be provided to you by the Purchasing Office for your files agnd th¢ original
form will be retained in the Purchasing Office for audit purposes o

‘ ) . fi

If you have any questions, please contact me at 803-476-8140. @
p?°

Thank you in advance for your assistance in this matter. 2{7//”

www, lexrich5.org
1020 Dutch Fork Road * Irmo, South Carolina 29063 « (803) 476-8000
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I OF LEXINGTON &

L RICHLAND COUNTIES

Authorization for Visa Purchase

IMS

School/Department:

Requestor Name(Print)

Purchase Not to Exceed $

No Single Purchase to Exceed $2,500

Authorized Signature(s)

Signature of User

12;5_1 9’ Fully Promoted

Date of Purchase Place of Purchase

Charge of Accounts:  Subject to Use Tax [

i

1746.271.6600000.2070.040

H

|

|

[588.50

Total | 588.50

These funds were used for:

25 Polo style shirts for the Beta Club.
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Q . FULLY PROMOTED

Fully Promoted of Columbia SC
7249 St. Andrews Rd., Suite 300, Columbia, SC 29212

Date: 8]7!20‘@

INVOICE

E 54346

PAID

Phone: 803-787-5117 Fax: 803-223-9470
Email columbiasc.csa@fullypromoted.com
Webh Site:  www.embroidmesc.com
(Billing Information J [ Shipping Information ]
Irmo Middle School - Beta Club Contact:
Phone: 803-476-3720 Cell:
Fax: Ship Method: Pick Up
EMail - 3 Sales Rep:  House Account
( Order Descriptionj [ Beta Club Polos J
[ Style Description ColorfLocation Size Qty Unit Price Line Total]
- ™
5412 SHADOW TONAL HTHR SPORT SHIRT GOLD S 8 2200 176.00
5412 SHADOW TONAL HTHR SPORT SHIRT GOLD M 9 2200 198.00
5412 SHADOW TONAL HTHR SPORT SHIRT GOLD L 5 2200 110.00
5412 SHADOW TONAL HTHR SPORT SHIRT GOLR XL 3 22.00 66.00
Empradery - *new nalional bela club logo Chest - Left Pis] 3.00 0.00
Students are wearing for an event Monday
morning
Due Date is firm
(Notes ) ((Payments ) Sub Total | 550.00 |
. \
Date Payment Amt ~ .
12/5/2019  Paymeni - Visa 588.50 Total 550.00 ]
Sequence # 48081 [ Tax Rl [ 38'@
Thank you for choosing Fully Promoted = —i
Net Tota! | 568.50 |
- Any unpaid invoice past 30 days is considered delinquent. h L
- A late fee of 1.5% per month shall be added for every month invoice is outstanding. ( Paid 533_50J
Any additional fees incurred resulting in collection of this invoice such as: processing, filing, — >
coliection, travel, lawyer or legal fees, etc. shall be added and considered due. [ Balance Due] 0.0Q
2 .
gg— —
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district five

OF LEXINGTON & RICHLAND COUNTIES

UNAUTHORIZED PROCUREMENT

Date: —T—ébﬂm g 3 9‘020
School/Department: butiivLoN A Sy

|
Emplovee: A\

Facts and Circumstances Surrounding the Act that the Price Paid is Fair and
Reasonable:

peii. O ovdired F-owWts pyer e Suwmmaet

YAt ah o
\_/ —

= avela £Vl ATAYNY
e as" - - Wa TIVAR 1AVew

- = ~ \ - ™~
PV 0L® WS/ YO0 OO/ N, ke WU O VA a7h0ﬁ

Disciplinary Actions: Supervisor Response:
B S(\Jou STy Y T

o

Corrective Actions to Prevent Reoccurrence (Appropriate Procedures):
Supervisor Response:
(] ~ ¢ 71 f PP | s

3

[V IV o Val TaV AW AT)

TP T ;
'}i‘w&mwv(y VAV @) SR A V.V B \ N | yuz’\u_

Signatures: - -
Employee: = _ Date:ﬁ\/ /@/3@3 @)
Supervisor: o B _Date: 9—1 l%" 2020

(Note: Return completed fopaf aud letter to tne Procurement Office.)

www.lexrich5,.org
1020 Dutch Fork Road * I[rmo, South Carolina 29063 + (803) 476-8000
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OF LEXINGTON & RICHLAND COUNTIES

MEMORANDUM
TO: A . -» Dutch Fork Elementary School
Dutch Fork Elementary School
Chief Instructional Officer
FROM: Lynda Robinson, Coordinator of Purchasing Department-l-—/
DATE: February 6, 2020

SUBJECT: UNAUTHORIZED PROCUREMENT

The attached purchase does not appear to be in compliance with the District’s Procurement
Policies and Procedures or the Procurement Code for one of the following reason(s):

(A.)  Purchases over $2,500- No Quotes Attached

(B.)  Split Purchase/Circumvent Bid Process

(C.)  Iltems/Services Procured Prior to issuing/receiving an Approved
Purchase Order

(D)  Use Visa Card to Pay for Past Due Invoice

(E) Shipped Merchandise to Home Address

In accordance with the District’s Procurement Code, the Chief Financial Officer must ratify
all Unauthorized Procurements. In order to facilitate his review and ratification, provide
and explain a brief description of the facts and circumstances surrounding this
procurement. The Disciplinary Action portion of the form is to be completed by your
supervisor if the review of this information warrants such an action. Also, describe on the
attached form any steps that have been taken to prevent a reoccurrence. The completed
form must be returned to the Procurement Office within one (1) week. Once received by the
Procurement Office, the form will be submitted to the Chief Financial Officer for his
approval.

Upon ratification by the Chief Financial Officer, a copy of the ratification and supporting
documents will be provided to you by the Purchasing Office for your files and the original
form will be retained in the Purchasing Office for audit purpeses

N @/,b\ﬁ\ gt

If you have any questions, please contact me at 803-476-8140.

Thank you in advance for your assistance in this matter.

www.lexrich5.org
1020 Dutch Fork Road « Irmo, South Carolina 29063 « (803) 476-8000
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Authorization for Visa Purchase

School/Department: DFES/Magnet

Requestor Name(Prir. -

Purchase Not to Exceed $ 200.00

Mo Single Purchase to Exceed $2,500

r

Authorized Signature(s

Signature of Use.  _ _

1 2/1 2/1 9 Elements Bath and Body Supply

Place of Purchase

Date of Purchase

Charge of Accounts:  Subject to Use Tax [

100.113.4100000.0000.042 $44 .95
These funds were used for: Total | $44.95

Supplies for the science Fair/ Amy Umberger/ Resident Scientist
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INVOICE

Date: 12-12-2019 09:33 AM
invoice Number: #245616
Order status: In Process
Payment method:

Credit Card

Delivery method:

USPS Priority Mail 2-Day (TM}

Email: anewman@lexrich5.org

Home

Elements Bath & Body Supply
3004 S. Prairie Ave, Pueblo
81005, Calorado

United States
info@elementsbathandbody.com

Billing address

Shipping address

First name: First name:
L ast pame: Last name:
Address: Addre. .
City: City:
State: State:
. Country: Country:
Zip/Postal code: Zip/Postal code: .
Phone: Phone:
Products ordered
! SKU Product Item Quantity |Total
price
PwdrBoltle3oz 3 0z Powder Bottle 50.570 |50 [528.50
SampleSmaliNaturalFunnel Free Samples 50000 50,00

Options:

Sample: Small Natural Funne!

Thank you for your order! Please review the contents and ensure

everything is correct. For questions or problems, please notify us within
15 days to address any concerns. We appreciale your business and look
forward to serving you! Best wishes from The Team at

ElementsBathandBody.com

O

htne-fhananar olamantehathandhndu raminrdar nhn?manazinunicrafnardarid=7AG81R

Subtotal: $28.50
Shipping cost: $16.45

Total: $44.95

111
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£ 1.3 2ULU LexXINgIOoNYKICNIANG DCNOYI LIS D Mall - Baoy HOwaer Bbomes

Baby Powder Bottles

~=age

Thu, Feb 13, 2020 at 9:53 AM

This product was ordered for one of our group science fair projects. | had a group of students study different types of
baby powders for effectiveness.

hitne-fimail annnlo ramimailhliiNPik=ARMI N1 FRRviaw=nRcaarrh=al & narmthidsthroad 0414 1RRAA 1T 1AR1 R GRNNR cimnizmen LA 1RARAIIT 1051 174
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INVOICE

Date: 12-12-2019 09:33 AM
Invoice Number: #245616
Qrder status: In Process
Payment method:

Credit Card

Dalivery method:

USPS Priority Mail 2-Day (TM)

Email: i

nome

Elements Bath & Body Supply
3004 S. Prairie Ave, Pueblo
81005, Colorado

United States
info@elementsbathandbody.com

Options:

Sample:Small Natural Funnel

Billing address Shipping address
“First name: First name:
L Last: ‘_’)
Address: - Address:
y

City: City:
State: State:
Country: Country:
Zip/Postal code: Zip/Postal corl=
Phone: Phone:

Products ordered
SKU Product Item Quantity |Total

price

PwdrBoltle3oz 3 0z Powder Bottle 0570 [0 [528.50
SampleSmallNaturalFunne] Free Samples $0.000 1 $0.00

Thank you for your order! Please review the contents and ensure

everything is correct. For questions or problems, please notify us within

15 days to address any concerns. We appreciate your business and look

forward to serving you! Best wishes from The Team at
ElementsBathandBody.com

hHno-fhananar alamantehathandbhnady samiardar nhn?mnda=zinunirafardand=7458R1/

Subtotal: $28.50

Shipping cost: $16.45

Total: $44.95

111
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district five

OF LEXINGTON & RICHLAND COUNTIES

UNAUTHORIZED PROCUREMENT

Date: 9/ 13 /20
School/Department: NERS [ Magnit
Employee: 4

Facts and Circumstances Surrounding the Act that the Price Paid is Fair and
Reasonable:
Ordered — Fems 6( L e AN
y T/ PaYOW & & must  hdguc
Q'—L}LO F; ”P [J ‘H\P Lh {;rma )Ll Can CT/Y\[’] 1 C!J"C’ ﬂ0+
Codcd  +h g LO"m-n T d ‘Ked place alder,

2l dn ey Cad grdes
wwhan ".nc.l;‘)ed. - Con  Welihy
-—f;—'-/la‘f' Jhese 14*04714 Wer e -Fofj i SCienCr

ard . _
Ice atlached ema] from i , -

Disciplinary Actions: Supervisor Response:

The. hatter was A sevssed poith )
It oy on we@ia\d JrLdr Fm hot ocovved

prev au;l\.

Drgmc\lf Uﬂdbnu ‘lctr‘H\L,l'{‘lfrw }qwc},;bff -

Corrective Actions to Prevent Reoccurrence (Appropriate Procedures):
Supervisor Response:

_ will Feview orders fo- Bty be fore
oris s or Placed . '
|

Signatures:
Employee: - Date:_ /13 /20

Supervisor: __ _Date:_%ﬂ_'l/;_

(Note: Retuin compleu?,f(frm ana :etter 1o wic 1 1 wwurement Office.)

www.lexrich5.org
1020 Dutch Fork Road « lrmo, South Carolina 29063 - (803) 476-8000
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OF LEXINGTON & RICHLAND COUNTIES

MEMORANDUM

TO: , Irmo Middle School
/ R Irmo High School
FROM: Lynda Robinson, Coordinator of Purchasing Departmenty
DATE; February 7, 2020

SUBJECT: UNAUTHORIZED PROCUREMENT

The attached purchase does not appear to be in compliance with the District’s Procurement
Policies and Procedures or the Procurement Code for one of the following reason(s):

(A.)  Purchases over $2,500- No Quotes Attached

(B.)  Split Purchase/Circumvent Bid Process

(C.)  Items/Services Procured Prior to issuing/receiving an Approved
Purchase Order

(D)  Use Visa Card to Pay for Past Due Invoice

(E)  Shipped Merchandise to Home Address

In accordance with the District’s Procurement Code, the Chief Financial Officer must ratify
all Unauthorized Procurements. In order to facilitate his review and ratification, provide
and explain a brief description of the facts and circumstances surrounding this
procurement. The Disciplinary Action portion of the form is to be completed by your
supervisor if the review of this information warrants such an action. Also, describe on the
attached form any steps that have been taken to prevent a reoccurrence. The completed
form must be returned to the Procurement Office within one (1) week. Once received by the
Procurement Office, the form will be submitted to the Chief Financial Officer for his
approval.

Upon ratification by the Chief Financial Officer, a copy of the ratification and supporting
documents will be provided to you by the Purchasing Office for your files and the original
form will be retained in the Purchasing Office for audit purposes

If you have any questions, please contact me at 803-476-8140. ! ‘ )

Thank you in advance for your assistance in this matter. ""y@

ol

www.lexrichb.org
1020 Dutch Fork Road * Irmo, South Carolina 29063 - (803) 476-8000
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OF LEXINGTON &
RICHLAND COUNTIES

;\

Authorization for Visa Purchase

School/Department: MO HS Athletic Department

Requestor Name(Print)

Purchase Not to Exceed $

No Single Purchase to Exceed $2,500

Authorized Signature(s)

Signature of User

1

Date of Purchase |A . l C)‘ Place of Purchase | P“Dﬂ\e-l{ u I

Charge of Accounts:  Subject to Use Tax [ Slr LOSC’) |
A D " - |
fcc T I |
l — e
These funds were used for: Total \ C“

Volleyball - Sharte Do on be k0 o

.

x)mw.é(u:t
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,g i INVOICE
Logo

Number | 1673562DC

Your P.O.

Ship Date 1673562DC

“SOLD1
Carrier | UPS Ground

Affiliate | Duane Chase 575-762-5700

Terms Net 30

TO PROCESS AN ON-LINE PAYMENT PLEASE VISIT
hitps://customerus.ipromoteu.com

Quantity | Unit Item Description Unit Price Extension
51 |[EA (G800 Gildan Adult 5.5 oz., 50/50 T-Shirt 2.50 127.50
WHITE
14 SM, 21 MED, 11 LG, 5 XL
1 |EA (G800 Gildan Adult 5.5 oz., 50/50 T-Shirt 5.00 5.00
WHITE
XXL
1 |EA |G80D Gildan Adult 5.5 oz., 50/50 T-Shirt 7.00 7.00
WRHITE
4%
53 |EA |SCREENPRINT Screenprinting 2.50 132.50
1 Color front- ATHLETIC GOLD
1 |EA |SET UP Set Up Charge 31.25 31.25
DELIVERED TO: SUB TOTAL 303.25
A\
TAX 8C 6% o
— SHIPPING (taxable) 16.06
PREPAYMENT 0.00

Thank you for your order! Please remit or t pay by credit cord, please call $319.31

payment to the following address and make

. Page 1 of 1
your check payable to: :
IPROMOTEu promote
Dept 2419
popaox 122419 833-742-5478 x601
Dallas TX 75312-2419 iIPROMOTEu has been retained for various administrative services by your vendor. Our

services include the invoicing of the sale, and collection and processing of payments.
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district five

OF LEXINGTON & RICHLAND COUNTIES

UNAUTHORIZED PROCUREMENT

Date: 2./18 /30
School/Department: IRPMm~ ATHLETICS
Employee:

Facts and Circumstances Surrounding the Act that the Price Paid is Fair and
Reasonable:

A HE Ass AN Copc L ORERT.D -ZHIRYs
X IO AVERS A (Y {0 T
1S A QLD FRlIiELD THA I~ i o R de).

] PaYLYTe ! o . )

NP Y Twas vonwreE OF  THE  Rolk <
oﬂOt;.th- A Dlacupin g MEICHADISE . T3
wowry  NAappoa  AGAI)

Disciplinary Actions: Supervisor Response:

A - 4 PNWV\*((L Yrom Mma K yne— Pvrc.hqses
on be\m\&— oF Trmo ABletics For the remander
o the talendar ,/E’Gf‘

A A Teer hao been placed Tn his file,

Corrective Actions to Prevent Reoccurrence (Appropriate Procedures):

Supervisor Response:

Proper Procedvrts h«v& been explained in detel l_*o
ni/ pulc v TLT vs be aVi'

b/ +he He C oo azn athletic direc Tor, An ema)

Wae been Sent ovt to all toaches of Trmg /H*xle (e s

eM\r\LLﬂé/ ther~ #hat all erebit eard / L0, purchases Mvsi~b'-5
S

Signatures:
Employee: . Date: 2-1% - 30
Supervisor: ) Date: 5’-//5’/30&0

(Note: Return com[j,et’ed'rorm auu 1cuer w e Procurement Office.)

www.lexrich5.org
1020 Dutch Fork Road + Irmo, South Carolina 29063 = (803) 476-8000

h.pA«{
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OF LEXINGTON & RICHLAND COUNTIES

MEMORANDUM

TO: Aecranntability Department
FROM: Lynda Robinson, Coordinator of Purchasing Departme
DATE: January 21, 2020

SUBJECT: UNAUTHORIZED PROCUREMENT

The attached purchase does not appear to be in compliance with the District’s Procurement
Policies and Procedures or the Procurement Code for one of the following reason(s):

{(A)  Purchases over $2,500- No Quotes Attached

(B.) Split Purchase/Circumvent Bid Process

(C.)  Items/Services Procured Prior to issuing/receiving an Approved
Purchase Order

(D)  Use Visa Card for Hotel Stay for Employees

(E)  Shipped Purchased items to Home Address

In accordance with the District’s Procurement Code, the Chief Financial Officer must ratify
all Unauthorized Procurements. In order to facilitate his review and ratification, provide
and explain a brief description of the facts and circumstances surrounding this
procurement. The Disciplinary Action portion of the form is to be completed by your
supervisor if the review of this information warrants such an action. Also, describe on the
attached form any steps that have been taken to prevent a reoccurrence. The completed
form must be returned to the Procurement Office within one (1) week. Once received by the
Procurement Office, the form will be submitted to the Chief Financial Officer for his
approval.

Upon ratification by the Chief Financial Officer, a copy of the ratification and supporting
documents will be provided to you by the Purchasing Office for your files and the original
form will be retained in the Purchasing Office for audit purposes

If you have any questions, please contact me at 803-476-8140. M
Thank you in advance for your assistance in this matter. %{t"/ 1020

www.lexrich5.org
1020 Dutch Fork Road + Irmo, South Carolina 29063 + (803) 476-8000
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Customer Number 13952
6 CollegeBoard Invoice # EAB7491920
Date 05/24/2019
Terms NET30
PAST DUE Order Number 120759971
PO Number
Bill To Ship To
Irmo Hs Irmo Hs
6671 Saint Andrews Road 6671 Saint Andrews Road
Columbia, SC 29212 Columbia, SC 29212
United States United States
ATTIN: C AT
ITEM DESCRIPTION QUANTITY  UNIT PRICE AMOUNT
Products - Examination & Fees
1800117886 SAT School Day - 11th Grade (March #1) 1 47.50 47.50
160012486 SAT School Day with Essay - 10th Grade (March #1) 2 64.50 129.00
160011829 SAT School Day with Essay - Unused Test Fee (March 50 32.25 1,612.50
1}
Total SAT with Essay ordered (Standard and Nonstandard):
251
Grade 12: 6
Grade 11: 202
Other grade:; 43
Free unused fests applied fo school's order (20% of school's
order or a minimum 10): 50
PRODUCT SUB-TOTAL 1,789.00
ADJUSTMENTS 0.00
SHIPPING & HANDLING 0.00
SALES TAX 0.00
NET TOTAL $1,789.00
CREDITS 0.00
PAYMENTS {1,483.50)
CURRENT NET BALANCE $305.50
Customer Number: 13952 Invoice #EAB7491920 Inveice Total : $1,789.00
Please detach this portion and return with payment to: || Balance:| | 305.50|

The College Board

P.0. Box 30171

New York, NY 10087-0171
Federal Tax ID: 13-1623965

Questions about this invoice, please contact our
Customer Service at: 855-373-6387, option 5 for Billing

Amount Enclosed : $

To pay online vislt us at : <https://store.collegeboard.org/sto/ipn.do>
If you encounter issues while processing the payment, please send an email to electronicpayments@collegeboard.org
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Purchase Order School District Five of No. 2003680

Lexington and Richland Counties

1020 Dutch Fork Road
Irmo SC 29063
Our purchase order number must appear on Order is to be shipped in accordance Notify us immediately if you are unable
all invoices, packages and with prices, delivery and specifications to ship as specified.
correspondence shown below.
P.O. Date: 01/17/2020 Questions ? {B03) 476-B000 Ext: Account:
P.O. Issued To : Ship To:
The College Board - College Bound Srs School District Five of Lexington and Ri
PO Box 30128
New York NY 10087-0128 1020 Dutch Fork Road
Irmo SC 29063
Contact: Location: Accountability S
Phone: Fax: Project: Undesignated Req# 2003859
Reforence: Date Required:  01/29/2020 Award Number:
Line _aty Unit Part# 5escription Account Number Unit Price . Extended “Tax Freight
1 1 EA SAT School Day 319.221.3450000.0000.018 47.50 47.50 0.00 0.00
2 2 EA SAT School Day with Essay  319.221.3450000.0000.018 64.50 128.00 0.00 0.00
3 2 EA gA‘:'OSchool Day with Essay 100.221.3450000.0000.018 64.50 129.00 0.00 0.00
r
Sub-Total: 305.50
APPROVAL SIGNATURES: . Freight: 000
& Tax: 0.00
' Total Amount: 305.50
Deliveries are accepted at the main office between 9:00 a.m. and 3:00 p.m. Monday through Friday.
NOTES:
Order Via: Send to Requester
FILE COPY

Friday, January 17, 2020 Page 1 of 1
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district five

OF LEXINGTON & RICHLAND COUNTIES

UNAUTHORIZED PROCUREMENT
Date: 1-24 -0

School/Department:  , O£ Qé *WQ[](]L{)E’ & HAamuw . [ ﬁ(k!(}L{,}L_‘fﬂb[”‘h
Employee 3

Facts and Circumstances Surrounding the Act that the Price Paid is Fair and
Reasonable:

dmount kom LHS confzmud S snhool O,

Disciplinary Actions: Supervisor Response:

Corrective Actions to Prevent Reoccurrence (Appropriate Procedures):

Supervisor Response:

Signatures:
Employee: - Date: |"24-20
Supervisor: Date: 1/24)2.0

~

{(Note: Return completed form and letter to the Procurement Office.)

www lexrich5.org
1020 Dutch Fork Road « Irmo, South Carolina 29063 + (803) 476-8000


jmabie
Pencil

jmabie
Pencil


OF LEXINGTON & RICHLAND COUNTIES

MEMORANDUM

TO: Accountability Department
FROM: Lynda Robinson, Coordinator of Purchasing Departme
DATE: January 21, 2020

SUBJECT: UNAUTHORIZED PROCUREMENT

The attached purchase does not appear to be in compliance with the District’s Procurement
Policies and Procedures or the Procurement Code for one of the following reason(s):

{(A)  Purchases over $2,500- No Quotes Attached

(B.) Split Purchase/Circumvent Bid Process

(C.)  Items/Services Procured Prior to issuing/receiving an Approved
Purchase Order

(D)  Use Visa Card for Hotel Stay for Employees

(E)  Shipped Purchased items to Home Address

In accordance with the District’s Procurement Code, the Chief Financial Officer must ratify
all Unauthorized Procurements. In order to facilitate his review and ratification, provide
and explain a brief description of the facts and circumstances surrounding this
procurement. The Disciplinary Action portion of the form is to be completed by your
supervisor if the review of this information warrants such an action. Also, describe on the
attached form any steps that have been taken to prevent a reoccurrence. The completed
form must be returned to the Procurement Office within one (1) week. Once received by the
Procurement Office, the form will be submitted to the Chief Financial Officer for his
approval.

Upon ratification by the Chief Financial Officer, a copy of the ratification and supporting
documents will be provided to you by the Purchasing Office for your files and the original
form will be retained in the Purchasing Office for audit purposes

If you have any questions, please contact me at 803-476-8140. M
Thank you in advance for your assistance in this matter. %{t"/ 1020

www.lexrich5.org
1020 Dutch Fork Road + Irmo, South Carolina 29063 + (803) 476-8000
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Customer Number 13952
6 CollegeBoard Invoice # EAB7491920
Date 05/24/2019
Terms NET30
PAST DUE Order Number 120759971
PO Number
Bill To Ship To
Irmo Hs Irmo Hs
6671 Saint Andrews Road 6671 Saint Andrews Road
Columbia, SC 29212 Columbia, SC 29212
United States United States
ATIN: [ ATTN: |
ITEM DESCRIPTION QUANTITY  UNIT PRICE AMOUNT
Products - Examination & Fees
1800117886 SAT School Day - 11th Grade (March #1) 1 47.50 47.50
160012486 SAT School Day with Essay - 10th Grade (March #1) 2 64.50 129.00
160011829 SAT School Day with Essay - Unused Test Fee (March 50 32.25 1,612.50
1}
Total SAT with Essay ordered (Standard and Nonstandard):
251
Grade 12: 6
Grade 11: 202
Other grade:; 43
Free unused fests applied fo school's order (20% of school's
order or a minimum 10): 50
PRODUCT SUB-TOTAL 1,789.00
ADJUSTMENTS 0.00
SHIPPING & HANDLING 0.00
SALES TAX 0.00
NET TOTAL $1,789.00
CREDITS 0.00
PAYMENTS {1,483.50)
CURRENT NET BALANCE $305.50
Customer Number: 13952 Invoice #EAB7491920 Inveice Total : $1,789.00
Please detach this portion and return with payment to: || Balance:| | 305.50|

The College Board

P.0. Box 30171

New York, NY 10087-0171
Federal Tax ID: 13-1623965

Questions about this invoice, please contact our
Customer Service at: 855-373-6387, option 5 for Billing

Amount Enclosed : $

To pay online vislt us at : <https://store.collegeboard.org/sto/ipn.do>
If you encounter issues while processing the payment, please send an email to electronicpayments@collegeboard.org
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Purchase Order School District Five of

Lexington and Richland Counties

No. 2003680

1020 Dutch Fork Road
Irmo SC 29063
Our purchase order number must appear on Order is to be shipped in accordance Notify us immediately if you are unable
all invoices, packages and with prices, delivery and specifications to ship as specified.
correspondence shown below.
P.O. Date: 01/17/2020 Questions ? {B03) 476-B000 Ext: Account:
P.O. Issued To : Ship To:
The College Board - College Bound Srs School District Five of Lexington and Ri
PO Box 30128 Attn: .
New York NY 10087-0128 1020 Dutch Fork Road
Irmo SC 29063
Contact: Location: Accountability (803) 476-8000
Phone: (866) 387-0936 Fax: Project: Undesignated Req# 2003859
Reforence: Date Required:  01/29/2020 Award Number:
Line _aty Unit Part# 5escription Account Number Unit Price . Extended “Tax Freight
1 1 EA SAT School Day 319.221.3450000.0000.018 47.50 47.50 0.00 0.00
2 2 EA SAT School Day with Essay  319.221.3450000.0000.018 64.50 128.00 0.00 0.00
3 2 EA gA‘:'OSchool Day with Essay 100.221.3450000.0000.018 64.50 129.00 0.00 0.00
r
Sub-Total: 305.50
APPROVAL SIGNATURES: . Freight: 000
& Tax: 0.00
' Total Amount: 305.50
Deliveries are accepted at the main office between 9:00 a.m. and 3:00 p.m. Monday through Friday.
NOTES:
Order Via: Send to Requester
FILE COPY

Friday, January 17, 2020

Page 1 of 1
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district five

OF LEXINGTON & RICHLAND COUNTIES

UNAUTHORIZED PROCUREMENT
Date: 1-24 -0

School/Department: | O£L g Qé Flannu )E’ & MHAmMuwn . f fq&f@diﬁf&blhlh
Employee: .- y

Facts and Circumstances Surrounding the Act that the Price Paid is Fair and
Reasonable:

dmount kom LHS confzmud S snhool O,

Disciplinary Actions: Supervisor Response:

Corrective Actions to Prevent Reoccurrence (Appropriate Procedures):

Supervisor Response:

™ 1
Signatuic..
Emplovee- _ N __ Date: 1-24~20
Supe. . __Date: 1/24)2.0

(Note: Return complercw ....:n and letter to the Procurement Office.)

www lexrich5.org
1020 Dutch Fork Road « Irmo, South Carolina 29063 + (803) 476-8000
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OF LEXINGTON & RICHLAND COUNTIES

MEMORANDUM
TO: P . . r,Dutch Fork High School
B . Dutch Fork High School
A - -
FROM: Lynda Robinson, Coordinator of Purchasing Department
DATE: January 23, 2020

SUBJECT: UNAUTHORIZED PROCUREMENT

The attached purchase does not appear to be in compliance with the District’s Procurement
Policies and Procedures or the Procurement Code for one of the following reason(s):

(A.)  Purchases over $2,500- No Quotes Attached

(B.)  Split Purchase/Circumvent Bid Process

(C.)  Items/Services Procured Prior to issuing/receiving an Approved
Purchase Order

(D)  Use Visa Card for Hotel Stay for Employees

(E)  Shipped Purchased items to Home Address

In accordance with the District’s Procurement Code, the Chief Financial Officer must ratify
all Unauthorized Procurements. In order to facilitate his review and ratification, provide
and explain a brief description of the facts and circumstances surrounding this
procurement. The Disciplinary Action portion of the form is to be completed by your
supervisor if the review of this information warrants such an action. Also, describe on the
attached form any steps that have been taken to prevent a reoccurrence. The completed
form must be returned to the Procurement Office within one (1) week. Once received by the
Procurement Office, the form will be submitted to the Chief Financial Officer for his
approval.

Upon ratification by the Chief Financial Officer, a copy of the ratification and supporting
documents will be provided to you by the Purchasing Office for your files and the original

form will be retained in the Purchasing Office for audit purposes .,:-AJ
A
If you have any questions, please contact me at 803-476-8140. %@\’Uﬂp

Thank you in advance for your assistance in this matter.

www.lexrichb.org
1020 Dutch Fork Road * Irmo, South Carolina 29063 « (803) 476-8000
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SCSPA(Fal| Conference
I October, 2

Gig

Amy Medlock-Greene .
The Legacy : Invoice Date: 1/17/2020

Dutch Fork High School

Make check to USC/SCSPA and mail to:
SCSPA

800 Sumter Street

School of Journalism and Mass Communications
The University of South Carolina

Columbia, S.C. 29208

nvoi id within six weeks of conference date are subject tg $25 late fee
Invoice

1Paying Advisers $30.00

0 Non Mem Advisers $0.00

16 Paying Students $320.00 Outstanding
Non Mem Students $0.00 Balance
Late Fee Oyes Ono ' $360.00

1 Reserved Parking Space(s} $10.00

0 Board Adviser Lunch $0.00

Total  $360.00

PO #

Notes

www.lexrichb.org
1020 Dutch Fork Road * Irmo, South Carolina 29063 « (803) 476-8000



Purchase Order School District Five of
Lexington and Richland Countles

No. 2003726

1020 Dutch Fork Road
Irmo SC 29063
Our purchase order number must appear on Order is to be shipped in accordance Noti_fy us immediately if you are unable
all invoices, packages, and with prices, delivery,and specifications to ship as specified.
cofrespondence shown below.
P.O. Date: 01/23/2020 Questions 7  (803) 476-8000 Ext: Account:
P.Q. Issued To: Ship To:
Scspa Dutch Fork High School
SCHOOL OF JOURNALISM Attn: |
UNIVERSITY OF SOUTH 1400 Old Tamah Road
COLUMBIA SC 29208 Irmo SC 29063
Contact: Location: Dutch Fork High School (803) 476-3300
Phone: (803) 777-6284 Fax: (803) 777-4103 Project: Undesignated Req# 2002402
Reference: medlock-greene Date Required:  10/23/2019 Award Number:
Tne  Qty unt Parth Bescription Account Number UniPrice  Extended  Tax Treight
1 1 EA Registration for student 727.271.6600000.1250.051 380.00 360.00 0.00 0.00
conference
Sub-Total: 360.00
APPROVAL SIGNATURES: . Freight: 000
& Tax: 0.00
‘ Total Amount: 360.00
Deliveries are accepted at the main office between 8:00 AM and 3:00 PM, Monday through Friday.
NOTES:
Order Via: Email
FILE COPY

Thursday, January 23, 2020

Page 1 of

1
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district five

OF LEXINGTON & RICHLAND COUNTIES

UNAUTHORIZED PROCUREMENT

Date: llﬁol 2020
School/Department: SRS Aluspansy

Employee: e

[

Facts and Circumstances Surrounding the Act that the Price Paid is Fair and
Reasonable:
0 veg £ aP he stten (10h)

Corrective Actions to Prevent Reoccurrence (Appropriate Procedures):

Supervisor Response: XV
Signatures: - -
Employee: ) Date: 5
Supervisor: _ < Date: 2
. v } 70720
(Note: Return compix. 0 the Procurement Office!

www.lexrichb.org
1020 Dutch Fork Road * Irmo, South Carolina 29063 » (803) 476-8000
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’ U LEANVMO LAY O PR ANLY CLHINNIT DY

MEMORANDUM
TO: irmo High School
, Irmo High School
FROM: Lynda Robinson, Coordinator of Purchasing Departmentp‘/
DATE: June 15, 2020

SUBJECT: UNAUTHORIZED PROCUREMENT

The attached purchase does not appear to be in compliance with the District’s Procurement Policies
and Procedures or the Procurement Code for one of the following reason(s):

(A.)  Purchases over $2,500- No Quotes Attached

(B.) Split Purchase/Circumvent Bid Process

(C:)  Items/Services Procured Prior to issuing/receiving an Approved
Purchase Order

(D) Past Due Invoices, - years 2016 & 2017

(E)  Shipped Merchandise to Home Address

In accordance with the District’s Procurement Code, the Chief Financial Officer must ratify all
Unauthorized Procurements. In order to facilitate his review and ratification, provide and explain a
brief description of the facts and circumstances surrounding this procurement. The Disciplinary
Action portion of the form is to be completed by your supervisor if the review of this information
warrants such an action. Also, describe on the attached form any steps that have been taken to

one (1) week. Once received by the Procurement Office, the form will be submitted to the Chief
Financial Officer for his approval.

Upon ratification by the Chief Financial Officer, a copy of the ratification and supporting
documents will be provided to you by the Purchasing Office for your files and the original form will
be retained in the Purchasing Office for audit purposes

(Lo
If you have any questions, please contact me at 803-476-8140. @9 / 7 / ?O‘w

Thank you in advance for your assistance in this matter.
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INVOICE

Invoice Date Benty

Jun 17, 2020 P.O. 1299
. Irmo SC 29063
Irmo High School invoice Number
6671 St Andrews Rd CM2020-0018
COLUMBIA SC 29212 Reference
QCM2018-0094
item Description Quantity Unit Price Tax Amount USD
CM: PBIS 1 Year Subscription to PBIS Module 1.00 1,599.00 7% 1,599.00
Module  including teacher point awarding,
student web app, and awards
management,
Prorated COVID-19 1.00 (319.80) 7% {319.80)
Discount
Subtotal 1,279.20
TOTAL TAX 89.54
TOTAL USD 1,368.74

Due Date: Jul 17, 2020

If you have any questions, please email us! Payment@benty.io

Thank you!

..x ______________________

AYMENT ADVICE
To:

P.0. 1299
Irmo SC 29063

e Em mw A EE Er wm S G wr mm ol e Em mm am G e e e A5 am wm v o o

Customer irmo High Schcol
Invoice Number CM2020-0018

Amount Due 1,368.74
Due Date Jul 17, 2020

Amount
Enclosed

Enter the armount you are paying above
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Purchase Order School District Five of
Lexington and Richland Counties

1020 Dutch Fork Road

No. 2005279

Irmo SC 29063
Qur purchase order number must appear on Order is to be shipped in accordance Notify us immediately if you are unable
all invoices, packages, and with prices, delivery,and specifications to ship as specified.
correspondence shown below.
P.O. Date: 06/22/2020 Questions ? {803} 476-8000 Ext: Account:
P.O. Issued To : Ship To:
Benty LLC Irmo Hir+ School
PO Box 1299
Irmo SC 29063 6671 St. Andrews Road
Columbia SC 29212
Contact: www.benty.ioterms Location: Irmo High School (803) 476-3000
Phone: (803) 216-5401 Fax: Project: Undesignated Req# 2005562
Reference: Date Required:  07/02/2020 Award Number:
Lne  Qty Unt Part# Description Account Number Unit Price  Extended  Tax Freignt
1 1 SUBSCRIPTION TG PBIS  100.114.4450000.0000.039 1,598.00 1,599.00  111.93 0.00
MODULE INCLUDING
TEACHER POINT
AWARDING, STUDENT
WEB APP AND AWARDS
MANAGEMENT
2 1 PRORATED 100.114.4450000.0000.039 -319.80 -319.80 -22.30 0.00
DISCOUNT-COVID-19
Sub-Total: 1,279.20
APPROVAL SIGNATURES: . Freight: 000
a; Tax: 89.54
‘ Total Amount: 1,368.74
Deliveries are accepted at the main office between 8:00 AM and 3.00 PM, Monday through Friday.
NOTES:
Order Via: Send to Requester
FILE COPY

Monday, June 22, 2020

Page 1 of 1
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6/29/2020 Lexington/Richland School Dist. 5 Mail - Tillmon: PBIS/Jacket Cash

-

5 Lok Amy Smith <absmith3@lexrich5.org>

HLANC HTIL

Tillmon: PBIS/Jacket Cash

1 message

. Mon, Jun 29, 2020 at 11:06 AM

It was brought to my attention by our district finance office that there was an unauthorized procurement for the Jacket
Cash reward system provided by Classroom Mosaic. A purchase order was never requested by Irmo High School for the
purchase of this program, yet we were provided an invoice on May 15, 2020.

As the PBIS lead for the 2019-2020 school year, please share with us your understanding of the procurement process as
this program cost us $1599 yet a purchase order was never requested. Also, provide us with the analytics for the overall
use of this system during the 2019-2020 school year. | ask that you submit your response to us by 4;00 P.M. on Thursday,
July 2, 2020. Thank you.

With Irmo Pride,

https://mail.google.com/mait/u/0?ik=16e902b8d 1&view=pt&search=all&permthid=thread-f%3A1670846328462445153&simpl=msg-{%3A16708463284... 1M
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UNAUTHORIZED PROCUREMENT

Date: June 29 ,2 020
School/Department: [rono_As o q A. Se. /LRJ P L
Employee:

Facts and Circumstances Surroundm the Act that the Prlce Paid is Fair and
Reasonable

) Treamm tiasg l‘rL('{—’d—/LL
/% - HAo/ [ e ear ba.\f-/l\_j
r R0j9-Roap | J

€.
rod .ﬁam Arsau.SS'etQL

Disciplinary Actions: Supervisor Response: /4 kué al w a+rn mq
o mmicnscated - i " !
Q. C.a-’p ” 52 < toritlen el .

Corrective Actions to Prevent Reoccurrence (Appropriate Procedures): Supervisor

Signatures: ' :
Employee: Date: é@é&
Supervisor: ' Date: @t 29-Zo2 D

(Note: eturr ,dmy:u},ﬂ"u .. .1etter to the Procurement Office.)
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MEMORANDUM
TO: Magnet Grant
"Magnet Grant
FROM: Lynda Robinson, Coordinator of Purchasing Department -f\-’
DATE: June 15, 2020

SUBJECT: UNAUTHORIZED PROCUREMENT

The attached purchase does not appear to be in compliance with the District’s Procurement Policies
and Procedures or the Procurement Code for one of the following reason(s):

(A.)  Purchases over $2,500- No Quotes Attached

(B.)  Split Purchase/Circumvent Bid Process

(C) Items/Services Procured Prior to issuing/receiving an Approved
Purchase Order

(D) Past Due Invoices, - years 2016 & 2017

(E)  Shipped Merchandise to Home Address

In accordance with the District’s Procurement Code, the Chief Financial Officer must ratify all
Unauthorized Procurements. In order to facilitate his review and ratification, provide and explain a
brief description of the facts and circumstances surrounding this procurement. The Disciplinary
Action portion of the form is to be completed by your supervisor if the review of this information
warrants such an action. Alse, describe on the attached form any steps that have been taken to
prevent a reoccurrence. The completed form must be returned to the Procurement Office within
one (1) week. Once received by the Procurement Office, the form will be submitted to the Chief
Financial Officer for his approval.

Upon ratification by the Chief Financial Officer, a copy of the ratification and supporting
documents will be provided to you by the Purchasing Office for your files and the original form will
be retained in the Purchasing Office for audit purposes

Cia ’ ’Lﬂ’a
If you have any questions, please contact me at 803-476-8140. 9] L4

Thank you in advance for your assistance in this matter.
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March 31, 2020

Scope of Work
To: ¢
School District Five of Lexington & Richland Counties

1020 Dutch Fork Road
Irmo, SC 29063

From:

RE: Consultation: Planning and Collaboration

Thank you for the opportunity to support your fine teachers and administrators at Nursery
Road Elementary School through planning, collaboration and classroom visits.

]UIV 23rd {Conference call)

Se pt. 19lh [Conference call}
Sept. 25"

Oct. 7*°

Oct. 8"

Nov. 11th (Conference call)
Nov. 13*

Mar. 17th {cancelled)

Cost of services: $2,400.00
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Purchase Order

School District Five of
Lexington and Rlchland Counties
1020 Dutch Fork Road
Irmo SC 29063

No. 2004792

Qur purchase order number must appear on

all invoices, packages, and

Order is to be shipped in accordance
with prices, delivery,and specifications

Nolﬁy us immediately if you are unable
to ship as specified.

correspondence shown below.
P.O. Date: 04/02/2020 Questions 7  (803) 476-8000 Ext: Account:
P.C. Issued To : Ship To:
Alston Dian L School District Five of Lexington and Ri
6 Cardigan Court
Columbia SC 29210 1020 Dutch Fork Road
Irmo SC 29063
Contact: Location: Instructional Services (803) 476-8000
Phone: Fax: Project: Undesignated Req# 2005053
Reference: Date Required:  04/16/2020 Award Number:
Line 5ty “Onit Pan# Bescriplion Account Number Unit Price  Exlended Tax F-reight
1 1 EA Planning, Collaboration, &  804.223.3120000.0000.012 2,400.00 2,400.00 0.00 0.00
School Visits - July - March
Sub-Total: 2,400.00
APPROVAL SIGNATURES: 4 Frelght: 500
& Tax: 0.00
Total Amount: 2,400.00
Deliveries are accepted at the main office between 8:00 AM and 3:00 PM, Monday through Friday.
NOTES:

Order Via:

Send to Requester

FILE COPY

Monday, June 22, 2020

Page 1 of 1
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UNAUTHORIZED PROCUREMENT

Date: le "~ 45 -2» 3—2
School/Department: V(D
Employee:

Facts and Clrcumstances Surrounding the Act that the nc Paid is Fair an

Reasonable: . . €
ol O Wi 15UVC’

R A h " eape , 2 wrhay K
Wt T

o ol nEARES
szAﬂ.fo'_gzL[ ) prNneAPG r

P ( 2 gdack o Mew2 ‘data te_ o)

Ny RTT angd Epambmf\ﬁfi) r\‘.na"t-h:_s.%ma)
: {

; _4¢IV“‘ @f family xJ o8- ANA A
‘-4:_@\0«:”25’1’ WO dJ No 0 e ~ @ 00 <t (7
Disciplinary Actions: Supervisor Response:[,_/» P ¥ Y HATANRSLS -

ﬁ Tﬁré Maenet P00 o1t ST 255, ho
( “ Y 0T
4
JLendocs Adce . withe o Pl C [ [@Cpo_ .
Corrective Act1 ns to Prevent Reoccurrence (Appropriate Procedures): Supervisor F
Response: |
- ( L) . )
-‘. Q—/\ =z 5 N _T r r%-;(ﬁ

- \ - \ motie
_ ) prioc TNV Fad
Signatures:

Employee: - Date:
F____SBD.BMSQK - _Date:_(2 ~A S ~=0 H
el10H , /

L [ J—— ote: Return cop.... ~cpw1ararand letter to the Procurement Office.)
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Write up 2005053
1 message
* «nda Robinson <fjrobins@laxncht nm~

Invoice before PO. Thanks!

Lynda Robinson

Coordinator of Purchosing

School District Five of Lexington & Richland Counties
1020 Dutch Fork Road, rmo, SC 29063

office: 803.476.8140

www.lexqichS.org

@it g
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OF LEXINGTON & RICHLAND COUNTIES

MEMORANDUM
TO: e _ ., Principal, Dutch Fork High School
- e 7, Chief Instructional Officer
FROM: Lynda Robinson, Coordinator of Purchasing Departmen
DATE: November 19, 2019

SUBJECT: UNAUTHORIZED PROCUREMENT

The attached purchase does not appear to be in compliance with the District’s Procurement
Policies and Procedures or the Procurement Code for one of the following reason(s):

(A.) Purchases over $2,500- No Quotes Attached

(B.)  Split Purchase/Circumvent Bid Process

(C.)  Items/Services Procured Prior to issuing/receiving an Approved
Purchase Order

(D)  Purchased Flowers/Plant for Employee with Visa Card

(E)  Purchased Items Shipped & Billed to Home Address

In accordance with the District’s Procurement Code, the Chief Financial Officer must ratify
all Unauthorized Procurements. In order to facilitate his review and ratification, provide
and explain a brief description of the facts and circumstances surrounding this
procurement. The Disciplinary Action portion of the form is to be completed by your
supervisor if the review of this information warrants such an action. Also, describe on the
attached form any steps that have been taken to prevent a reoccurrence. The completed
form must be returned to the Procurement Office within one (1) week. Once received by the
Procurement Office, the form will be submitted to the Chief Financial Officer for his
approval.

Upon ratification by the Chief Financial Officer, a copy of the ratification and supporting
documents will be provided to you by the Purchasing Office for your files and the original
form will be retained in the Purchasing Office for audit purposes

If you have any questions, please contact me at 803-476-8140. \20,1..!44

Thank you in advance for your assistance in this matter.
2 21070

www.lexrich5.org
1020 Dutch Fork Road « Irmo, Scuth Carolina 29063 - (803) 476-8000
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SPSEU22  RICHLAND COUNTY SHERIFF'S DEPARTMENT
e N Attn: SIGNAL 30

-

/ %:5%? N 5623 Two Notch Road

L Columbia, South Carolina 29223

Bill To
Rtuut'lc? FM‘ HS Invoice Number 11098
1400 Old Tamah Road

Irmo, SC, 29063 Date 11/12/12019

DESCRIPTIONLOCATION " DUEDATE
Homecomimg Dance 1127720149

Date Description Houwrs Rate Amount
9128 - 10/25/2019 Security 10.60 $45.00 $472.50

Total $472.50

PLEASE SEND PAYMENTS TO;
Richland County Sheriff Depattment
Attn: SIGNAL 30

5623 Two Notch Road

Columbia, South Carolina 20223

For billing inquiries call (803) 576-3146

h
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Dutch Fork HS - Homecoming Dance

T DETAIL FORM

DATE WK IN Out TOTAL
10/1972019 19:00 22:30 3.50
10/19/2019 18:00 22:30 3.50
10/15/2018 19:00 22:30 3.50

10.50
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School District Five of
Lexington and Richland Counties

1020 Dutch Fork Road
Irmo SC 29063

Purchase Order

No. 2002923

Our purchase order number must appear on Order is to be shipped in accordance

Nctify us immediately if you are unable

alt invoices, packages, and with prices, delivery,and specifications to ship as specified.
correspondence shown below.
P.0. Date: 11/19/2019 Questions ? (803} 476-8000 Ext: Account:
P.Q. Issued To : Ship To:
Richland County Sheriffs Dept Dutch Fork High School
ATTN SIGNAL 30 Attn:
5623 TWO NOTCH ROAD 1400 Old Tamah Road
COLUMBIA SC 29223 Irmo SC 29063
Contact: Location: Dulch Fork High School (803) 476-3300
Phone: Fax: Project: Undesignated Req# 2003091
Reference: Mewborne Date Required:  11/29/201% Award Number:
Lne Oty Unt Pa# Description Account Number Unit Price . Extended Yax  Freght
1 11 EA Homecoming dance security 727.271.6600000.1220.051 472.50 5,197.50 0.00 0.00
Sub-Total: 5,197.50
APPROVAL SIGNATURES: ¢ Freight: 500
Q Tax: 0.00
' Total Amount: 5,197.50
Deliveries are accepted at the main office between 8:00 AM and 3:00 PM, Monday through Friday.
NOTES:
Order Via: Email
FILE COPY

Tuesday, November 19, 2018

Page 1 of 1
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OF LEXINGTON & RICHLAND COUNTIES

UNAUTHORIZED PROCUREMENT
Date: f;éﬁg/ /{7

School/Department:
Employee:

Facts and Circumstances Surrounding the Act that the Price Paid is Fair and

Reasonable: -
%A/I}hm%!, ov/ SROxF JSecus<  0nNc aJA +m\
a . y (%) ;

Disciplinary Actions: Supervisor Response:

Corrective Actions to Prevent Reoccurrence (Appropriate Procedures):

Supervisor Response: 1= [Kinibyules (Ol Ao ECK KO v,

g /

o a Tt “f’m SRA Ard e hay Ass
A 2 L A

Signatures: N / /
Employee: Date: / ; ﬁ { / ?
Supervis Date:

(Note: Return comrpleted 10rm auu av..-. v the Procurement Office.}

www lexrich5.org
1020 Dutch Fork Road ¢ Irmo, South Carolina 29063 + (803) 476-8000
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Richland County Sheriff’s Department

LEON LOTT
Sheriff

July 18, 2019

TO WHOM IT MAY CONCERN:

The Richland County Sheriffs Department administers the Special Duty program which allows
Sherift’s Deputies to assist the community by providing security, crowd control, uniformed law-
enforcement presence, or traffic control for businesses, religious organizations, private

individuals, or social/community events. The Special Duty progrem is authorized by Richland
County Council,

This letter is to inform you that effective July 1, 2019, the fee charged for Special Duty Services
will increase from $40.00 an hour to $45.00'an hour. The increase in cost is necessary to offset
costs associated with the use of county equipment, personnel, and administrative costs necessary
to provide this service to the community.

Enclosed please find a new Agreement for Special Duty Law Enforcement Services. The
Agreement must be completed and submitted to the Richland County Sheriff’s Department prior
to August 10, 2019 to avoid a lapse in service. Please mai the new Agreement to:

Richland County Sheriff’s Department
Attention: ™ " T -

5623 Two Notch Roaa

Columbia, South Carolina 29223

If yop have uestions please do not hesitate to contact Special Duty Assignments Accountant
Bobbie Stor, 803-576-3146.
Si rely( /

o

Uhe}iff'T

LL:swp

Enclosure

53623 Two Notch Road « Columbia, South Carolina 29223
Office: (803) 576-3000 Fax: (803) 576-3197
WWW.RCSD.NET
SHERIFF@RCSD.NET
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OF LEXINGTON & RICHLAND COUNTIES

MEMORANDUM

TO:
FROM: Lynda Robinson, Coordinator of Purchasing Department
DATE: November 27, 2019

SUBJECT: UNAUTHORIZED PROCUREMENT

The attached purchase does not appear to be in compliance with the District’s Procurement
Policies and Procedures or the Procurement Code for one of the following reason(s):

(A.))  Purchases over $2,500- No Quotes Attached

{(B.)  Split Purchase/Circumvent Bid Process

(C.) Items/Services Procured Prior to issuing/receiving an Approved
Purchase Order

(D)}  Purchased Flowers/Plant for Employee with Visa Card

(E)  Shipped Purchased items to Home Address

In accordance with the District’s Procurement Code, the Chief Financial Officer must ratify
all Unauthorized Procurements. In order to facilitate his review and ratification, provide
and explain a brief description of the facts and circumstances surrounding this
procurement. The Disciplinary Action portion of the form is to be completed by your
supervisor if the review of this information warrants such an action. Also, describe on the
attached form any steps that have been taken to prevent a reoccurrence. The completed
form must be returned to the Procurement Office within one (1) week. Once received by the
Procurement Office, the form will be submitted to the Chief Financial Officer for his
approval.

Upon ratification by the Chief Financial Officer, a copy of the ratification and supporting
documents will be provided to you by the Purchasing Office for your files and the original
form will be retained in the Purchasing Office for audit purposes. A second violation by
your school/Department within a one-year period will result in the suspension of your card

for thirty days. o
If you have any questions, please contact me at 803-476-8140. ‘:"J
& 20
4
Thank you in advance for your assistance in this matter. 1 ll"h e
o
SR e &
+ w
by ot
o<’

www.lexrich5.org
1020 Dutch Fork Road » lrmo, South Carolina 29063 « (803) 476-8000
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i OF LEXINGTON &
A RICHLAND COUNTIES

G

Authorization for Visa Purchase

School/Department: P /ﬁﬂ/)lﬂ_{’ + ﬂg_,/m .'Qt’ségﬁmj - /7/4740'3}

Requestor Name(Print)

Purchase Not to Exceed $ /24.9/ /

No Single Purchase to ExceedR2,500—

/.3/. /P

Authorized Signature(s)

- L

Signature of User

Date of Purchase ('Ol\ |(n‘l 1V Place of Purchase LA I l[ﬂﬂ )j’_j

Charge of Accounts:  Subject to Use Tax [

[00-390- Y/00p00. 0020, 0I& 4)36. 9

] |
—

These funds were used for: Total :F l&b ? q |
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TR (21,721 unread) - ¢

‘ L ‘)(L\. Sone s i OL,{:__, (

Find messages, documents, photos or people hd

Order received, Arviv

¢ Back 4w W wp B8 archive  BX Move T Delete  €F Spam  ses ¥ X &
=T wYdRai LBl IS vare 1ediit
it Order #: 5601940-858119 &
53 o
B
Inbox 999+
U d '
free Ships from Dasher Products
Starred
Drafts
Sent Arrives between Shipping to
Archive )

Fri, Oct 18 and Mon, Oct 21
Spam We'll send an email with tracking info %/ I’IO-YY"(’; AC/Jrgs S
———

when your order ships.

Trash
~ Less
Views Hide Item Qty Total
B Photos Slant Back Acryfic $lgn Holder, 8,5 x 11.inches Economy Portrait = 4 - $111.96
B Documents Ad Frames, Perfect for Home, Office, Store, Restaraunt (6 Pack).
, $27.99
8\ Deals
=] Receipts
@y Groceries
¥ Travel Order summary
Folders Hide
Order subtotal: $111.96
+ MNew Folder
Walmart shipping FREE
Notes
Dasher Products shipping ) . $5.99
Total tax: $8.96
Order total: $126.91

hitos-/imail vahnn camidifolders/1/mrssanes/1116838%anca refarrar=aHROCHMG! v3sh 2dohiS S YiWhvheSib20v&auce referrer SiIa=AQAAAHOftv-wwhivl, . 1/1
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10/16/2019 (21,127 unre=~"
D ] . — —] N
P(Lu‘: cvu‘-‘(_f_ L Gu_,(
Find messages, documents, photos or people A
Order received. Arrivi
Compe ¢ Back M @ = il Archive B3 Move T Delete  €) Spam  eee v X ﬁ'
= T PV icH WUDIWINGE e e TCallT
Order #: 56(1940-858119 =
(%]
2
Inbox 999+
U d .
nrea Ships from Dasher Products
Starred
Drafts
Sent Arrives between Shipping to
Archive .
Fri, Oct 18 and Mon, Oct 21 )
Spam We'll send an email with tracking info = —' . AJJ Fess
T when your order ships. ™ l ome
rash
~ Less -
Views Hide ltem Qty Total
B Photos Slant Back Acrylic Sign Holder, 8.5 x 11.Inches Economy Portrait 4 $111.96
B Documents Ad Frames, Perfect for Home, Office, Store, Restaraunt (§ Pack).
, $27.99
3\ Deals
B Receipts
& Groceries
w Tavel Order summary
Folders Hide
Order subtotal; $111.96
+ New Folder
Walmart shipping FREE
Notes
Dasher Products shipping $5.99
Total tax: $8.96
Order total: $126.91

hitps:/imail yahoo.com/dffolders/t/messages/1116367guce_referrer=aHROcHM6Ly9sb2dpbiSSYWhvby5ib20v&guce_referrer_sig=AQAAAHQfty-yyhvl. ..
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district five

OF LEXINGTON & RICHLAND COUNTIES

UNAUTHORIZED PROCUREMENT

Date: / ;//3 / g "
School/Department: - Nl

Emplovee: g

Facts and Circumstances Surrounding the Act that the Price P%s Fair and
Reasonable: — ya) ,
T s enlkii £ s
-~ 4, |
At 5 S SAE S deds v T~
a /]
CANL S an T Y LA g AASIE ﬁ
-~ 7
LlL pgpnts  AQLA/TEE S,

Disciplinary Actions: Supervisor Response:
P | Y
. /J‘WW el /

£ e rr

/ - —r

T
WAVES XV W T ZD

Corrective Actions to Prevent Reoccurrence (Appropriate Procedures):

Supervisor Response: - pa
ICENS b ) [t i snzfzfj
7.4

Aplrciid —parnnl’ Hreocs
o/l (25 L Seecaa €l
TECALLNN Qoo od ASEA .
T = 7

Signatures:
Employee: . ) . Date: /"1'// 5/’9
Supervisor: _ Date: /z:23./

(Note: Keturn compic., rorm and letter to the Procurement Office.)

www.lexrich5.org
1020 Duich Fork Road ¢ Irmo, South Carolina 29063 « (803) 476-8000
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listrict five

OF LEXINGTON & RICHLAND COUNTIES

MEMORANDUM

TO: Office of Planning & Administration
FROM: Lynda Robinson, Coordinator of Purchasing Departmenq\/
DATE: November 27, 2019

SUBJECT: UNAUTHORIZED PROCUREMENT

The attached purchase does not appear to be in compliance with the District’s Procurement
Policies and Procedures or the Procurement Code for one of the following reason(s):

(A.)  Purchases over $2,500- No Quotes Attached

(B.)  Split Purchase/Circumvent Bid Process

(C.)) Items/Services Procured Prior to issuing/receiving an Approved
Purchase Order

(D)  Use Visa Card for Hotel Stay for Employees

(E) Paid Past Due Invoice with Visa Card

In accordance with the District’s Procurement Code, the Chief Financial Officer must ratify
all Unauthorized Procurements. In order to facilitate his review and ratification, provide
and explain a brief description of the facts and circumstances surrounding this
procurement. The Disciplinary Action portion of the form is to be completed by your
supervisor if the review of this information warrants such an action. Also, describe on the
attached form any steps that have been taken to prevent a reoccurrence. The completed
form must be returned to the Procurement Office within one (1) week. Once received by the
Procurement Office, the form will be submitted to the Chief Financial Officer for his
approval.

Upon ratification by the Chief Financial Officer, a copy of the ratification and supporting
documents will be provided to you by the Purchasing Office for your files and the original

form will be retained in the Purchasing Office for audit purposes M

If you have any questions, please contact me at 803-476-8140. \11;;0

1v
Thank you in advance for your assistance in this matter. "&

www.lexrich5.org
1020 Dutch Fork Road * Irmo, South Carolina 29063 » (803) 476-8000
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Authorization for Visa Purchase

School/Department: P 1anning & Administration

Requestor Name(Print,
Purchase Not to Exceed $ 252.00 /
No Single Purchase *- ©  -ed $2,500 | 3 / 9
O/

Authorized Signature(s) /

/ \

e/

e "

Signature of User

- :
1 M 7/ 19 Place of Purchase Hilton

Date of Purchase

Charge of Accounts:  Subject to Use Tax [

100.221.3320000.0000.006 §252.00

_;%

These funds were used for: Total | $252.00 “

Advance deposit for hotel for SCASA conference 2020 |
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HILTON MYRTLE BEACH KINGSTON PLANTATION
10000 BEACH CLUB DRIVE
MYRTLE BEACH, SC 29572
United States of America
TELEPHONE B43-449-5000 +FAX 843-497-01€8

HOTELS & RESORTS Reservations
www.hilton.com or 1 800 HILTONS
Room No: K1RV
Arrival Date: 6/21/2020 12:00:00 PM
1020 DUTCH FORK ROAD Departure Date: 6/24/2020
AdultChild: 110
IRMO SC 29063 Cashier ID: SDELOACH13
UNITED STATES OF AMERICA Room Rate: 219.00
AL:
HH #
VAT #
Folio No/Che 1082992 A
Confirmation Number: 3153039845
HILTON MYRTLE BEACH KINGSTON PLANTATION 10/24/2019 3:58:00 PM
[DATE |oEscriPTION [ o [ refno | cHARGES |  cCReDIT | BALANCE |
10/17/2019  Advance Deposit VS *5596 TWILLIAM 5334317 ($252.00)
*“BALANCE** ($252.00)
CREDIT CARD DETAIL
APPR CODE 067352 MERCHANT ID 185975
CARD NUMBER vs* EXP DATE 0823
TRANSACTION ID 5334317 TRANS TYPE Sale
Page:1
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15 District

[ Five oot .

Fwd: Your Jun-21-2020 Confirmation #3153039845
- - Wed, Oct 16, 2019-at 1:10 PM

To:
FYI

-==-n----- Forwarded message -——--—
From: Hilton Hotels & Resorts Confirmed <noreply@hd .hilton.com>

Date: Wed, Oct 16, 2019 at 1:04 PM
Subject: Your Jun-21-2020 Confirmation #31 53039845

To: 1 R

ap) ANy

Hilton O Points / Member

WAL L LiADaE

Remember you earn even more points
when you use your Hilton Honors American Express

Card on eligible Hilton purchases.
Terms apply

See you soon, .
Your reservation for Jun-21-2020 has been confirmed.

Confirmation #3153039845

Hilton Myrtle Beach Resort

10000 Beach Club Drive
Q Myrtle Beach SC 29572-5304 US ‘ : 18434495000

Maps & Directions >>
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2 SUN ‘2 WED
JUN 3N|ghts JUN

Checkin. 4.00PM Check Out: 1:00 AM

@™ Addto Calendar

Your Room Information

Guests: 1 Adult
Rooms: 1
Room Plan: PARTIAL OCEANVW- 2 DBLBEDS
Upgrade your room for only $9 more a night. UPGRADE »

Your Rate Information SC ASSOCIATION OF SC

Rate per night

Jun-21-2020 - Jun-24-2020 219.00 USD
Total for Stay per Room Rate 657.00 USD
Taxes 81.00 USD
Resort Charge 18.00 USD
Total price for Stay 756.00 USD

\ Modify Your Reservation >>

T Your Stay Beneflits 1 Explore Dining

. Your On Site Amenlties @ Explore Nelghborhood
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Was this email helpful? Rate this email.

L conmno conopy” St i L B eur B moto Bt 63 @) 0 veng s
[Hitign)

Please do not raply to this email, as mall sent to this address cannot be answered. If you have questions please visi our Customer Support page and
select the apphcable contact method,

Disclaimer: Room interior varies by hotel and the room booked may differ from room shown in this email.

*Stardard Wi-Fi is free for Hilton Honors members, Premium, if avallable, has a fee (except for Diamond members). Wi-Fi access is not free in meeling spaces
or at properties with a resort charge.

** Sarvice of alcoholic beverages Is subject to state and kical laws. Must be of legal drinking age. Hilten Requests Upon Amival{TM) items are subject o
availability.

1 Visit Hilton.comfguarantee 1o leam mora about cur Best Price Guarantee.

Using a debit/credit card to check in? A hold may be placed on your card account for the full anticipated amount to be owed to Ihe hotel, including estimated
incidentals, through date of check-out. Holds may not be released for 72 hours from date of check-out or longer at the discretion of your card issuer. Click here if
you need to modify or cancel your reservation.

Any change to your arrival or depariure date or room type is subject to hotel avsilability and may result in a possibie rate change or additional fee. Changes also
may not be possible at a later date, Please click here to see all rules and restrictions.

This massage and any attachments may contain confidential information. If it has been sent to you in efror or if you have questions regarding your reservation,
please contact Hilton Reservalions and Customer Care at 1-800-4HONORS (446-6677), or click here.

Hilton Honors ™ membership, including the eaming and redemplion of Points, is subject to Hition Honors Terms and Conditions.

This email advertisement was delivered to mrhamis@lexrich5.org. Click here o unsubscribe. Unsubscribing from all markeling emails will prevent you from
receiving news, offers and information from us. You can continuae to check your account by logging into your profile or by calling 1-800-4HONORS. Outside the
United Stales and Canada, please dial + 800 44 45 88 67 for assistance.

© 2019 Hilton |™ indicates a trademark of Hilton Domestic Operating Company Inc. or its subsidiaries | Prvacy Policy
Hilton Reservations and Customer Care | 2050 Chenault Drive | Carroliton, Texas 75006, USA
2019_R03_B02_NMK_OTR_V33_MULTIBR_H03_ML

School Dlstric; Fiva af 1 avinoron & Richland Counties
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-5 District
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Authorization for Visa Purchase

School/Department; P lanning & Administration

Requestor Name(Print,
Purchase Not to Exceed $ 252.00 /
No Single P--~~hage to[Excen" €2,500 .
/O30T
Authorized Signature(s) _
P

Signature of User__

1 6/ 1 7/ 1 9 Place of Purchase Hilton

Date of Purchase

Charge of Accounts: Subj_e_ct to Use Tax [J

100.221.3320000.0000.006 $252.00

These funds were used for: Total | $252.00
Advance deposit for hotel for SCASA conference 2020 |
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Hilto

@

HILTON MYRTLE BEACH KINGSTON PLANTATION
10000 BEACH CLUB DRIVE
MYRTLE BEACH, SC 28572
United States of America
TELEPHONE 843-449-5000 « FAX 843-497-0168

HOTELS & RESORTS Reservations
www hilton.com or 1 800 HILTONS

Room No: {DZRP

Armival Date: 6/21/2020 12:00:00 AM
1020 DUTCH FORK RD Departure Date: 6/24/2020

Adul/Child: 1/0
IRMO SC 29063 Cashier 1D: SDELOACH13
UNITED STATES OF AMERICA Room Rate: 219.00

AL:

HH #

VAT #

Folic No/Che 1082994 A
Confirmation Number: 3153200617
HILTON MYRTLE BEACH KINGSTON PLANTATION 10/24/2019 3:56:00 PM
[DATE |pEScrIPTION [ o [ rerno | cHArRGES | cREDIT | BALANCE |
10/17/2019  Advance Deposit VS *5596 TWILLIAM 5334318 ($252.00)

**BALANCE"* ($252.00)
CREDIT CARD DETAIL
APPR CODE 033698 MERCHANT ID 185975
CARD NUMBER VS EXP DATE 0823
TRANSACTION 1D 5334318 TRANS TYPE Sale
Page:1
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- 1 OF LEKINGT
WP FIVe e B

Your Jun-24-2020 Confirmation #3153200617

Hilton Hatels & Resnrts Confirmed <no "4 hilton.com> Thu, Oct 24, 2019 at 3:56 PM

D Join Hilton Honors e

Hilton Get instant benefits by joining — for free.

Ot A dluOale

Remember you earn even more points
when you use your Hilton Honors American Express

Card on eligible Hilton purchases.
Terms apply

See you soon,’
Your reservation for Jun-21-2020 has been confirmed.
Confirmation #3153200617

Hilton Myrtle Beach Resort

10000 Beach Club Drive
Myrtle Beach SC 29572-5304 US g 18434495000
Maps & Directions >>

SUN ¢ WED
2130 ,.L . |24

CheckIn: 4.00 PM Check Out: 11:00 AM
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“% Add to Calendar

Your Room Information

Guest Name: :
Guests: 1 Adult

Rooms: 1
Room Plan: PARTIAL OCEANVW- 2 DBLBEDS
Upgrade your room for only $9 more a night. UPGRADE »

Your Rate Information SC ASSOCIATION QOF SC

Rate per night

Jun-21-2020 - Jun-24-2020 219.00 USD
Total for Stay per Room Rate 657.00 USD
Taxes 81.00 USD
Resort Charge 18.00 USD
Total price for Stay 756.00 USD

\ Modify Your Reservation >>

D Your Stay Benefits 1 Explore Dining

[_] Your On Site Amenltles @ Explore Nelghborhood



jmabie
Pencil


.}
. \‘A}-.?{
district five

OF LEXINGTON & RICHLAND COUNTIES

UNAUTHORIZED PROCUREMENT

Date: /2*&’/? ' .
School/Department: ATV stoat +, O§Ce.
Employee:

Facts and Circumstances Surrounding the Act that the Price Paid is Fair and

Reasonable:
teded Jro [latie m?ms Cor  SCASA and the
[ : { &, ) 4

4 . ’
o heloce ho-hl wigs beoked
Lnce {C 4.\
resgened goams ypdec  eacn  addendipt Lor
non-afrmc(

Disciplinarv Actions: Supervisor Response:

A - N -

TATF TR comfliteart o0 PLrrdE Seael, SC-
(Do e oo I Fgleli Al o7 )] (i P
Aﬁwaﬂkd%

Corrective Actions to Prevent Reoccurrence {( Appropriate Procedures):

Supervisor Response:
QMVGSF(J C&MW /;’-ﬂ-ac/

Signatures: - 7
Employee: ‘ . Date: /26T

Supervisor: Date: A;Z_ﬁ_,ZA 4

(Note: Retu... ...upleted forn~and lejter to the Procurement Office.)

www.lexrich5.org
1020 Dutch Fork Road « Irmo, South Carolina 29063 » (803) 476-8000
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OF LEXINGTON & RICHLAND COUNTIES

MEMORANDUM
TO: __~ing Hill High Schoel
-«apal, Spring Hill High School
. .. Y N
FROM: Lynda Robinson, Coordinator of Purchasing Department '-}/
DATE: October 7, 2019

SUBJECT: UNAUTHORIZED PROCUREMENT

The attached purchase does not appear to be in compliance with the District’s Procurement
Policies and Procedures or the Procurement Code for one of the following reason(s):

(A.)  Purchases over $2,500- No Quotes Attached

(B.) Split Purchase/Circumvent Bid Process

(C.) Items/Services Procured Prior to issuing/receiving an Approved
Purchase Order

(D) Purchased Flowers/Plant for Employee with Visa Card

(E)  Purchased Items Shipped & Billed to Home Address

In accordance with the District’s Procurement Code, the Chief Financial Officer must ratify
alt Unauthorized Procurements. In order to facilitate his review and ratification, provide
and explain a brief description of the facts and circumstances surrounding this
procurement. The Disciplinary Action portion of the form is to be completed by your
supervisor if the review of this information warrants such an action. Also, describe on the
attached form any steps that have been taken to prevent a reoccurrence. The completed
form must be returned to the Procurement Office within one (1) week. Once received by the
Procurement Office, the form will be submitted to the Chief Financial Officer for his
approval.

Upeon ratification by the Chief Financial Officer, a copy of the ratification and supporting
documents will be provided to you by the Purchasing Office for your files and the original
form will be retained in the Purchasing Office for audit purposes. A second violation by
your school within a one-year period will result in the suspension of your card for thirty
days. (

If you have any questions, please contact me at 803-476-8140. F'IM:)A

Thank you in advance for your assistance in this matter. (/

www.lexrich5.org
1020 Dutch Fork Road * Irmo, South Carolina 29063 « (803) 476-8000
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s OF LEXINGTON &
RICHLAND COUNTIES

Authorization for Visa Purchase

Spring Hill High School

School/Department:

!
Requestor Name(Print)

Purchase Not to Exceed $

No Single Purchase to Exceed $2,500

Authorized Signature(s)

Signature of Use~ _ .

N { / 29/ 1 g Lake Murray Flower Shop

Date of Purchase Place of Purchase

Charge of Accounts: _Subject to Use Tax [J

734 271 6600000 1010 057 | $52.80

These funds were used for: Total $52 .80

Flowers for Staff Member - Loss of Familiy Member
()

{ ,mi‘) lm! €4
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ti29f2n8 Laxington/Richland School Dist. 5 Mail - Lake Murray Flower Shoppe: New Order # 100006308

L R ]

INGTON I
AND COUNTIE

Lake Murray Flower Shoppe: New Order # 100006308

1 message

Lake Murray Flower Shoppe <no-reply@floranext.com> Mon, Jul 29, 2019 at 1:01 PM
Reply-T- * " ~~urrayflowershonpe@yahoo.com

To: |

Flohey Shoppe

Thank you for your order
from Lake Murray Flower Shoppe!

Order Placed On:

July 29, 2019

Qty Subtotal
Green Plants 1 $40.00
Dieffenbachia and Warneckii plants pictured. Price for
each plant. Plants will vary by ...
Product ID: 1622
Subtotal $40.00
Delivery Charge $10.00
Tax $2.80
Grand Total $52.80

Order Details

Sender Information
Spring Hiil High School

https://mail.google.com/mailiu/07ik=8393df314e&view=ptdsearch=all&permthid=thread-f%3A164041 2925523482884%7Cmsg-%3A16404129259234... 1/2
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7/29/2019

#

Lexington/Richland School Dist. 5 Mail - Lake Murray Flower Shoppe: New Order # 100006308

11629 Broad River Road
Chapin, South Carolina 29036
United States

803-476-8711

Delivery To

Delivery Date July 30, 2019

Card Message May you feel the love and support of your Spring Hill
family during this difficult time.

Delivery Type Delivery

Payment Method Credit Card

Credit Card Type:  Visa
Credit Card Number: xx

Lake Murray Flower Shoppe
111 Lexington Avenue Chapin SC 29036, 803-932-7001
lakemurrayflowershoppe@yahoo.com

hitps://mail.google.com/mail/0?ik=8393df314efview=ptésearch=all&permthid=thread-1%3A1640412925923482884%7Cmsg-{%3A16404129259234. .. 2/2
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UNAUTHORIZED PROCUREMENT

Date: I-4-19
School/Department: Sdus
Employee:
Facts and Circumstances Surrounding the Act and Documentation that the Price Paid is Fair
and Reasonable: Employee: 1. MQ;Z E,EEEH E ,Eéad QEEKS Lrom the
hool 40 D) OUAr SUPP ring a hme 0 'ed for QAn
emmpleL I wa naware Q e e tha ould noy
- e 2010 Itb {/ l_.‘;“ /| X O S

Disciplinary Actions: Supervisor Response:
one ab bhis Hme - +his was done Drior +v understending that
“TH X0 0” L 0wld not  he J d +7 his Quwrpo

Ce-~~~tive A~tigns to Prevent Reoccurrence (Appropriate Procedures): Supervisor Response:
7 Qway ¢ 7 3h QNN Qurcs LY dA
L/ f el ol's Fd I 151NG [hE A DD Iner) [

Signatures: i —
Employee: ) Date:_ [{-4-{9

Supervisor: _ Date:

(Note: Return completed form to the Procurement Office.)
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. district five

| I OF UBUNGTON & MCHLAND COUNTIES

TO: T v, Spring Hill High School
L . Spring Hill High School
1 ', Lmef Instructional Officer
FROM: Lynda Robinson, Coordinator of Purchasing Department 4'*/
DATE: . September 13, 2019

/
SUBJECT: UN?LUTHORIZED PROCUREMENT

The attached pu‘r/ehase does not appear to be in compliance with the District’s Procurement
Policies and Procedures or the Procurement Code for one of the following reason(s):

(A)  Purchases over $2,500- No Quotes Attached

(B.) Split Purchase/Circumvent Bid Process

(C.) ItemsISemces Procured Prior to issuing/receiving an Approved
' Purchase Order -

(D)  Last Year (2018) Invoices h

(E) Purchased Flowers for Staff using Visa Card

In accordance with l;he District’s Procurement Code, the Chief Financial Officer must ratify
all Unauthorized Procurements. In order to facilitate his review and ratification, provide
and explain a brief description of the facts and circumstances surrounding this
procurement.. The Disciplinary Action portion of the form is to be completed by your
supervisor if the review of this information warrants such an action. Also, describe on the
attached form any s{eps that have been taken to prevent a reoccurrence. The completed
form must be returned to the Procurement Office within one (1) week. Once received by the
Procurement Ofﬁee,I the form will be submitted to the Chief Financial Officer for his
approval. '

Upon ratification by, the Chief Financial Officer, a copy of the ratification and supporting
documents will be provided to you by the Purchasing Office for your files and the original
form will be retamed in the Purchasmg Office for audit purposes.

' I
If you have any questmns in regard to this request, please contact me at telephone number
476-8140. !

|
|

. I
Thank you in advance for your assistance in this matter. é; J‘t"‘i

www.lexrich5.org
1020 Dll.ltch Fork Road * Irmo, South Carolina 25063 * (803) 476-8000



jmabie
Pencil


-7 :

r

aistrict Tive

G LEAING TON & reCnLAanl COuntifies

Authorization for Visa Purchase

SehoolDepatument: SPing Hill High School
|

Requestor Name(Print)
Purchase Not'; to Exceed $
. ; ' No Single Purchase to Exceed $2,500
Authorized Signature(s)__ |
: : !
Signature of Use~ )
Date of Purcha.!l;e 7! 1 79 Place of Pu‘rchase American Floral

Charge of Acct?)unts: Subject to Use Tax O

734 271 6600000 1010 057 L
These fun:ds were usc;d for: Total | $82.82

Flowers fof SHHS faculty who had death in family
, Smp by ee



jmabie
Pencil


TH7/2018 J
[ :

d

District
Five oo

]
Lexington/Richland School Dist. 5§ Mail - American rloml: New Order # 100027844

American Floral: New Order # 100027844

1 message

American Floral <orders@floranext oorn>

To: T

LTSI Vg

!
Thank you for your order from Amedcan Floral. If you have any questions about your order please contact us using the

Order #100027844

Contact Us link on our website or call us at 803-732-7950.
Your order confimation is below Thank you agaln for your business.

Billing Information:

"

|

_

hﬂp&:Ilmall.googla.coml'mailfuIO?ik=8393df3"Moﬁviawépi&search=all&parmtl'lld=thread-ﬂ$3l\1 639312474947118589%7Cmsg-{%3A16393134749471...

Delivery Information:

Item -
lum Plant

A PP TS

Card Message
Message:

|
i
!
)
]
I

+— — —-—— -
H

Qd

takeo;

—————— ’.8

! gmj) [.n{e €.

rder

Payment Method:

Credit Card

Credit Card Type: Visa
Credit Card Number: 000(-
Name on the Card: A

Order Date:

Delivery Date: July 20, 2019
Delivery Type: Delivery

Qty
1

Delivery Charge
! Tax
Service Charge
Grand Total

May you feel the love and support of your Springhill Family

Thank you, American Floral

- Subtotal

Wed, Jul 17, 2019 at 9:45 AM

Subtota,' '
$60.00

$60.00
$15.00
$5.42
$2.40
$82.82

1M
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.‘l 01072019 ) ’ Lexngton/Richland School Dist. 5 Mail - Pupll Account

& oo - : . |
@ District
I Five soomas,., . | -

Pupil Account
5 messages \

Wed, Aug 14, 2019 at 8:58 AM

-

SHHS would like to add a "Hospitality” pupil account. It would be used for monies
donated by staff members tol pay for things like flowers for a staff member's family
member who has passed. It is strictly voluntary to participate.

Please let me know if you need further information.
Thank you, : l

Fri, Aug 16, 2019 at 12:34 PM

| have set up a modifier of 1 OQOEIn pupil ‘activity for you to use. butitis called Faculty fund.

A .
School District Five of Lexington and Richland Countles
1020 Dutch Fork Road

Irmo. SC 29063 |

On Wed, Aug 14, 2019 at 8:59 AM Laura Johnson <lijohnso@lexrich5.org> wrote:
SHHS would like to add a "Hospitality" pupil account. It would be used for monies

donated by staff mem:bers to pay for things like flowers for a staff member's family
member who has passed. It is strictly voluntary to participate.
Please let me know lf 'you need further information.

Thank you, :

hnps:ﬂmall.google.mmfmalllulO?ik-antﬂ260c&view_=pt&search-all&pennmld=lhread-a%3Ar4886015086620841103&dsql=1&slmp!=msg-a%3ﬁr—58... /4
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N 40090/2019 ' !
;14768714 i

! Lexington/Richland School Dist. § Mail - Pupll Account

Thank you so muchl '

On Fri, Aug 16, 2019 at 12:35 PM Leann London <llondon@lexrich5.org> wrote:

I have set up a modifi ler of 1090 in pupil activity for you to use. but it is called Faculty fund.

School District Five of Lexington and Richland Counties
1020 Dutch Fork Road
trma. SC 29083

-4

On Wed, Aug 14, 2018 at 8; 59 AM Laura Johnson <lljichnso@lexrich5.org> wrote:

Please let me know;if you;need further information.
Thank you, . :

]
] . 1

SHHS would like to add a "Hospitality" pupil account. It would be used for monie
donated by staff members to pay for things like flowers for a staff member's fam
member who has passed, It is strictly voluntary to participate.

Fri, Aug 16, 2019 at

12:35 PM

S

----—-— Forwarded messag:_e —_—

Dees vee .- ‘dg 14. LU o e Ol -Iuﬂ

Thu, OCct 10, 2018 at 1ﬁ

):50 AM

https:llmail.google.ccnﬂmillum?ihanc?aZBO_c&view=pt&saarch=al|&pennthld=lhroad-a%3Ar4886015086620541103&dsqt=1&simp|=msg—a%3Ar—!L6... 214
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Date:
School/Department:
Employee: -

Facts and Circumstances Surronngh’ng the Act and Documentation that the Price Paid is Fair |
and Reasonable: Employee: T used +he frotremen tard 4o send

Clowers 40 Qr

 erployce 4 Ocknowledq
ramily The § 3:[@.‘ was i:g,k_-r\a Dlnra in 3 da_uﬁ and
Wos out of Pwn. T was undware that T Gould not
+ + hl§ Qurpasc

(0.11-18  (recejred in office on (0-9- l‘D
_S_DLML B gl School

e Q death in the,

_D.ism'ghmAQﬁmmMmmx_&?ul—_&J_hf ime. A Ehgne.-
boll was made to %ng_e. b clarify poscedures. SHHS hos
g faoul by Fun 4 +hat 3! lgr +hi &
ch e.l-
o_,_shms_-l:bn_l—_w;_mce_unaul&c&_&\ﬁ'___
we ¥y worrremment Palicy .
Correctwe Actions to Prevent Reoccurrence (Appropriate Procedures): Supervisor Response:
ice P o (hief of Tnshruchan, We did
the .0660unt set P Oannok be.
L r Y [

g6f Llowers m

e belore we received this nokice +hat we

are. not _allewe d

in umprncwomm4 Carvd

Signatures:
Employee:
Supervisor:

{Note:

) Date: _l0-1p-(4
Date: '/U//‘{/'I?

Rétu‘;‘n con{lpl,etegl form to the Procurement Office.)

'
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district five

OF LEXINGTON & RICHLAND COUNTIES

MEMORANDUM
TO: i . Y, Facilities Superviser, Facilities Department
{ " 1, Facilities Department
FROM: Lynda Robinson, Coordinator of Purchasing Departmentﬁ/
DATE: September 24, 2019

SUBJECT: UNAUTHORIZED PROCUREMENT

The attached purchase does not appear to be in compliance with the District’s Procurement
Policies and Procedures or the Procurement Code for one of the following reason(s):

(A.)  Purchases over $2,500- No Quotes Attached

(B.)  Split Purchase/Circumvent Bid Process

(C.)  Items/Services Procured Prior to issuing/receiving an Approved
Purchase Order

(D)  LostReceipt — No replacement submitted

(E) Past Due Invoice — Paid with Visa Card

In accordance with the District’s Procurement Code, the Chief Financial Officer must ratify
all Unauthorized Procurements. In order to facilitate his review and ratification, provide
and explain a brief description of the facts and circumstances surrounding this
procurement. The Disciplinary Action portion of the form is to be completed by your
supervisor if the review of this information warrants such an action. Also, describe on the
attached form any steps that have been taken to prevent a reoccurrence. The completed
form must be returned to the' Procurement Office within one (1) week. Once received by the
Procurement Office, the form will be submitted to the Chief Financial Officer for his
approval.

Upon ratification by the Chief Financial Officer, a copy of the ratification and supporting
documents will be provided to you by the Purchasing Office for your files and the original
form will be retained in the Purchasing Office for audit purposes. A second violation by
your school within a one-year period will result in the suspension of your card for thirty
days.

If you have any questions, please contact me at 803-476-8140. LD"MD

Thank you in advance for your assistance in this matter, CO_/

www.lexrich5.org
1020 Dutch Fork Road + Irmo, South Carolina 29063 » (803) 476-8000


jmabie
Pencil





Information for Lost Receipt

—eevrer. w0 — Facilities Department
Visa

July 28, 2019 - August 27, 2019

Charge -

SCGov—-DMV —

License Plate for New Vehicle
$134.23

8/12/19

Per. . ‘', hegavereceiptto: ~inwhich( /lost.
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