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CALALLEN ISD 
PURCHASE ORDER FLOW CHART 

 

 

PO Review and Approval Includes: 
• Correct Account Code 
• Supporting Documentation 
• Approved Vendor 
• Allowable Purchase 
• Purchasing Method 
• Commodity Code 

 

Special Approvers: 

• Technology - Technology Director 
• Federal & Special Programs - Director & Grant Manager 
• Safety/Security – Chief of Police & Superintendent 
• Travel - Superintendent 

 

Requisition Entered in 
Skyward with Supporting 

Documents

Principal or Administrator 
Review and Approval

Special Approvers Review 
and Approval

Under $10,000: Director of 
Business Services Final 
Review and Approval

Over $10,000: Director of 
Business Services Review 

and Approval
Assistant Superintendent 

Final Review and Approval

Requisition Originator 
Prints and Sends Approved 

PO to Vendor

Vendor Sends or Provides 
Goods or Services and 

Issues Invoice

Requisition Originator 
Verifies Receipt of Goods 
and Marks PO Received in 

Skyward

Accounts Payable Specialist 
Issues Payment to Vendor 

and Closes PO


