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1. Purchasing

& Payables Processes




ne process d



An audit is a formal examination of an
individual or organization’s records,
accounts, finances, or compliance with

AUDIT

The purpose of an aud
information is accurate and reflects the
true financial position of the school.



Operations FInances Processes

Duties & Separation of
responsibilities Duties

PROCUREMENT TELLS A STORY




» USFR (Uniform System of
Financial Records for Arizona
School Districts are
applicable rules &
regulations that arise from
the laws of the White
Mountain Apache Tribe , the
federal government and

P R OC E D U R ES schools contfractual grant

status.




Obtain quotes
Requisitions
Approval

PO

Receiving



» Requisitions (initiated and completed by
requestor- Separafion of duhes?

» Requisitions must be approved by your
iImmediate supervisor

» Quotes

» [fem

» Description

» Quantity

» Unit Price

» TaX

» Account fund
» Justification

» Review by Business Manager
» Approval by Principal




QUOTES

» *Purchases of more than $10,000 or less purchase may be
made without competitive quotes BUT a quote must be
obtained o process

» *Purchases more than $10,000 but less than $50,000 you must
obtain three (3) or documented proof that three were attempts

to obtain guotes and reason why .

» *Emergency Purchases are only permissible when there is an
existing condifion/emergency that is a threat to public health,
welfare of safety.
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DOCUMENTS



PURCHASE ORDERS



All purchases will be checked in atf the front
office with Amanda Manuel

All items will be verified by Amanda

Both Amanda and requestor will sign off on
eceiving reports o document items were



Follow processes

-Purchasing on your own

t approval is noft




Prohibits public entities from making any
donation or grant, by subsidy or otherwise, to
any individual, association, or corporation
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Hotel/Motel Rooms

Meals: An exception rather than the
rule

Gasolines purchases for school
vehicles only

No personal items and/or gifts

(N

be used when no other

~ M\ )




PAYROLL



In accordance with GSA per diem
rates

Mileage is based on the current GSA
per diem rates

\ileage granted ONLY if there are
s available




Prior approval from Principal before
arrangements or registration is
completed

Must submit all training information
information/itinerary,




FOLLOWING POLICIES
& PROCESSES =

EGQOD INUIBIIN /
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