
MATERIAL PURCHASING field trips teams & club travel meal purchase for
teams & clubsobtain a quote from the

vendor

submit requisition for vendor

(attach quote)

receive a purchase order from

bookkeeper

order the goods/services

receive all of the

goods/services

receive an invoice

review and sign the invoice

(invoices containing the

following can’t be paid until

corrected: tax, invoice dated

before the purchase order, all

items not received, or the

amount is greater than the po

without approval)

turn in all documentation to

bookkeeper in order to get the

invoice paid

complete field trip request

form

submit requisition (attach

quote from vendor, and field

trip information)

receive a purchase order from

bookkeeper

send purchase order to vendor

if vendor requires payment

before trip is made, submit

invoice in advance to

bookkeeper

if payment is made day of trip,

remember to bring receipt

back to bookkeeper

create roster of students and

coaches that are attending

submit requisition for each

vendor (include roster

mentioned above, and

registration or schedule of

event)

receive purchase orders for

each vendor

send purchase order to vendor

if vendor requires payment

before trip is made, submit

invoice in advance to

bookkeeper for a check and

bring receipt back to

bookkeeper

create roster of students and

coaches that are attending

submit requisition for vendor

(include roster mentioned

above and registration or

schedule of event) please

indicate if check or credit

card is needed

if check is made out to the

coach, original itemized

receipts and a log should be

turned into the bookkeeper

after return. remaining unused

funds should be turned in as

well

if a credit card is needed, it

must be signed out from the

bookkeeper . original itemized

receipts, a receipt log and the

credit card should be turned

into the bookkeeper after

return

make sure all field trip

money is receipted and

turned in daily to

bookkeeper

purchasing checklist


