POLICY DK 673
PAYMENT PROCEDURES

      All suppliers should render invoices in duplicate for materials, supplies, services, and equipment after delivery to the school.  A packing slip, pick ticket or invoice for the merchandise that has been delivered must be signed by the person receiving the item, then submitted to the bookkeeper for payment.

     An invoice to be submitted to the School Board for approval for payment shall qualify when the following conditions are met:

1.     It bears the description and price of the items specified on the purchase order, less any allowed discounts.

2.     It is accompanied by the receiving copy of the purchase order bearing the signature of the person requisitioning the item, indicating that the order has been received in a satisfactory condition and in the quantity indicated.

3.     All extensions and totals have been checked for accuracy.

4.     It has the approval of the bookkeeper and/or the District Administrator.

Reaffirmed  annually November 22, 1993 through November 9/2011
