DJEE L ocal Purchasing DJEE

The purchasing agent shall make purchases from local vendors when
the price, availability of the product and service are competitive with outside
vendors for purchases not subject to the bidding law. The board shall not grant
preferential bid percentages to local contractors or businesses except as pro-

vided by statute.

Approved: July 16, 1998



DJEF Requisitions DJEF

The purchasing agent shall develop a requisition form to be used by

staff members requesting that certain goods be purchased for the district.

Approved: July 16, 1998

DJEF-R Requisitions DJEF-R

All requisitions shall be submitted to the purchasing agent at a time
designated by him. After a purchase order has been issued, the number of the
purchase order shall be recorded on the requisition, and the number of the req-
uisition shall be recorded on the purchase order. After processing, the original
copy of the requisition shall be filed in the office of the purchasing agent in
numerical sequence.

School letterhead paper shall not be used in ordering supplies and

equipment for the personal use or purchase by employees.

Approved: July 16, 1998



