
GARFIELD-PALOUSE 

PURCHASING & TRAVEL PROCEDURES 

 

ALL purchases must be approved BEFORE purchasing. 
PLEASE TELL VENDORS:  If receipts are received by the 15th of the month, they will be paid at the end of 

the month. 

REQUISITION PROCESS: 

1.  School employees are authorized to make purchases, students are not. 

2.  Each individual/group is responsible for their own accounting and fund raising. 

3.  ASB purchases require an online requisition and a green ASB form with all required signatures.  Please     

submit to Business Office. 

4.  All District purchases require an online requisition.  Be sure to include shipping on your requisition as a line               

item. 

5.  Once the requisition is approved, you will receive an email and you are responsible for placing the order. 

PRODUCT RECEIVING PROCESS: 
1.  The employee who ordered the product will be responsible to check the contents of the package, sign the 

packing slip/receipt, make a copy for their records, and give the original packing slip/receipt to the Business 

Office.. 

REIMBURSEMENT FOR PERSONAL PURCHASES: 

1.  Reimbursements need prior approval.  

 After receiving an email/PO, pay for the items and get a receipt. 

 Upon return, sign the receipt and turn the receipts in to Business Office. 

CHARGE CARDS: 

 Charge cards can be used for travel & other purchasing purposes.  The vendor is State Bank Visa 

(Garfield) and Credit Card Banner Bank (Palouse). 

 The District can only reimburse meals if there is an overnight trip attached to the meal. 

 Requisitions and purchase orders must be in place prior to use. 

 Credit Card Expense Form, receipts/confirmation, and credit card need to be returned to the Business 

Office in a timely manner. 

ADVANCED TRAVEL (take cash with you): 

Advanced Travel money for meal expenses (for overnight trips) can be obtained by going through the 

requisition process.  The staff person will get a check from the Business Office (made payable to the staff 

person) to cash before the trip..   

 ASB money is returned if unused. 

  Advanced Travel expense form with receipts attached and any unused money needs to be returned to 

the Business Office 

 District money is not returned if unused.  No receipts need to be turned in to Business Office. 

 Advanced Travel Form needs to be completed and returned to Business Office. 

TRANSPORTATION  

Trips:  Submit a request to Transportation Department via e-mail.   

 If there is a school vehicle available and you choose to take your own vehicle, you will be reimbursed at 

50% of the current IRS rate.   

 Complete the Garfield-Palouse Reimbursement Form.  No requisition is required. 

   Submit a request to Transportation Supervisor via e-mail. 

 If there is not a school vehicle available, you may take your own vehicle and be reimbursed at the 

federal rate.   

MEAL RATES: 
Breakfast: $10.00   Lunch: $15.00   Dinner: $20.00 

 Meals on single day trips will be the responsibility of the staff/student/parent. 

 On overnight trips, 2 meals per day may be provided based on $10/$15/$20.  Reimbursement should  

 not be requested for meals provided by the event/motel, etc. 

 Reimbursements will be made in accounts payable on a monthly basis.  Reimbursement form and 

attached receipts must be turned in by the 15th of the month. 


