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XVI. BUSINESS OFFICE

A. PURCHASING 
No purchase shall be authorized without the following purchasing documentation. If any employee of the district obligates district funds without purchasing documentation, he or she will be personally responsible for payment. 

1. Vendors 

Unless absolutely necessary, have the item shipped by the vendor to the site because it is more cost efficient. The business office  will enter new vendors. 

1099/Contractual Agreement Vendors will be determined by the business office and appropriately flagged in the computer. W-9 is required for payment and for set up of a new vendor.

It is important to remember that prices from all vendors change rapidly.  It is to your advantage to obtain up-to-date catalogs and to discard any which are not current. Using an out-dated catalog may cause as much as 45 days delay in receiving the items by the time the company gets confirmation from the business office for a price change. 

The purchasing department assumes the prices and information you have listed on the purchase request are accurate. 

Please keep in mind the following when choosing vendors: 

      1. First choice of vendors for supplies is a Fairbanks (local) vendor. 

      2. The further away, the more cost for shipping. 

      3. The further away, the less likely the vendor is to know the unique challenges     

          in getting materials into villages. 

      4. The further away, the more time involved in receiving materials. 

2. Purchase Orders (PO)

ALL YKSD PURCHASE ORDER REQUESTS (POR) ARE PROCESSED USING ALIO PROGRAM

Purchase order procedure (OVERVIEW)

- Request is made in Alio

- POR is automatically sent to next level for review and approval

- Purchasing Department will convert the POR to Purchase Order(PO)

- PO is sent to the vendor to fill the request

- PO is sent to the originator of the POR for file

- Receiving completed by Originator or designee

Step by Step Process

Step 1:  URL address https://alioapp2.emanet.com/forms/frmservlet?config=vers10g
Step 2:  Log – In

--User Name:  Last name (5 digits), Initial of first name


--Password:  ******

--Database:  YKSD

*Change User name and password

*Cannot be viewed by anyone else (if you forget, we can only give you a new one)
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**If you Do Not get this Log-In Screen, Please Call Technology Dept @ (907)374-9413

For Teachers:  First screen looks like this…
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Site Secretary:  First screen looks like this…
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**Principals/Directors are similar to above.

 Click on Requisition Entry/Approval
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STEP 3 Requisition Process

I. Requisition Entry Global Procedures 

Toolbar Description:
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Previous Menu Bar:  takes you back one screen
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Save your work!

1.  Save the Purchase Requisition (POR) at any point in the process

2.  When closing the requisition by clicking on RED X


- “Save Only” –save POR prior to adding an account structure for validation or fund allocation


- “Save and Finalize”—to finalize the requisition by allocating the funds requested to the 
accounts entered on the Accounts tab


- “Exit without Saving”—to exit the POR entry page w/o saving the changes
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II. Searching for a POR (find mode)

1.  Requisition/Entry Approval

2.  Enter the requisition# then Click Find (binoculars icon) or Click Find and use Prev & Next button to page through PORs
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III. Creating a Requisition (entry mode)
- If necessary, click New button (+ icon) to get blank fields and in Entry mode

- Click Requisition# button (system generated requisition #)

- Date Entered (auto)

*Do not change default cells*
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1. Order Header Tab:  prompted:  enter the following

-Vendor# or Vendor Name

-Locations (Order and Ship)

-Requester (person requesting the requisition)

-Phone (907)***-****

-Order Type

RQ = Normal PO


TA = Travel


BLKT = PO to cover regular charges over a period of time
-Freight cost or percent (Actual cost is preferred) – DO NOT ADD SHIPPING COSTS HERE
-Discount % - DO NOT ENTER ANY INFORMATION HERE
-Date Needed (mmddyyyy)

-Special Instruction PO (message for the vendor)

-Footer Code
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2. Items Tab:  click the tab

-Catalog (vendor’s part/item number)

-Description:  be specific

-Quantity

-Unit Cost

-UOM

-Freight/Percent/Discount---previously filled in Order Header tab

-“Enter” for next line item

[image: image11.png]Pt Requsiion | Date Enteredt [06.09-2009  Accourt Year (3 Pk tem Total

CEnter  Rets Only_C Approve (" Approve By vear Redbistion Status Veu| Acct Total
orderHeaof | tems Accounts Inguire. Approval

ct Class Extended Cost

Percerl_ Asset Tag No -Grouping Final Cost
o o0 oooo - 00
fem  Catoiog Descrigion Procuct Class Extended Cost
- CES -
Quantty  Unit Cost uom Freight: Cost _Percent _ Discourt: Amt_Percent Asset Tag No -Grouping Final Cost
fem  Ctoiog Descrigion Extended Cost

Quantty  Unit Cost Percert

feignt: Cost

fem  Catolog

Quantty  Unit Cost uom





3. Accounts Tab:  Click on Accounts tab

***Shaded area s are informational only—cannot override

-From To line:  leave as 1 to 9999 – unless multiple accounts are being used then use specific line numbers
-Account Number (always start with 1 and enter rest of the account number), tab 2x

-Amount or Percent, tab:  It will automatically carry-over the total

*if allocating to multiple accounts:  Manually type in the amount then Tab down to next row and the rest of the balance will be allocated

-Click Finish button when complete
-Double click to make sure that the “Unallocated” section is 0.00
-Save and Finalize if you click the red x; if not finished, save only;  if you want to cancel the req#, exit without saving.
* “Insufficient Fund” error:  You must do budget change request through Principal/Director

* “No Account” error:  Ensure the account is set up

Either of these errors will cause the POR to be In “Unfinished Save” or “Accounting Error” status

“Unfinished Save” status:  1.   Problem-no budget for the line item   Fix-Need to submit budget change request through principal/director; or 2.  Problem-Did not click “Finish” button in the accounts tab Fix-Click “finish” if request is complete; or 3.  Problem-Chose “Save Only” when closing the screen Fix-If complete with request, click “finish” or if clicking on red x – choose “Save and Finalize”; if not complete with request, return and finish soon as possible

“Accounting Error” status:  1.  Problem- incorrect account code Fix-ensure all the numbers are correctly entered with dashes; 2.  Problem-account not set up in Alio Fix-call business department;  3.  Problem-item total does not match account total Fix-Ensure From-To columns do not overlap and/or the allocation is properly distributed to the account code
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4. Viewing Approval Status- shows the current status/location of the approval chain

- Either Click on Find button (binocular) and enter Req # then click binocular again to find particular Req#

- Click Find button (binocular) twice for all Req#s in Alio for your department

- Click on Approval Tab – use Prev/Next button to scroll through the list
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IV. Approving Requisitions
*After POR is entered, it needs to be approved.  Approval process is determined by the approval chain established in the Alio

1.  Click Requisition Entry/Approval

2.  Approve option and the Inquire Tab appears

***Any orders needing your (next stage in the approval process) approval will display

3.  Review & check the POR for accuracy by clicking through the tabs

4.  Click “Approve” button and the next POR needing approval appears

5.  If approver makes a change, the POR moves on to next level
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V. Disapproving Requisitions

1.  Same procedure are Approve EXCEPT:  Click “Disapprove” button

2.  Reason for disapproval and click OK

**POR is returned to originator

1. Receiving in Alio
Receiving Procedure
Upon receipt of items contained on a purchase order, inventory is verified by the originator or designee.

Then the Originator will log into ALIO and complete the Receiving Process as follows:

Step 1:  Log in to Alio

Step 2:  Click on “Purchase Order Receiving”.  
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Step 4:  Verify the correct PO is displayed on the screen.  (IF NOT, CLICK “Find” and ENTER correct PO# again)

Step 5:  If ALL items are received on the PO


-Enter Packing/Invoice number


-Enter Date Received


-Enter Comments
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Step 6:  Click “Receive All” button
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IF only Part of the Items Received or item cancelled:

-Enter Packing number/Invoice number

-Enter Date Received

-Enter the Quantity in the lower left section of the screen

-If item is Cancelled; enter quantity in the lower Right section of the screen
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Step 7:  Verify the process and click Save icon and click Red X to close screen
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B. PURCHASING LIMITS
The following limits on purchasing authority provide appropriate internal controls required by the Governmental Accounting and Auditing Procedures.

Board of Education 




by budget

Superintendent




$40,000

Chief Financial Officer



$  3,000

Directors





$  2,000

Principal





$  1,000

Project Manager




$  1,000

Maintenance Mechanics



$     500

*Prior Board approval is required for purchase requests over $40,000.

Alio program will automatically send to proper approval authority for the above criteria.  After appropriate approval, purchase order requests will be forwarded to purchasing department and it will be converted to PO.

The Business Office will review and make corrections as needed for coding, vendors, comparison against original purchase order requests and tests for reasonable costs. The business office has the authority to change any vendor and/or purchase order. The business office will approve and take the following action: 

      A. Within budget - converted to a Purchase Order 

      B. Over budget: 

      1. Business office will contact originating entity to prepare a budget adjustment. 

      2. Once budget adjustment has been made, POR may be converted to a PO.  

      3. Certain POR's may be approved even though they are over budget. The superintendent or CFO can approve emergency items. 

Notations should be made on the disapproved purchase order request as to justification. 

The purchasing department prints the POs once it has gone through the approval workflow. 
Equipment Purchases
All purchase order requests for equipment must have justification for purchase attached and approved by site director and superintendent. 

Purchasing Policy and Procedures

Verbal Quotes are obtained for purchases between $501 - $2,000

Informal Written quotes are obtained for purchases between $2,001 - $25,000

Informal RFP’s are obtained for purchases between $25,001 - $50,000

Formal advertised bids are solicited for purchases over $50,001

A Property Purchase Form is administered by the Purchasing Department for items $500 and above. The tag and the paperwork will be mailed to the site. The Inventory tag is attached to the item(s) for proper tracking. The form is completed by a site administrator and mailed back to the Purchasing Department. 

Items $5,000 and above will be tagged as capital assets, and recorded in the fixed asset system. A Property Purchase Form and tag will be mailed to the site. The form is completed by site administrator and mailed back the Purchasing Department.

C. Purchase Order Overages 

Purchase order overages of $50 or less have the blanket approval of the superintendent.  Purchases over $50.01 or more requires an Advice of Change.  This can be done by email to the purchasing department.

D. Disposal of Property 

1) Property deemed of value and ready for disposal may be placed open for bid by the superintendent. 
2) Property deemed of no value may be disposed of only upon written approval of the superintendent. 

If there is any property at your site that is in excess, you must contact the superintendent for approval of disposal prior to disposal.

Do not dispose of any property without written authorization from the superintendent. A Property Transaction Form must be filled out, the tag attached, and the form mailed to the Purchasing Department for authorization before any items(s) are disposed of. Contact the Purchasing Department for assistance.
E. Special Service Contracts

Certain types of work are carried out under contracts. These contracts are for specific jobs and/or assignments to be completed.  Contracts are issued only from the district office. No administrator will enter into a Special Service Agreement without written approval from the business office and the Superintendent. If you have an area under a project (such as consultant) which would come under a contract, please contact the business office with all the necessary information prior to contractor beginning services.

Special Service Agreements are submitted to the Superintendent for approval with a Purchase Order Request, business license, and current W-9 form. After approval the Contract, Purchase Order Request, and the W-9 forms are submitted to the Purchasing Department for processing.

A shortened version of the contract form is included in the forms that follow in this section. You may use this shortened version for contracts under $10,000 and for things that run for short periods of time such as two or three-day in services put on by a consultant. 

F. Petty Cash

MONEY IN SCHOOL BUILDINGS

Money collected by district employees and student organizations shall be handled according to prudent business procedures. All money collected shall be receipted and accounted for and directed within 48 hours to the proper location of deposit. Any money left overnight in schools shall be kept in locked locations provided for safekeeping of valuables.

Petty Cash Funds:
The purpose of a petty cash fund is to have cash available in the office of the Site Administrator or other administrative officer for express charges, postage due and other unforeseen small expenses, which cannot conveniently be charged and handled in the usual manner.

Petty Cash Procedure:

1. At the start of the new school year, $300.00 in check form is written and distributed by the Business Office to the Principal or Director of each school.  This check is to be cashed by the Principal or Director and utilized for their School’s Petty Cash Fund.  The Principal or Director is responsible for the maintenance of these funds throughout the year.  

2. All disbursements of the Fund are recorded on the Petty Cash Reconciliation form, coded to appropriate expenditure accounts and supported by attached receipts.  

3. Replenishment of the Fund requires the Petty Cash Reconciliation Form to be tallied and sent into the Business Office along with original attached receipts.  A check is then written by the Business Office to the Principal or Director for the appropriate amount to be cashed and utilized to replenish the Fund.  

4. At the close of each school year (prior to June 30), a final Reconciliation is performed and turned in to the Business Office by the Principal or Director along with attached receipts and any remaining cash.  Both cash and receipts shall total $300.00 at all times.   

5. Money left overnight in schools shall be kept in a safe or secured place.

Forms

YUKON-KOYUKUK SCHOOL DISTRICT
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Property Transaction Form

	Date
	

	
	

	Asset Number
	
	Remove & place asset tag here

	Description
	
	

	
	
	

	Present Location
(Site/Bldg/Room)
	
	Type of Transaction

	Manufacturer
	
	 FORMCHECKBOX 

	Purchase

	Model number/name
	
	 FORMCHECKBOX 

	Transfer

	Serial Number
	
	 FORMCHECKBOX 

	Adjustment

	Purchase Date
	
	 FORMCHECKBOX 

	Bid Sale

	
	
	 FORMCHECKBOX 

	Disposal

	
	
	
	

	Business Office Use Only
	Condition of Asset

	Purchase Order #:
	
	Vendor #:
	
	 FORMCHECKBOX 

	New

	PO Line #:
	
	Cost:
	
	 FORMCHECKBOX 

	Good

	Invoice #:
	
	Fund Code:
	
	 FORMCHECKBOX 

	Fair

	
	
	
	
	 FORMCHECKBOX 

	Trash

	For Disposal Only:
	Location Before Transfer
	

	
	Location After Transfer
	

	

	For Transfers Only:
	Location Before Transfer
	

	
	Location After Transfer
	


[image: image22.jpg]W-9
Form

(Rev. October 2007)

Department of the Treasury
Internal Reverue Service

Request for Taxpayer
Identification Number and Certification

Give form to the
requester. Do not
send to the IRS.

Name (as shown on your income tax return)

Business name, if different from above

Check appropriate box: D Individual/Sole proprietor

D Other (se¢ instructions) »

D Corporation
D Limited liability company. Enter the tax classification (D=disregarded entity, C=corporation, P=partnership) » _______ payee

D Partnership
Exempt
O i

Address (number, street, and apt. or suite no)

Print or type

Requester’s name and address (optional)

City, state, and ZIP code

List account number(s) here (optional)

See Specific Instructions on page 2.

Taxpayer Identification Number (TIN)

Enter your TIN in the appropriate box. The TIN provided must match the name given on Line 1 to avoid
backup withholding. For individuals, this is your social security number (SSN). However, for a resident ' '
alien, sole proprietor, or disregarded entity, see the Part | instructions on page 3. For other entities, it is
your employer identification number (EIN). If you do not have a number, see How to get a TIN on page 3. or

Note. If the account is in more than one name, see the chart on page 4 for guidelines on whose

number to enter.

Social security number

Employer identification number

m Certification

Under penalties of perjury, | certify that:

1. The number shown on this form is my correct taxpayer identification number (or | am waiting for a number to be issued to me), and

2. | am not subject to backup withholding because: (a) | am exempt from backup withholding, or (b) | have not been notified by the Internal
Revenue Service (IRS) that | am subject to backup withholding as a result of a failure to report all interest or dividends, or (c) the IRS has

notified me that | am no longer subject to backup withholding, and

3. lam a U.S. citizen or other U.S. person (defined below).

Certification instructions. You must cross out item 2 above if you have been notified by the IRS that you are currently subject to backup
withholding because you have failed to report all interest and dividends on your tax return. For real estate transactions, item 2 does not apply.
For mortgage interest paid, acquisition or abandonment of secured property, cancellation of debt, contributions to an individual retirement
arrangement (IRA), and generally, payments other than interest and dividends, you are not required to sign the Certification, but you must

provide your correct TIN. See the instructions on page 4.

Sign Signature of
Here U.S. person P

Date P>

General Instructions

Section references are to the Internal Revenue Code unless
otherwise noted.

Purpose of Form

A person who is required to file an information return with the
IRS must obtain your correct taxpayer identification number (TIN)
to report, for example, income paid to you, real estate
transactions, mortgage interest you paid, acquisition or
abandonment of secured property, cancellation of debt, or
contributions you made to an IRA.

Use Form W-9 only if you are a U.S. person (including a
resident alien), to provide your correct TIN to the person
requesting it (the requester) and, when applicable, to:

1. Certify that the TIN you are giving is correct (or you are
waiting for a number to be issued),

2. Certify that you are not subject to backup withholding, or

3. Claim exemption from backup withholding if you are a U.S.
exempt payee. If applicable, you are also certifying that as a
U.S. person, your allocable share of any partnership income from
a U.S. trade or business is not subject to the withholding tax on
foreign partners’ share of effectively connected income.

Note. If a requester gives you a form other than Form W-9 to
request your TIN, you must use the requester’s form if it is
substantially similar to this Form W-9.

Definition of a U.S. person. For federal tax purposes, you are
considered a U.S. person if you are:

® An individual who is a U.S. citizen or U.S. resident alien,

e A partnership, corporation, company, or association created or
organized in the United States or under the laws of the United
States,

® An estate (other than a foreign estate), or

¢ A domestic trust (as defined in Regulations section
301.7701-7).

Special rules for partnerships. Partnerships that conduct a
trade or business in the United States are generally required to
pay a withholding tax on any foreign partners’' share of income
from such business. Further, in certain cases where a Form W-9
has not been received, a partnership is required to presume that
a partner is a foreign person, and pay the withholding tax.
Therefore, if you are a U.S. person that is a partner in a
partnership conducting a trade or business in the United States,
provide Form W-9 to the parthership to establish your U.S.
status and avoid withholding on your share of partnership
income.

The person who gives Form W-9 to the partnership for
purposes of establishing its U.S. status and avoiding withholding
on its allocable share of net income from the partnership
conducting a trade or business in the United States is in the
following cases:

¢ The U.S. owner of a disregarded entity and not the entity,

Cat. No. 10231X

Form W-9 (Rev. 10-2007)
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Prepared By: 







Approval

	Administrator
	
	

	CSC
	
	

	District Office
	
	

	Notes
	

	
	


Special Services Agreement
 Between

Yukon-Koyukuk School District

and ____________

Made this ______ day of __________ 20
Social Security Number ____________________
Business License Number ____________________  Expires  ______________

Because the District wishes to enter into an agreement for special services rather than establish an employer-employee relationship the following conditions are set out as part of the agreement.  Any changes after the initial agreement has been signed must be in writing and signed by both parties.  No other method may be used to amend this contract.

Section I

Special Services to be Provided

The Contractor agrees to provide the following services:

Section II

Duration of Agreement

This agreement runs from _____ ____________ 20

 to _____ _________20

.  All extensions or changes to dates shall be in writing and are valid only if signed by both parties.

Section III

Payment to Contractor

The district agrees to pay _____________________________________________.

Section IV

General Considerations

A.
Termination: This agreement may be terminated at any time by either party.

In the case of termination the Contractor shall receive the fair value of services performed to the date of termination.

Materials in possession of the Contractor at time of termination pertaining to this Agreement whether complete or incomplete shall become the property of the District.
B.
Assignment:  The Contractor shall not assign the services to be performed under this Agreement without written permission of the District.

C.
Independent Status: The Contractor understands that it has independent status and shall not act as officers, employees or agents of the District.  The Contractor may act as an agent of the District only if it is expressly written into this Agreement.
D.
Equal Employment Opportunity: The Contractor agrees to abide by any “Equal Employment Opportunity” state or federal laws, which may apply to this Agreement.

E.
Audit Requirements: The Contractor agrees to abide by all applicable state and federal laws pertaining to maintaining records for audit and will maintain all records for a period of time of not less than three (3) years after final payment of this Agreement.


This Agreement is agreed to by the Contractor and District and executed as noted below:

Contract must be reviewed prior to providing services:

By:
__________________________


Date:
________________


Chief Financial Officer


District





Contractor


Yukon-Koyukuk School District


_________________________




4762 Old Airport Way



_________________________


Fairbanks, Alaska 99709-4456


_________________________

By:
__________________________

By:
__________________________


Kerry Boyd









Superintendent






Date:
________________



Date:
_________________
W-9


	DIRECT PAY INVOICE

	To:
	Yukon-Koyukuk School District
	Date:
	

	Quantity
	Description
	Unit Cost

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Fund Code:
	
	Total of this Invoice
	

	Approved by:
	
	Pay to:
	

	
	Signature
	
	Print or Typed Name

	Title:
	
	Payee:
	

	
	
	Signature

	
	Address:
	

	
	
	

	Use this form for Local Purchases (incidentals, emergencies, reimbursements, services, etc.) Attach paid receipts and/or sales tickets signed by Purchaser, show purchase order or authorization where applicable.


Petty Cash Reconciliation

Attach receipts to this form when submitting to the Business Office.

	Date
	Pmt. Made to
	Code to charge
	Amount
	Balance
	P/T Initial

	
	
	100-____-000-000000-612
	
	300.00
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	








Yukon Koyukuk School District    


Administrative & Support Offices


4762 Old Airport Way


Fairbanks, Alaska 99709


(907) 374-9400








PROCEDURES MANUAL - PURCHASING

28

