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Purchasing 
Purchase Order 

○ A purchase order (PO) should be used for purchases.  
○ To request a PO complete an Outside Requisition form. 
○ If you would like to purchase items from a company that does not accept 

POs, we can get a quote from the company and send a check. (Checks 
can take as much as 2 weeks to process.) 

○ In some instances, purchases may need to be made by the individual and 
reimbursed by the district. Reimbursements over $25 will need prior 
authorization.  

○ The district credit card is not an option for most purchases. Plan ahead!!! 
○ Return packing slips,  itemized receipts and invoices to DO. 
○ Questions about purchasing can be directed to Michelle Solis 

msolis@cusd49.com extension 174. 
 

Purchasing from Office Depot 
1.        Log in to the Office Depot web site www.business.officedepot.com  

                   Login-Columbia Teachers 
  Password-password 
2.        Select the items you need. 
3.        Once your order is complete, proceed to check-out 
4.        Review your order on the check-out screen (items selected, price).  

  Add your name in the comments. 
5.        Submit your order and it will notify the purchasing agent for 
approval. 

6.        Print order and attach to a Classroom Supply Order Form. 
 You do not need to list items again, just write “As Per Attached Order 
#_____________” in the item description area. Write the total dollar 
amount. Give your order to Suzanne for approval. 
 

Ordering from other vendors/Outside Requisition Forms: 
  
To place an order from a vendor other than Office Depot, please fill out an Outside 
Requisition Form.  Complete the information on the form for the vendor and the items 
you would like to order.  The form must be approved and signed by the Principal before 
it is given to the district office to place the order.  
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Reimbursements 
○ You may wish to purchase items from your classroom on your own and 

seek reimbursement. This is generally acceptable, but please keep the 
following in mind: 

■ In some instances, purchases may need to be made by the individual 
and reimbursed by the district. Reimbursements over $25 will need 
prior authorization.  

■ The reimbursement is from your classroom budget. If you are 
overdrawn in your budget, you will not be reimbursed. You can check 
with Lesa or Michelle in the District Office if you would like to know 
your budget remaining.  

■ Reimbursement requests must have the Reimbursement Claim form 
completed as well as original receipts attached.  

■ If you are ordering from Amazon or another service, please make 
sure the item is delivered to the school’s address. Items delivered to 
home addresses raise issues with our auditor.  

■ If you are requesting reimbursement for mileage for travel associated 
with work, please complete the Mileage Report form and attach a 
printout showing the mileage from the school to your destination. 
(Always make your starting point Columbia Elementary School) 

 
 
 

 



 

 
 



 

 

 



 

Money Collections 
○ Remember, all monies collected for field trips or other reasons must be 

properly accounted for.  
○ Cash received for field trips should have a receipt or log of who paid and 

how much. 
○ At the end of each day, you should ensure any money collected is securely 

locked up in your classroom. You can also bring the money to the District 
Office to be placed in the safe.  

○ At the end of each week, money collected should be turned in to the District 
Office along with a copy of any checks, copy of receipts/log showing 
payment, and the Receipt for Funds Received form. You will need to 
count the money with DO staff present, so plan for a few minutes.  

○ Questions about money collections can be directed to Michelle Solis 
msolis@cusd49.com extension 174. 
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Professional Development/Conference Requests 
○ Select professional development opportunities which align with our school 

goals and your goals as a professional.  
○ Complete the form conference request form. Submit the form for approval 

to the principal with all conference information attached. Michelle will be 
registering you for the conference once it has been approved. (Be sure to 
include estimates of all expenses including mileage, tolls, hotel, and meals 
in addition to the registration costs) 

○ The DO can make hotel reservations and prepay the stay if enough 
advanced notice is given. Otherwise, the cost of the hotel will be 
reimbursed to the employee if approved.  

○ Questions about the conference request process can be directed to 
Michelle Solis (msolis@cusd49.com ext 174). 
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Leave Requests 
○ Submit your leave requests to Lori Stewart lstewart@cusd49.com 

extension 172 with as much advance notice as possible.  
○ If you need to be absent due to an illness or other emergency, please call 

or text Lori Stewart at 209-559-3990 as soon as possible but no later than 
1.5 hours before your start time.  

○ Consult your Master Bargaining Agreement for information on the types of 
leaves and to what situations they apply. 
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Prep Time 
○ You will have prep time while your class is participating in physical 

education or music throughout the week for lower grades, or as scheduled 
in the master schedule for upper grades. 

○ Library time is not prep time. If full classes are in attendance in the library, 
the classroom teacher is to accompany them. 

  

 



 

 

Extra Duty Activities 
○ If you are providing extra duty services (coaching, leadership, etc) and are 

receiving the extra duty stipend, the activity must occur on time that you are 
not already contracted. You may use your lunch or before or after the 
contracted time to lead the activity.  

○ Music and Drama are exceptions to this expectation as they meet during 
the school day as well as require significant time outside of school.  

○ After completion of the extra duty, submit the stipend request form to Lesa 
Edwards by the 10th of the month in which you wish to be paid.  

 



 

 

 



 

Early Release Days 
○ Early release Fridays will be designated for staff meetings and collaborative 

time. Schedule personal appointments outside of this time.  
○ If an employee is absent from an early release day, she/he is expected to 

turn in a leave request as this is contracted time.  
 
 
 

Stored Curriculum Materials 
● We have math modules and other support materials for the curriculum in storage 

on campus.  
● Before asking to purchase any items, please check to see if we already have any 

items that would meet the same need.  
● To access stored curriculum materials, please email Colleen Canida at 

ccanida@cusd49.com.   
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Field Trips 
 

● General guidelines are: one in county and one out of county field trip per grade 
level, per calendar year that require transportation 

○ Walking field trips are on a case by case basis 
● Field trips require a 30 day notice, especially for those requiring transportation- 

As soon as you know, fill out the request. 2 weeks notice for any walking field 
trip. 

● Requisition for check/payment to the destination must be turned in to the district 
office at least two weeks in advance. 

● Please make sure you fill out the proper form with first and last names for school 
lunches & submit it at least 5 days prior. 

● Complete a Field Trip Request Form & turn in to Lori in the front office (this will 
get it tentatively calendared) 

● From there it goes to admin and then transportation approval 
○ Upon approval, it will be calendared and Lori will get you permission slips, 

and on the day of, emergency kits. 
  

 



 

 
Guest Visitors & Assemblies 

 
●  Must be approved through admin. 

○ Please email the Principal and Office Secretary  
● Complete Facilities use form if your visitors will be anywhere other than your own 

classroom. 
○ Turn in the Facilities Permit to the District Office 
○ This will get it calendared and alert others 
○ It allows maintenance to be ready and set up for your visitors 

● The more notice the better for the gym, this is the classroom for P.E. 
 
  

 



 

Facilities Use Permits 
 

● Must be completed for all meetings, clubs, and activities taking place on 
campus. 

● Once completed, turn in to the District Office 
● From there it gets calendered and distributed to the front office and MOT 

 



 

 

 



 

 

 



 

 

 



 

 

 



 

 

 



 

 

 


