
  

 

Follow the instructions below 
for purchase requisitions or: 
Use a Pay Voucher to request a 
check for pre-approved 
$1000.00 reimbursements, 
subscriptions, field trip entry 
fees, dues/ memberships, food 
items for meetings, newspaper 
ads/notices, or refunds and 
fundraising up to $2500.00 

Turn form in 
to the 
bookkeeper.  
The request 
will be 
submitted 
via Oracle 
and the 
purchasing 
department 
will create a 
Purchase 
Order  

No 

Do you 
have a 
Pcard? 

Does vendor accept 
MasterCard? Yes 

No Does vendor accept 
MasterCard? 

Yes 

Attach original, 
itemized receipt to 
pcard statement/ 
 

Complete and sign 
purchase 
requisition form 

No 

Yes 

Over $2,500 obtain 
three written quotes/ 
contact purchasing 
for assistance. 

Cost of Service is 
less than $1000 

Play the number game:  a vendor must always be 
provided with a number – either a purchase order number 

or a Pcard number – before an order is placed. 

Please refer to the district website at dcsdk12.org→ 
Business Services→Purchasing & Contracting→Annual 
Contracts and Agreements for information on district 
bids and vendor agreements including technology 
configuration and custom apparel vendors. 

Product costs 
less than 
$1,000 

Cost of 
product or 
service is 
more than 
$1,000  

$1,000 to 
$2,499 
obtain three 
phone quotes 

Notify bookkeeper ASAP when 
the goods have arrived by 
returning the packing slip with 
items checked off – this is very 
important to assure prompt 
payment to the vendor. 

 
Determine Need For 

A Product Or 
Service 

Determine Cost of 
Product 

 

Item costs $50 or less  
Purchase item and submit a 
request for Petty Cash 
reimbursement with the 
original, itemized receipt 
attached. 
 

Product 
 

Service 
 

Determine Cost of 
Service 

 

Borrow purchasing card from 
bookkeeper (after watching training 
video at:  dcsdk12.org > Business 
Services > Purchasing & Contracting 
> Purchasing card policies > Pcard 
training video)   
Return card and give receipt to 
bookkeeper immediately. 


