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TIKOKINO



TIKOKINO SCHOOL

FINANCE

PROCEDURE  - ORDERING OF GOODS

GUIDELINES:
1) All goods ordered need an order number or name and a copy of the order sent.

2) The following is to be evident on each order:
· Date of order

· Suppliers name

· Code xxxx or area to be charged to
· Specific items ordered including quantities 
· Signature

3) An order number or name must be given to the supplier at all times.

4) The goods are checked against the order form on arrival.
5) Staff have authority to order from the following codes;

· Classroom budget

· Curriculum responsibility areas

· Administration areas (Office Administrator and Principal only)

6) All other expenditure must be approved by the Principal. 

7) All purchases need to be spread throughout the year. No more than 25% of the budget allocation to be spent before 1 April, and no more than 50% of budget allocation before 1 July.

8) Staff are responsible for ensuring that spending is kept within budget at all times.

