CSRA RESA

Standard Operational Procedures
Section III

Requisitions

· All purchases require prior approval.  If supplies need to be purchased before going through the requisition process the Business Manager and/or the Executive Director must give prior approval.  Purchases without approval could be denied for reimbursement if you have not followed CSRA RESA procedures.

Ordering Supplies/Books/Videos/Other

· Requisition forms are available on the website or in the agency secretary’s office and must be completed when ordering any times with agency funds.

· The vendor’s name, mailing address, and telephone number should be completed on the requisition as well as the item number, quantity, unit (i.e. each, box, case), a description of the item, unit price and total price.

Registration Fees/Hotel Motel Reservations

· For registration fees and hotel/motel reservations, the dates and confirmation number must be included on the requisition.  (See Appendix #5).
· Completed requisitions are given to the Business Manager who will verify available funds and forward to the Executive Director for final approval.

Purchasing Food Items/Supplies/Other from Local Stores

· CSRA RESA is exempt from state taxes.  If purchases are made prior to completing a requisition the sales tax cannot be reimbursed.  The Tax Exemption forms are available in the Agency Secretary’s office for individuals to keep on hand as needed.

· When purchasing refreshments for classes complete a requisition to the vendor estimating the amount.  For example:  The agency has a charge card for Wal-mart and the bookkeeper has the card and the tax exempt form.
· After completing a requisition, place it in the Business Manager’s mailbox.  She will assign the appropriate budget code and place the form in the Executive Director’s mailbox for approval.
· After approval has been received, request the charge card from the bookkeeper.  When you arrive at the Wal-mart check out, give the card and tax form to the cashier prior to ringing up your purchases.
· Return the card to the bookkeeper with the store receipt attached to the approved requisition.
