Stockton Borough School

19 S. Main Street, Stockton, NJ 08559

609-397-2012

FAX: 609-397-2602


Purchasing Procedures

1. Bulk school and classroom supplies are ordered annually.  Review current inventory and make projections based on this and past orders.  Utilize attendance projections +2 per grade level.  This should be a comprehensive order; unanticipated purchases should be kept to a minimum during the school year.


2. Discretionary purchases (“wish list”) can be written up and placed in the office box (top right) for future purchases, if funds permit.


3. During the school year unexpected purchases may occur.  No purchases are to be made without a prior requisition/purchase order (with number).  Prior approval for all purchase orders is to be given by Toni Slack and/or Suzanne Ivans.


4. There are three exceptions to #3.


a. For small incidentals, such as postage or hardware for maintenance that should not exceed $20.  Items are paid by the employee and reimbursed through petty cash.


b. Educational items that may be reimbursed by the PTO, if previous arrangements have been made.

c. Emergency purposes only, such as a leaky pipe or a broken boiler or any situation that is a safety issue.  Even though there may not be time to get authorization for a purchase order, the following should still occur in an emergency situation:

Ask the vendor for an estimated price for item/labor

Relay all information, including vendor, estimated price, and reason for emergency purchase to Suzanne Ivans or Toni Slack A.S.A.P.

Proper purchasing procedures are regulated by our financial auditor who will site us for irregularities. 

Any employee that makes unauthorized purchases may be held responsible for those purchases.

Please see CSA or Business Administrator if you need any clarification in the above guidelines.










