
PURCHASING PROCESS 
 
A. PURCHASE ORDERS 
 

1. Purchase orders are entered online at the department level.  (Detailed written 
instructions are available upon request.) 

 
2. The system will not accept a purchase order that is over budget. 

 
3. Approval levels are in place. 

 
a. department-level approval is by written, signed requisition. 
b. second-level approval is needed when buying out of another budget 

manager's account: 
 
            (1)  adult and community education 

                            (2)  grants 
            (3)  insurance 

                            (4)  maintenance and operations 
                                            (5) special education 
                                            (6) textbooks 
                                            (7) vocational 
 

c. third-level approval is needed for: 
 

(1) building and site 
(2) capital purchases 
(3) TAC-approved equipment 

 
d. fourth and fifth-level approvals are applied by the purchasing supervisor. 
 

4. Vendor lists are accessed using the PEUPPE table. 
 

5. Purchase order information is accessed using the POUPMP table. 
 

6. Budget information is accessed using the GLIQ tables. 
 

7. Modifications to purchase orders are entered at the department level prior to 
entering the receiver.  Notify Purchasing after modifications are made with the 
PR number. 

 
8. Purchases must be physically checked on receipt for shortages or damage and 

discrepancies indicated in writing on the packing slip.  Packing slips will be sent 
to the originator of the purchase order.  When items are received, a receiver is 
entered at the department level.  Accounts payable should be notified at this time 
if a remaining balance on an open purchase order is to be closed out. 

 
 
      



9. Verbal or confirming purchase orders shall not be used without prior 
approval by the Purchasing Supervisor.  Under no circumstances are you to 
order anything from a vendor without preparing a purchase order, check request 
or using a purchasing card.  If you do so, the order may become your 
responsibility and not the financial obligation of the District.  The vendor may be 
instructed to bill you directly for such an order. 

 
10. Only rarely should purchases be made with a check request.  For instance, a 

purchase order would not be feasible for materials purchased at a conference. 
 

11. Deadline for submitting purchase orders is April 16th. 
 

12. Company must be contacted for approval to return any material.  They may 
indicate how they want the materials returned.  If you wish to return an item via 
U.P.S., you may do so through the purchasing department.  Be sure the 
materials are wrapped securely and properly addressed. 

 
B. COOPERATIVE PURCHASING 
 

1. Oakland County Cooperative Bid - Farmington Public Schools is a participating 
member in a consortium of Oakland County school districts which have elected 
to collectively bid items of mutual usage.  By virtue of higher-volume purchases, 
we receive quantity discounts which are normally unavailable to a single district.  
We participate in the following bids: 

 
a. classroom supplies 
b. fine paper and related products 
c. custodial supplies 
d. bus parts 

 
2. MSBO Cooperative Bus Bid - Farmington Public Schools is a participating 

member the Michigan School Business Officials state consortium of school 
districts which have elected to collectively bid for new school buses.  By virtue of 
higher-volume purchases we receive discounts which are normally unavailable to 
a single district. 

  
3. REMC - Farmington Public Schools purchases many classroom, computer and 

media supplies through the Michigan REMC bid. 
 

a. Details for purchases are available online at www.remcbids.org or by 
contacting the Purchasing Department. 

 
4. State of Michigan (MiDeal) - Farmington Public Schools takes advantage of the 

"Extended Purchasing Program" through the State of Michigan. 
 

5. Oakland Schools - Farmington Public Schools is able to purchase media 
materials and printed forms directly from Oakland Schools. 

 
 

http://www.remcbids.org/

