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1.0 Purpose

To inform District employees how to make purchases.

2.0 Scope

All District purchases except out-of-pocket District expenses under $100.
3.0 Departments Affected

All

4.0 Definitions

Unauthorized Purchase = Any purchase made without budget and purchasing approval except out-of-pocket District expenses under $100.

5.0 Procedure

5.1 Completely fill out a Cuesta College General Requisition (see procedure PUR 1.1) and forward to the Budget Analyst.

5.1.1
Attach any quotes or item information that will help expedite the order.

5.2 After budget approval, requisition will be forwarded to the Purchasing Department and item(s) will be ordered.

5.3 Requestor copy will be forwarded to the requestor after the order has been placed approximately 5-10 days.
5.4 It is the requestor’s responsibility to:

1. Acknowledge ETA date of item(s) and inform Purchasing of late orders for a timely follow-up.

2. Report any damaged items to Purchasing immediately.

3. Complete RMA form and instructions (located on General Services/Shipping & Receiving web site) for returning items.
6.0 Attachments

6.1 General Requisition form Attachment 5.1
6.2
RMA form Attachment 5.4.3 
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