Overton Public Schools

Requisition and Budget Process and Timeline

2013-2014

March 15

Information to staff with account balance, requisition




forms and time line.

March 26

Cut off for purchasing for the current year. Exception




will be for custodial and perishable supplies.

April 5
Coop and specialized requisitions turned into Kristi.  Please have them completed with the vendor name, address, price, and unit number etc…

April 12

Coop purchasing order prepared for the ESU 10.

April 26

Coop purchases are uploaded to the Coop site 

May 1

Coop web site closes

May 10

Final requests for additional textbooks are due prior




to teacher check out. The 2013-2014 class schedules




should be reviewed to determine accurate textbook




needs. If the current textbook number is close wait




until school opens in the fall to order.

June 7

Purchase orders processed after June’s final staff




expense printout.

June 21

Coop purchasing orders begin arriving.
