
mails check 

Requestor 
with delegated Board of 

Trustees purchasing authority 
buys and receive supplies from 

a vendor

Requestor 
sends invoice and completed Check 
Request form to District Accounts 

Payable

District Accounts Payable 
Pays Invoice

  If the Check Request is signed 
by a properly authorized individual, 
if sufficient funds are available in 

the designated account, and if 
payment will otherwise comply with 

District policies.

Vendor

Cannot be capital 
equipment

Cannot be 
independent 

contractor services

Cannot exceed 
statutory bid limits

Must comply with  
Board Policy and 
Admin.Procedure 
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