ORDERS

ALL STAFF

ALL orders are computer generated and printed – No payment can be made without an order and so EVERYTHING has to have an order. 

Order forms will not be available on request. An order request form will need to be completed ahead of time and given to the office. Expenditure and sub programs codes MUST be filled in. Only Program leaders can order from Program Budgets. They will be given the relevant account numbers and codes. For orders from class budgets the following numbers apply:

Classroom Budgets

7065

Expenditure Code
86104 (class materials)

A number code must be used.
To order ANYTHING you MUST fill out an order request form. 

This includes:

· Sports, swimming and excursion buses (by faxing the order, it confirms the booking). 

· Excursion/Incursion destinations (for example ballet, swimming, opera, farm, bookweek authors etc.)

· All orders for classroom budgets. This includes personal claims. These WILL NOT be paid without an order.

· All orders for Program Budgets(These must have the approval of Program Budget leader)

DO NOT phone through an order without filling out an order request form. NO accounts will be paid without an order form that is complete with ACCOUNT NUMBERS and customer ABN. A list of account numbers is available from the office and should include what you are buying and from which sub-program

Orders do not need to have the exact amount on them, but should have an approximate amount. It is also important to specify the number of items you are ordering.

Any invoices that arrive and do not have an order will be placed in the relevant staff member’s pigeon hole for completion. 

PLAN AHEAD

Please find attached a sample form. Other forms will be available from the staffroom or office.

REQUEST FOR PURCHASE ORDER

CREDITOR NAME: ……………………………………………………

ADDRESS:

……………………………………………………….




……………………………………………………….
Phone/ Fax
……………………………………………………….
ABN: 

……………………………………………………….

ORDERED BY: 
.………………………………………………………

DATE: 

………………………………………………………..

DELIVERY INSTRUCTIONS (any special instructions)




………………………………………………………..

IS THE ITEM TO BE ORDERED AN ASSET? 
Yes/No

SUB PROGRAM: ……………………………………………………….


(List of subprograms available from the office)

IS THE ORDER FOR A DE & T INITIATIVE? Yes/No  ……………..
EXPENDITURE CODE: ……………………………………………….


(Book of expenditure codes available from the office)

ITEMS: 
………………………………
COST + GST
…….…



………………………………
COST + GST
…….…



………………………………
COST+ GST
.………



………………………………
COST + GST
 ………



………………………………
COST + GST
.………

NUMBER OF ITEMS ORDERED: ……………………………………

COST OF ORDER 

...………………………………………..

SIGNATURE OF PROGRAM LEADER: ……………………………..
