Form 501-4

Requisition Form

	School:
	
	Date:
	

	Supplier Address:
	Ship To:

	
	

	Supplier Fax Number:
	
	Ship Via:
	

	Other Instructions:
	Tag Shipment For:

	Budget Category

	1.2.12.130.300     Textbooks

1.2.12.130.301     Computer Supplies & Services Inst.

1.2.12.130.309     Resource Centre Materials

1.2.12.130.312     Academic Supplies 

1.2.12.130.312.034 ESL/ESD Materials

1.2.12.130.312.035 Core Cree Materials

1.2.12.130.312.036 Core Dene Materials

1.2.12.130.312.037 Core French

1.2.12.130.312.038 French Immersion Materials

1.2.12.130.312.039 Cree Immersion Materials

1.2.12.135.200     Administrative Materials & Supplies
	1.2.12.135.345 Computer Supplies & Services Admin/General

1.2.12.140.250 Furniture & Equipment Administrative/General
1.2.12.140.252 Computer/Audio Visual Equipment
1.2.12.140.253 Purchase of Academic Furniture & Equipment

1.2.12.140.258 Repair of Instructional Equipment

1.2.12.150.210 Postage

1.2.12.160.223 P.D. – Instructional

1.2.12.160.224 P.D. – Non-Instructional

1.2.12.170.360 Awards to Students

1.2.12.170.361 Special Events

1.2.12.170.362 Special Programs

1.2.14.175.522 Special Events Transportation

	Other Program (enter A/C or Describe:



	Prepared By:
	Recommended By:

	In-School Admin. Signature:
	Sup’t Signature:

	Quantity
	Product #
	Item Description
	Cost Each
	Total

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	Shipping
	

	
	
	
	GST
	

	
	
	
	PST
	

	
	
	
	TOTAL
	


Purchase Order #: 




Vendor #: 
PLEASE MAKE DUPLICATE COPY FOR YOUR RECORDS
NORTHERN LIGHTS SCHOOL DIVISION # 113

ACCOUNT DEFINITION – REQUISITION FORM
(For additional account definitions please contact the Business Administration Department in Central Office)

Textbooks (1.2.12.130.300.pgm.lcn)

Report the expenses for books purchased as desk copies for teachers and also the costs of books purchased, including workbooks, for free distribution to students.

Computer Supplies & Services – Instructional (1.2.12.130.301.pgm.loc)

Report the expenses for computer supplies and software programs where they are an integral part of the instructional program and not administrative or general resource centre materials.  Include the cost of licensing and support fees, internet charges for classroom programs and other computer supplies and services.

Resource Centre Materials (1.2.12.130.309.pgm.lcn)

Report the expenses for resource centre print and multi-media materials that are housed and indexed in the school or school division resource centre.  This would include library and reference books, periodicals, other printed materials, computer software, tapes, films and film strips, globes and charts.

Academic Supplies (and Second Language Materials) (1.2.12.130.312.pgm.lcn)

Report the expenses for classroom supplies, testing materials, science, computer and other laboratory supplies, music program supplies, physical education materials, applied arts program materials and other instructional aids for classroom use.  Also include expenses for providing cable television services to schools where the service is used primarily as part of the instructional program.  Do not include the cost of classroom or resource centre print and or multi-media materials.  These are reported under Resource Centre Materials.

Administrative Materials and Supplies (1.2.12.135.200.pgm.lcn)

Report the expenses for consumable materials and supplies, such as paper, binders, etc. purchased for central instructional or school administration purposes.

Computer Supplies and Services – Administrative/General (1.2.12.135.345.pgm.lcn)
Report the cost of computer supplies and services of a primarily administrative nature purchased for central instructional or school administration purposes, including software and service contracts.  Do not include software programs that are an integral part of the instructional program or resource centre materials.  These costs should be charged to the appropriate account in the Instructional Aids category.

Furniture and Equipment - Administrative/General (1.2.12.140.250.pgm.lcn)

Report the cost of non-capital furniture and equipment (e.g. replacement of office chairs, calculators, printers, etc.) acquired for the instructional administrative/general purposes.  Do not include the cost of academic classroom furniture and equipment.  These costs should be charged to Purchase of Academic Equipment.

Purchase of Computer/Audio Visual Equipment (1.2.12.140.252.pgm.lcn)
Report the cost of non-capital Computer, Audio Visual and other similar technological equipment. This would include computers, tablets, projectors, smart boards, printers, televisions, cameras etc.
Purchase of Academic Furniture and Equipment (1.2.12.140.253.pgm.lcn)
Report the cost of non-capital furniture and equipment purchased for academic/classroom use.  This would include classroom desks, chairs, tables, scales, meters, microscopes, paper cutters, stands, models, instruments,  equipment for technical and vocational shops, home economics laboratory equipment, gymnasium and track and field equipment, etc.

Repair of Instructional Equipment (1.2.12.140.258.pgm.lcn)

Report the expenses for the repair and maintenance of instructional equipment, including equipment service contracts except those that relate to photocopiers. 

Postage (1.2.12.150.210.pgm.lcn)

Report the expenses for postage used for instructional purposes, including the operating costs for postage meters and scales.

Professional Development - Instructional Staff (1.2.12.160.223.pgm.lcn)

Report the non-salary expenses related to professional development activities of instructional employees (LEADS and Teacher Contract), including central office and school instructional staff, for conventions, workshops, seminars, etc.  Also include non-salary expenses related to sabbatical leaves, educational leaves and bursaries for instructional employees.  This includes registration, tuition fees, books, instructional materials, travel expenses (airfare, mileage, meals, hotels, parking), etc.

Professional Development - Non-Instructional Staff (1.2.12.160.224.pgm.lcn)

Report the non-salary expenses related to professional development activities of non-LEADS/non-teacher contract instructional support staff, including central office and non-teacher school staff, for conventions, workshops, seminars, etc.  Also include non-salary expenses related to sabbatical leaves, educational leaves and bursaries for non-LEADS/non-teacher contract instructional employees.  This includes registration, tuition fees, books, instructional materials, travel expenses (airfare, mileage, meals, hotels, parking), etc.

Awards to Students (1.2.12.170.360.pgm.lcn)

Report the expenses for awards made to students, such as scholarships, medals and prizes.

Special Events (1.2.12.170.361.pgm.lcn)

Report the expenses for special events that have a student focus, such as graduations, team sport events, track meets, etc.  Include the cost of materials and other event related expenses.

Special Programs (1.2.12.170.362.pgm.lcn)
Report expenses for special program offerings to students that are outside of the standard academic programs of the school division (e.g. drama clubs, band club, etc.) including materials and other program related expenses.

Special Events Transportation (1.2.14.175.522.pgm.lcn)

Report costs incurred to acquire transportation services from outside suppliers for purposes of student related special events or programs.
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