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Hataitai School Financial Procedures


Ordering Goods
Our commitment

The Hataitai School board of trustees ensures the school’s financial and property resources are efficiently and prudently managed to effectively support our teaching and learning programmes, and to provide a healthy and safe environment for our students and staff.

Guidelines 
· All orders should be recorded in an official School order book and a copy retained in the School Office.  

· All orders recorded in an Order Book must be authorised by an appropriate person as outlined below.  The signature/initials of the person authorising the order must appear  on the retained copy together with an Accounting code under which the expense will be recorded.

· All orders must be properly recorded and authorised BEFORE placing the order on a supplier, who should be quoted the Order Number.
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These procedures were reviewed in November 2011
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