
year-end closing and to better manage your school/department budget.

Purchase Requisitions released into workflow after the dates indicated below will be rejected.
Categorical Purchase Requisitions must reference your SPSA for improving student learning and SPSA page must be
attached.

January 10, 2025 Deadline to submit a Contract Request Form for Direct Service contracts listed in the
2024-2025 Partnership booklet. No new Direct Service providers will be added to the booklet
after 1/10/25. Please refer to the purchasing procedure “Consultant Contracts” on the
Purchasing website for details on the processing of consultant contracts.

January 31, 2025 Deadline to create a Direct Services Requisition and exhibit b for already approved
partners. All services must begin on or before 3/1/2025.

January 31, 2025 Deadline to submit Large
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31, 2025 Deadline to submit a Non-Direct services agreement and requisition for the 2024-2025

school year.

Deadline for submission of regular purchase requisitions in MUNIS for the current
school year.
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April 4, 2025 Deadline to enter Travel/Conference requisitions. Requisitions must reach the
Purchasing Department 6 weeks prior to the registration deadline. If substitute coverage
is required, travel is permitted only if a substitute was included in the budgeted plans.
Maximum of 2 people per site/dept to attend an event. NO OUT OF STATE TRAVEL

April 14, 2024 Deadl

2

4

nsxnsxnsxAniT
x

s

n0R2nsxensx00x T0匀sT 2s sTs
1,

2024 Deadl

2

4

nsxnsxn
s2
n

s

nTa

s

nixn

sT

nx2sxessO2sT 2s
1,

Ae

nedl2

4

nsxnsxnsxxA蔈䔶sxA蔈䔶nssx00ns0 2n

s sdlnx

ns0 2n

s l

sT
nx
nssT

nx

i0e2܃ሀ,

nsxA蔈䔶2nor
approval. They should go to either the May 14 or the June 11, 2025 Board

meeting.

May 2, 2025 Deadline to purchase against Blanket Purchase orders for materials and supplies.
No more purchases are to be made after May 2, 2025.

May 15, 2025 Deadline to submit requisitions for material orders for summer school. Designate
SUMMER SCHOOL ORDER on the general description line. All materials need to be received
prior to June 30, 2025

https://drive.google.com/file/d/1Fdhgliv64s5ADQK0PkmCWmq-LEjL5zPs/view?usp=sharing
/Page/11798
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