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(Currently Kingdom College does not require purchase orders.  Guidelines established in KC400.12 will be used used until such time as the decision is made to begin utilizing purchase orders.)


Purchase orders may be written by departments with the Director of that department’s approval and submitted to the Chief Financial Officer for action if the purchase is under or up to $100.00. If the acquisition is over $100.00, the purchase order request must first be submitted to the President by the Director of the department for approval by the President. If the President signs off, then the Director can proceed to give the purchase order to the Chief Financial Officer for action. If the request is not approved, the Director will keep the purchase order on file until funds are available.     
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