[bookmark: _b30b6wtnzx48]Purchasing Guidelines
These accounts are provided for staff to use to purchase “basic” office supplies needed throughout the school year.
Here are some examples of acceptable and unacceptable items. Please note, this is not an exhaustive list. If you have any questions, please reach out to your Assistant Director.

	[bookmark: _2pb5gzelvq5m]Acceptable Items
	[bookmark: _muonj8dbcnbr]Unacceptable Items

	· binder clips
· binder paper
· clipboard
· copy paper
· disinfecting wipes
· dry erase markers
· erasers
· glue
· graph paper
· headset
· highlighters
· index cards
· manual pencil sharpener
· mechanical pencils
· notepads/notebooks
· paper clips
· pencils
· pens
· Post-its
· ruler
· scissors
· small timer
· stapler
· staples
· tape
· toner
· whiteboard
	· apps
· computer software
· ergonomic standing pads
· file cabinets
· food items
· gift cards
· office furniture
· shredders
· space heater



