ORLEANS PARISH SCHOOL BOARD

PURCHASING/ANCILLARY SERVICES DEPARTMENT

3520 GENERAL DEGAULLE DRIVE

NEW ORLEANS, LOUISIANA 70114
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INSTRUCTIONS FOR COMPLETING THE PROCUREMENT

 AUTHORIZATION/APPROVAL FORM
The purpose of the form is to verify that the requirement was obtained through the proper procurement process.

It is to be used when the signature of the Superintendent or the Board President is required on any document that obligates the Orleans Parish School Board (OPSB) OPSB to purchase goods and/or services.
Please fill in the form in its entirety.  Once the form is filled in, it is to be submitted to the Purchasing Department for further action and routing.

Purchasing will forward the form with your document to the OPSB Legal office so that the proper signatures may be obtained.  The fully executed document will be returned to you once all of the signatures have been obtained.

Failure to comply with these instructions, and the requested information on the form, will delay the signing of your document.

If you have any questions or concerns, please contact either Leslie Rey @ 504-304-5645 or Lynn Dillon @ 504-304-5639.
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