
Finances  
The school budgets – both staffing and cash – are developed annually to guide management and 
leadership to best support students enrolled at the school that year.  
 
Orders are made by teachers through their WINC account. Staff requiring other items see the Business 
Manager to have orders processes in accordance with departmental policy. Corporate cards are held 
by school leaders and other staff in accordance with policy. Corporate card Petty cash may be arranged 
as relevant. Staff who purchase low cost items for use by their class submit a reimbursement form 
complete with receipts and photographs or actual items provided for transparency and accountability. 
The following Department of Education Ordering and Payment Matrix is provided for information.  
 

 

  

https://intranet.qed.qld.gov.au/Services/Finance/expenditure/paymentmethods/corporatecard/Pages/default.aspx


DATE ORDERED:  
 
 
PLEASE PAY       
 
 

 

DARLING POINT SPECIAL SCHOOL - REQUISITION FORM  
 

Please complete all sections on this form.    
Orders will not be processed on SMS  
unless the State Purchasing Policy Section has been completed. 
 
 
TO:  ______________________________________________________              
 
Address: __________________________________________________             PLEASE ORDER      
   
ABN:_____________________________________________________              
              
EMAIL  _____________________PHONE: ______________________ 
 
 

 
PLEASE SUPPLY THE FOLLOWING GOODS: 

Code No of 
Items
  

Description Unit Cost GST Total 

   
 

   

   
 

   

   
 

   

   
 

   

Reason for Purchase (must be completed): 
 
 
 
 
 
 

FREIGHT/ 
POSTAGE 

 
 

ORDER TOTAL  

 

Order requested by: …………………………………….. Date: …………………………… 
 
Purchasing Officer:  …………………………………….. 
 
Financial Approval: …………………………………….. 
 
COST CENTRE    
 
 
Quotes as per State Purchasing Policy Attached  Tick if applicable. 
 
Attach Quotes or Offers as applicable. 
 
 
 
 

 

  

 

 



Darling Point Special School 

Claim for Reimbursement 
 
 
Date:  ____________ 
 
 

Name of Claimant:  __________________ 
 
 

PLEASE NOTE:  When claiming reimbursement for ‘out of pocket’ expenses staff must 

remember that receipts presented must contain only the items to be claimed.  Personal items, Fly 
Buys or any other ‘personal gain’ must not be listed or used on/for these dockets.  Please adhere all 
dockets to the back of this claim form and hand to the Registrar for verification and payment.  Prior 
permission via Requisition Form (green) to purchase items is to be attained from Principal. 
 
 

Please list totals of all dockets and corresponding information in relevant columns below.  All invoices/receipts 
must be attached to this form. 

 
Docket Date 

 
Items Bought 

Cost Centre 
(if known) 

GST Free GST 
Inclusive 

Total 
Claimed 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

    

Total of Claim $ $ $ 

 
I certify that this is a true and accurate claim for reimbursement for Darling Point Special School for 
expenses incurred by myself as the claimant. 
 
Name: __________________________________________  Date: 
______________________________ 
 
 
Signature: _______________________________________ 
 
 
Approval: 
Name: __________________________________________  Date: 
______________________________ 
 
 
Signature: ______________________________________ 
 



  



 


