SAMPLE Procedures for Purchases
ARTIFACT PURCHASES

· Purchases must be approved by the Museum Acquisitions Committee. 

· An Acquisitions Form will be filled out for each purchase.  

· Artifact purchases may also be made with general funds.  If not already paid for by a staff member, an invoice will be sent to the accounting department to request payment. 

· Staff requesting reimbursement for a purchase must submit the following items to accounting if they are to be reimbursed with general funds:

1. Receipt 

2. Statement of Reimbursement filled out by Museum Collections

3. Employee Expense Document 

· Follow the data entry instructions for purchases as outlined in the Registration Procedures.

