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Purchase Orders
What is a Purchase Order?

A Purchase Order (PO) is a legally binding document 
sent from a buyer to a seller detailing specific goods or 
services to be purchased, including quantities, prices, 
and delivery dates. 

Work should not begin without an approved 
Purchase Order!



Purchase Orders

Key Purposes of a Purchase Order

➢ Legally Binding Agreement
➢ Clear Procurement Tracking
➢ Streamlined Purchasing & Budgeting
➢ Invoice Matching
➢ Dispute Resolution





Goods Receipts

What is a Goods Receipt? 

A Goods Receipt (GR) is entered into Ariba to document 
completed orders or services. The school or office that 
issued the purchase order must generate a GR to verify 
that goods/services were received. This will ensure 
timely payment to the vendor.

➢ 100% services rendered = full GR
➢ Partial services rendered = partial GR



Invoice Requirements
What is an Invoice?

An invoice is an itemized, formal document sent by a 
seller to a buyer to request payment for goods or 
services rendered. It details costs, quantities, and 
payment terms. It serves as a legal record of debt, 
documenting a transaction for accounting and tax 
purposes. 

*Common synonyms include a “bill” or “statement.”



Invoice Requirements
Invoices must include:

✓ Vendor name and address
✓ Unique invoice number
✓ Invoice date
✓ PO number
✓ Description of goods/services
✓ Quantity and pricing
✓ Total amount due

*Incomplete invoices will be rejected or delayed



Invoice Requirements
What factors lead to delay of payment?

• Goods receipt has not been created 
• Incomplete or incorrect invoice
• Missing documentation
• Goods/services that were not approved 

If the Goods Receipt has been created, the standard 
timeline for payment = Net 45 days from receipt of 
accepted invoice. 



Invoice Requirements

Payment Process Flow:

❑ Purchase order is issued
❑ Vendor provides goods/services
❑ School/office confirms receipt by issuing GR
❑ Vendor submits invoice
❑ LAUSD reviews invoice for accuracy; accept or reject
❑ Approval routing
❑ Payment issued



Invoice Requirements
Key Takeaways

✓ Always work from an approved PO

✓ Submit complete and accurate invoices

✓ Understand payment timelines

✓ Use electronic systems effectively

✓ Proactively prevent delays



Thank you!
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