
25-26 Classroom Supply Guidelines 
 

• Your supply budget is $350 from the district.   
o New teachers get an additional $200 the first year with the district. 
o Earbuds are provided by the district.  Contact an Admin for your class 

set, if needed. 
• Orders are placed once a month on/around the 15th. 
• April is the last month you can order for the school year. 
• Funds do NOT rollover year to year 
 

You may request one (1) Purchase Order to yourself. 
This is for supplies NOT purchased from the Specialty Vendor List (see back). 
o (i.e., Teachers Pay Teachers, Walmart, Target, etc.) 

 

When completing the PO to yourself: 

o You are the vendor. 

o Description is “Classroom Supplies” 

o The PO may be ANY amount up to $200. 
 

After you have made your purchases, submit a Reimbursement Form. 
o These forms are on the district website under:  
      Employees Employee Forms Fiscal Services 

o Only itemized receipts dated between 7/1/25-6/30/26 will be accepted. 
 

Everyday supplies should be purchased through AAA Workspace 
(previously Palace) using your individual login. 
- Staples, paper clips, tape, pens, pencils etc. 

- Other vendors should only be used for items NOT available through Palace. 
 

Steps for placing your order with AAA Workspace: 

• Shop, placing desired items in your cart. 
• Once you are done shopping select CHECKOUT. 
• In the ATTENTION box, put YOUR NAME. 
• In the SHORT PO box, put YOUR ROOM #. 
• Select UPDATE CHANGES.  
• On the next screen, select PLACE ORDER. 

- If you don’t complete all these steps your order will not be placed. 



Specialty Vendor List 
 

Lakeshore - www.lakeshorelearning.com 
Really Good Stuff - www.reallygoodstuff.com 
Discount School Supplies - www.discountschoolsupply.com 
School Specialty - www.store.schoolspecialty.com 

 
Steps for placing an order with a specialty vendor: 

• Shop, placing desired items in your cart. 
• Once you are done shopping, go through the checkout 

process, as far as you can, before payment is needed. 
- This helps ensure shipping & handling is added, if applicable. 

o If the site won’t let you proceed to S&H, print the cart without it. 

o The amount deducted from your supply budget will be the total 
cost of the order. 

• When payment is requested, try sharing your cart in an email 
with me.  If that doesn’t work, please send me an email with 
links to the items, or a detailed list with item numbers.   

• If none of those options are available, you can print your cart.  
Write your NAME/ROOM # on your printout & turn into the me 
in the District Office. 

 
Nicky’s Folders - www.rochester100.com 

Orders are only placed once a year. 
 Submit only 1 order per grade level. 

Email a link including: 
• number per teacher/room  
• color/type 

 

 

 

 

 

Questions?  Call Bridgette, Ext. 202 

http://www.rochester100.com/

