
Purchasing Procedures 
 

 
1. Go to www.comancheisd.net and fill out a PO Request Form for each vendor and give to the 

campus secretary for processing.  If you plan on using the school credit card the vendor will be 

Visa-Commerce Bank.  The district will not reimburse employees or assume responsibility for 

purchases made without an approved PO. 

 

a. Go to www.comancheisd.net  

b. Select Financial Transparency Tab 

c. Select Forms Tab 

d. Under the FINANCE FORMS select PO Request Form (see attached form) 

e. Print form(s) and submit to campus secretary 

 

2.  After PO(s) are approved, you will receive a copy of the Approved PO in your mailbox and then 

you can place your order.   

 

3. After receiving your order, please attach the following to the Approved PO and send to the 

business office for payment: 

 
• PO Request Form 

• Packing Slips 

• Invoice if it was included with the order 
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