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. You must purchase from an approved vendor off of the
Purchasing Coop list (https://comancheisdbusinessoffice.weebly.com/purchasing.html) or use

the Informal Quotes Form. If you plan on using the school credit card the vendor will be Visa-

Commerce Bank. [HEdistrcE WillHOE reitmbUrse employees or assunme responsibility for

a. Go to www.comancheisd.net

b. Select FINANCIAL TRANSPARENCY TAB

¢. Select PURCHASING TAB

d. View the list of approved vendors and find the contract number for your vendor
e. Select FORMS TAB

f.  Under the FINANCE FORMS select PO Request Form

g. 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:

e PO Request Form
e 3 Quotes - If a purchasing coop was not used
® Packing Slips

e |nvoice if it was included with the order
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Comanche ISD

PO# Assigned:

Purchase Order Request Form

Vendor Name:

Address:

City:

State Zip

Phone #

Fax #

Employce Name:

Title

Ship To: Please circle address below for order to be shipped to I

Comanche ISD

Comanche Elementary Comanche Junlor High Comanche High School Comanche Eary Childhood Center

308 FM 338) 1 Valley Forge Drive 1600 North Austin 200 East Highland 200 East Highland
Comanche, TX 76442 Comanche, TX 764421 Comanche, TX 76442 Comanche, TX 76442 Comanche, TX 76442
Aun: Aten: Attn: Attn; Attn:

Item # | Description Quantlty Unit Price Total

r*xt*Faderal Funds & State Mandated Funds*****
Must identify strategy from District Improvement Plan/Campus Improvement Plan

Subtotal

Shipping

— Miscellaneous

Totat

Expenditure Code $
Expenditure Code B - - %

Expenditure Code $

$

Expenditure Code




