Tioga ISD

Purchasing 101




I want to purchase something!!
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TIHIE BASICS

Purchase Requisition

Purchase Order

Notify Accounts Payable (Sondra Hall) when all items
are received

Invoice — send all invoices to accounts payable
Accounts Payable will process payment




PU RC HASE RE QU I S IT I ON TIOGA INDEPENDENT PURCHASE REQUISITION

SCHOOL DISTRICT
PO BOX 153 - TIOGA, TX 76271
Phone: 540.202.2536 + Fac 940.202.2587

1. Verify Vendor is on the Approved Vendor List — ) e o
Found on TISD website — If they are not, G e
contact Sondra Hall to see what can be done to S —— mm
add th em X For ac;;':':czéc';ladun ard up::'E of totals and grand total, m%c:zixm and click "Update Feld", :;::IJE

2. Complete Purchase Requisition form found on | v
TISD website in the Business Office forms, in T
your campus breakroom or email.

5. Complete form. (Make sure purchase is Texas T
sales tax exempt.) —

4. Send form and invoice or quote to Campus

Principal/Supervisor for approval




PURCHASE ORDER

1.) Once the Purchase Order (PO) has been approved,
one of two things happens:

TIOGA ISD

B35 MCKNIGHT RD. TIOGA,TX. TE2T1-2T69
Fax: { 940 )} 202-2567

Phone: { 840 ) 202-2536

attn: SONDRA
8 [855 McKnight Road
HTlpo Box 159

! O|TIOGA, TX 76271

P |Requestor HALIE MARTIN

—

P.O. NUMBER 460033

ATTACHMENTS N

P.O. DATE 08-11-2025
DELIVER BY 08-11-2025
REQ NBR 360034

VENDOR NBR 06129
REF NBR
BID NBR

FEDERAL ID NBR 75-1613457
VEI

NDOR NOTE

A.) Some vendors will automatically receive the g
APPROVED Purchase Order (PO) electronically from —
Ascender, if they provided an email for purchase orders ST ms e
in their Vendor forms. ooz 1200w:':r5i::|ﬂmE-W1-3ﬁ S100CR GRAPHITE TEES 1300000 oo o0 186,00
Or o e e e o
B.) You will receive a copy of your APPROVED L e e
Purchase Order from Sondra - you may then order T —
your items from your vendor via email, phone, fax, etc. T s
and provide them with the PO number. o
2.) You may not make any purchases without an
approved purchase order or you may be subject to pay
for it yourse]f \ oL o[ TORRAATAT o AT S
_— Dz ]
P ——— T——




RECEIVING REPORT
/PACKING SLIP

1. Upon receipt of item(s), purchaser must verify that the item(s) in
the box(es) are the item(s) ordered.

If all is correct and complete, purchaser will then sign and
date the receiving report or packing slip and forward them to
Sondra Hall with a copy of the approved PO. If there is no
packing slip, email Sondra Hall the PO # and indicate all
items have been received and it’s ready to pay.

3. If the order is wrong, purchaser will contact the vendor about
corrections. If the order 1s incomplete, keep all receiving reports
and packing slips until the full order is fulfilled.

4. ALWAYS - If an invoice is emailed or mailed to you, please forward
it to or SO
payment can be processed. (You can also send it through interoffice
mail.) We only have 30 days to pay an invoice, so please send it

ASAP,
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mailto:accountspayable@tiogaisd.net
mailto:sondra.hall@tiogaisd.net

Any questions................

Contact:

Sondra Hall

Business Manager / Accounts Payable-Receivable
(940) 202-2536 or ext 108 @ HS



mailto:Sondra.hall@tiogaisd.net

