PROCEDURES FOR “PICKING UP” SUPPLIES
(Supplies & merchandise ‘picked up’ from vendors by employees)

KROGER’S


1)  Pick up Kroger’s charge card from NPESC board office.

2)  Take charge card and purchase order to service desk for tax exempt process.

3)  When finished with shopping, proceed to cashier to finish transaction.


4)  Upon completion of transaction, attach copy of receipt to copy of P.O.


5)  Return card and receipt back to Donna in the treasurer’s office.


SUGGESTION:

            (PLEASE KEEP A COPY OF THE TRANSACTION FOR YOUR RECORDS!!)

PAT CATAN’S 

1)  Pick up Pat Catan’s charge card from the Erie County EHOESC board office.
2)  Show copy of P.O. and charge card to cashier at store.

3)  Return card back to treasurer’s office with receipt attached to copy of P.O. 
            SUGGESTION:

            (PLEASE KEEP A COPY OF THE TRANSACTION FOR YOUR RECORDS!!)

WALMART 

1) Take P.O. to cashier & tell them tax exempt and the tax ID#244986 
(our tax exempt # and their tax ID# along with the charge # are on the P.O.)  


 (If there is a problem, ask for courtesy desk supervisor or cash office personnel.)
2) Attach copy of the receipt to copy of the P.O. and return to treasurer’s office. 
            SUGGESTION:

            (PLEASE KEEP A COPY OF THE TRANSACTION FOR YOUR RECORDS!!)

SEARS/LOWES 

1) Take P.O. to register and tell cashier “tax exempt”.

2) Charge # and expiration date and tax exempt # are on the P.O.

3) Attach receipt to copy of P.O. and turn in to Donna in the  treasurer’s office.

            SUGGESTION:

            (PLEASE KEEP A COPY OF THE TRANSACTION FOR YOUR RECORDS!!)

CREATIVE TEACHING
1)  Take purchase order to front desk and they will help with filling


     your order.

2)  Attach store copy of your purchases to a copy of P.O. and turn in to


     Donna in the treasurer’s office.
These same procedures apply to any purchases/charges made by an employee at ANY of our area businesses. 

ALL receipts should be forwarded to the treasurer’s office immediately after purchase. They should either be attached to a copy of the purchase order or have your name and PO# written on the receipt.
(Please note:  Stapling or taping the receipt to a sheet of paper keeps the receipt from getting lost in the paper shuffle on its way to the treasurer’s office.)
If you still have a balance left on the purchase order and want to use it later in the month, please make a copy of the purchase order and mark it with “Please keep open”, attach receipt and forward to the treasurer’s office asap.  Monthly purchase orders are to be used in the month stated on the purchase order.  (The receipt date should match the month on the P.O.)

All receipts are the responsibility of the purchaser/supervisor to make sure they are received by the treasurer’s office.
Any lost, misplaced or destroyed receipts are the responsibility of the employee to make payment to NPESC to cover the charges.  (We are required by our auditors to have receipts for verification of any purchasing done by the NPESC.)
Repeated offenses of not turning in receipts or losing receipts and not paying up, will result in losing your privilege to charge.
