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S New Purchase Order
v System




General Ledger —

00-000:-000-000

00 - fund

0000 — account codes
000 — object code

000 — sub-object code

w [




General Ledger — - -
|

00-‘und
10-General 57-Solid Waste
20-Road 58-Street Lighting
21-Care Tax 61-Fleet
45-CIP 62-Purchasing/Warehouse
51-Water 63-Self Insurance
52-Water Reclamation 64-1T
55-Storm Water /4-CDBG/Federal Programs
56-Recreation /6-Senior Center




General Ledger —

0000-spe- fic assets

1000 — 1999 assets
2000 — 2999 liabilities or fund equities

- 3000 — 3999 revenue accounts
4000 — 9999 dept, division, section

4531 — 45 (admin serv department)

3 (accounting services)
1 (purchasing/warehouse section)




General Ledgér —

000-kinc .of ohject

- 100-199 personnel services

- 200-299 materials & supplies

- 300-499 services

- 500-599 other charges i.e. claims & adj
- 600-699 sundry/misc expense

- 700-799 capital outlay

- 800-899 debt service

- 900-999 transfers and other uses

-




Specify Request Type

Mew Request Type

(" Purchagze Order (" LCheck Reguest " Copy From Prior Hequest

Select Purchase order.



®% Purchase Order Entry
File Refresh Add Vendor

Select Vendor l Item E ntry ] Comments & Approval Path

Wendor Mame Sort By: Wig

|Bi$l3l:l f* “endor ™ Mumber [w Achve [ Inachwve

Hurnber |‘Jendn:|r M arne Address City |En:|r'|tan::t |F'hn:|ne ~
_|25735 Bich, Rachel 955 N 900 E Orem [8071] 229-7510
(17877 Birchtree Industrial 1084 M Industrial Park Dr Crem [ ]
_[30932 Bird And Exatic All Pt Hospit 12720 Porw Express Road  Draper [301] BES-1263
(31330 Bird Canstruction Inc. 3000 M University $#250 Prowio [ 1]
_ [29247  Bird, Janice 265 Sterling Dr B ountiful [B01] 7121734
_|28114  Bird. Lanea FZ2MNBROE Orem [000) 235-1594
_|30237 | Bird, Temy 1788 W 820 Orerm [807] 224-3820
_|22680  Bird. Thera 733w 1RR0M Orem Thera [807] 224-1061

28695 | Bizchaff, Dian 1295 5 1145 Orem Dan [8071] 787-53148
Bz¢  [BiscoBonneville Industial Qrem | |[301) 2257770
_|26832 | Bishop, Caral 1 W B20 5 Orem [8071] 229-2237
_|5366 Bizhop, Dan Orem Fire Divizion [000] 224-70:21
_|23511 Bizhop, Steven R23w aa0 s Orem [807] D00-0000
(13382 | Bitter, Shermrida 1169 75 E Orem [ 1]
29443 | Bittercreek 4545 Bittercreek Rd Aftan Lee Hyde [3071] 6R4-1009
_|26712 Bitters, Daina 1895 M 1450 E Praova [8071] 735-5897
23580 | Bizcradle, Lo E15 5 State Street Crem Robert Lawrence [8071) 374-8709
25015 | Bjamnzon, Tracy 1234 w080 M Fleazant Grove | Tracy [801) 785-3245
| |16330 | Black Box Corparation 1000 Park, Drive Lawrence [412] 746-5500 3

Select Vendar | Select Vendar & Modify Address | Wiew YWendor | l-'L Cloze

Choose vendor by typing a minimum of letters,
Then press enter.



Only when you are sure the vendor does not exist already !

®% Purchase Order Entry

File Refresh Add Vendor

EBX]

Select Vendor l Item E ntry ] Comments & Approval Path ]

Wendor Mame Sort By: Wig

|Ei$|:d w “Wendar i Mumber |7 Active |_ |Inachwe
Hurnber |‘Jendn:|r M arne Address City |En:|r'|tan::t |F'hn:|ne ~
28795 Birch, Rachel 955 M 900 E Crem [801) 229-7510

17877 Birchiree Industrial
_[30932 Bird And Exatic All Pt Hospit
31390 Bird Construction [ne.

1084 M Industrial Park Dr Crem [ ]
12720 Porw Express Road  Draper [301] BES-1263
3000 M University $#250 Prowio [ 1]

_ [29247  Bird, Janice 265 Sterling Dr B ountiful [B01] 7121734
_[28114 | Bird, Lanea Y2 M BR0E Orem [000) 235-1534
30297 Bird, Temy 1738 K 320w Orerm [8071) 224-3320
22680 | Bird, Thera FI3WEROM Orem Thera [801) 2241061
28695 Bigchoff, Dan 'IEEIE 5 1145 W Elrem [EEI'I] 7875318
EI Bizco-Bonneville Industrial _ [201) 2 i
26832 Bighop, Carol El'l "v'v" 620 5 Elrem [801) 229-2237

_|5366 Bizhop, Dan Orem Fire Divizion [000] 224-70:21

_|23511 Bizhop, Steven R23w aa0 s Orem [807] D00-0000

(13382 | Bitter, Shermrida 1169 75 E Orem [ 1]

29443 | Bittercreek 4545 Bittercreek Rd Aftan Lee Hyde [3071] 6R4-1009

_|26712 Bitters, Daina 1895 M 1450 E Praova [8071] 735-5897

23580 | Bizcradle, Lo E15 5 State Street Crem Robert Lawrence [8071) 374-8709
28015 Bjamzon, Tracy 1234 w080 M Fleazant Grove | Tracy [801) 785-3245

16330  Black Bowx Corparation 1000 Park, Drive Lawrence [412] 746-5500
— w
Select Eendnr Select Vendar & Modify Address | Wiew YWendor | l-'L Cloze

/

Now you can either choose one of these or double click for this vendor,
or press enter for Purchase Order.




Change for this Request Only
Mew [nfarmation
M ame, Cormparm

Bizco-Bonneville Industnal
FO Box, Dept ar Div., Street Address & Suite

Street Address ar Other Address Info.

City St Zip Code
Orern T |840580000

X Cancel | W 0OF |

This screen is for a one time only change.
It does not change the vendor master file.



Vendor Maintenance

Wendor Type
Type Taw 1D Mumber

| Corparation j |

Furchasing |nformation

M ame, Compary

Orem AcctH With Wendor

Check Bemittance [nfarmation
M amne

|Ei3cD-EDnneville [ndusztnal
FO Box, Dept ar Div., Street dddress & Suite

|Ei3n:n:u-E anneville [ndustrial
PO Box, Dept or Divy., Street Address & Suite

|45 5 1500w
Street Address ar Other Address Info.

|45 5 1500 w/
Street Address ar Other Addrezs Info.

City St Zip Code City i Zip Code
\Orem T |84058-0000 \Orem T |84056-0000
Contact Phone Contact FPhore

| \[501) 2257770 |Fiandy '/ alton \[801) 22577700
Fax Mumber E-mail &ddresz R outingT ranzit B ank, Account

]

If you choose to view the vendor information this is the screen you will see.
The advantage of this screen is to be able to check the vendor information.
You will not be able to make changes in this screen.



Vendor Maintenance

Must be entered

Yendor Type
Type Tax D Mumber

FPurchasing Information
M ame, Compary

g

FO Baox, Dept or Div., Street Addresz & Suite

Street Addrezz or Other Addrezss [nfo.

City St £ip Code
| |
Contact FPhone
| 0]
Fax Mumber E-mail Address
- |

x Cancel |

Orem Acctl With Vendar

Check Remittance [nfarmation
Mame

FO Box, Dept ar Dis., Street Address & Suite

Street Addrezs ar Other Address [nfo.

City St Zip Code

Contact FPhaone
| )

Houtings Tranzit B ank, &ccount

L |

If you choose to add a vendor this is the screen you will see.
Simply fill in all the fields, making sure the information
Is correct, then select OK.




+I" Purchase Order Entry

File Refresh
Select Vendor l Item E ntry ] Comments & Approval Path

Wendor Mame Sort By: Wig

|The * Vendor ™ Mumber [w Active [ Inachive

Hurnber |‘Jendn:|r M arne Address City |En:|r'|tan::t |F'hn:|ne | L
| Testile Team Outlet & Design 520 State Fleazant Grove  Branden [801) 785-733
25164 Thacker, Dari 468 M 900 E Crem [807) 202-7214a

22890 Thai, Henry 472 Marth 250 E ast Orem Heniy [B01] 7R4-0315
[l22625 [Thanksgiving Point Mgt Co. Lic 3003 N TharksgivingWay [Lehi | |
(14976 | Tharca 1471 5 Industrial Road Sal Lake City kelba [B3011973-0100
230 Thatcher Chem Co P.O. BOxX 27407 Salt Lake City [000) 972-4530
_|14206 | Thaston, Ted J3B N 200 E Lehi [ ]
_|859 Thayne, Gordon 955 M 900 W Crem [ ]
_|23407 | Thayne, Naoma MEE100M Orem [000) 224-2146
27502 | The Backup Training Corp 421 Coewr [V'alene Ave Coeur D'alens [800) 822-9398 =
28385 The Bike Peddier 24 Eazt kain Street American Fork [2071] 7hE-5014
_[31107  The Cad Stare 3918 5. State St Sandy FRuzzel [B01]942-2122
(31413 | The Cliffz Liz 2158 South Orem Boulevard  Orem Bruce Dickerzon [B071] 226-0020
_|25462 | The Discounter P.O.BO: FOS7 Dallas [888] 309-2809
28146 The Dsw Group Suite 220 Atlanta [770] 953-0393
30376 The Glass Galleny.ld 10300 Lake Blutf Dirive StLouiz [ ]
|26237  The Radar Shop 1601 5 Grove wichita Fax[31E)263-5302 [316] 263-5300
28364 The Wedding Shoppe 1222 Wwiest 1200 Morth Crem [ ]
| |23342 | The Windowbox Gallem B2 'West Center St Provo Chewla Bogh [B071] 377-4367 3

+ Add Yendor | Yiew Yendaor | Select Yendar & Modify Address | l-_L Cloze

Please remember that A, Dr, Mr., Mrs., Ms., and The,
Are not part of the vendor name, however they can be
Added to the end of the vendor name.

1.e.: Bike Peddler, The



3 Vendor Maintenance

File
Wendor Search ] Wendor Detail |
Wendor Mame Sort By: Wig
|.Ju * Vendor ™ Mumber [w Active [ Inachive
Yendar Mame Address City Contact Phone ~
28927 |Jones, Tim B55 Bear Paw Lane Marth | Colorado Springs [ ]
(29283 Jones, Ty VEIEBEOM H2 Provo Ty [807] 212-0625
(18831 | Jones, Valere I E18305 Orem [ 1]
_[£3482 | Janes, Winifred G54 South Main Orem wWinifred Jones [B01] 224-2428
_[26351 | Jardan River Animal Hozpital 1519 wiest 9000 South Wezt Jordan [20717 000-0000
_|24465 | Jordan, Dawid J36E. 1400 5. Crem [Dravid Jordan [B01] 269-0718
_|24824  Jordan, Tessa B3N 1150 E Lirdan [807] 785-2205
_|[2B185 | Jorgensen, Alan 1135 West B40 Horth Crem Alan [801) 226-6183
27075 | Jorgenzen, April 1444 M 14004 Frovo [807) 373-4252
_[25973 | Jorgensen, Cheryl 1443 W 10504 Crem Cheryl [000) 226-1304
_[£3973 | Jargensen, Harriet a0 West 570 Morth Orem [B01] 226-7733
(31104 Jargenzen, Thelma T. FAE 300 M Prowi [o0a) 377-0598
_[25552 | Joubail, Saloman 1151 5. 128th Temace Pembrooke Fines [ 1]
(20832 Journal Publications Parkway Springwille Wan [201] 8R3-A378
332 Jr's Custan Muffler & welding 1407 ‘wiest 400 Sauth rerm [201] 224-7451
(30221 | Jubilation Fireworks 205 Morth 100 W est Fl. Growve Jetf Puzey [ ]
|26133  Judd, Esther R43EB00S Orem [8071] 765-5295
(21250 Judd, Gan 273 whest 2000 South Crem [807] 226-2735
| |23749  Judd, Matt 246 ezt 520 Morth rem [ 1] 3
+ Add YWendaor | — | elect to Combine | EI Combine | l-'L Cloze |
N\
AN

In order to standandize our vendor Iist} Please do not spell out
North, East| South, & West, use only N, E, S, W.
Please do not use (.) anywhere in the vendor Name or Address.




+I" Purchase Order Entry
File Refresh

Select Wendaor  Item Entry

Yendor |nformation

Commentz & Apprasal Path

Wendorf  Mame Address 1 Address 2 City St ZipCode
34 |Bizco-Bornneville Industria |45 5 1500 % Crem lﬁ |84EIEEEIEIEIEI
Descriptian
Account Quantity Uit Price/dnit  Shipping [term Taotal  Yehd  |nvaoice Mumber |rvoice D ate
|- - - | 0.00 | 0oooo | 000 | ooo | | | =]
Accaunt Bal: 000  Remain. Bal 0.00
i |Desc:ri atiah |.-’-‘-.n:n::n:-unt |E!uar'|tit_l,l |E.-'l'-. |F'rin::ex'L|nit |Shi|:| |Tn:nta| |‘-.feh1¢| [hvoice M

X Cearal | wmDeete | ) |

b
= | Request Tatal: 0.00 l-'L Cloze

Fill in the description, include part #, color, size or
Anything that will detail the item being ordered.



B Purchase Request Entry Program
File Refresh Add Vendor

Select Wendar  Item Entry | Commerts & Approval Path

Yendor |nformation

Wendorf  Mame Address 1 Address 2 City St ZipCode
| 34 |Bizco-Bonneville Industria |45 5 1500 % Orem lﬁ 340520000
Descriptian
Account Quantity Uit Price/dnit  Shipping [tem Tatal
|- - - | 0.00 | 0oooo | 000 | 0.00
‘ \ Account Bal: 000  Remain. Bal Q.00
Seq|[\escriptian \ \ |.-’-¥.n::n::n:|ur'|t\ |Dt_l,l\ |E.-'1'-. |F'F"L| |Shi|:|. |Tn:|tal | M
» =
g
X Clear Al | == [elete | ) Request Total:

\ \ \ AN

\ S Ssameny

Add the account number, quantity, unit of measure, price, and shipping




Search Invoice Entry l Check Run Management | All ltems [nvoiced

Yendor Information

Fequestt Yendort Mame Fequest Total Total Paid Fiemaining Percent

201001866 |34253  |Capstone Sales, LLC | 126.00 | 000 | 12800 | 100.00%
Item|Descriptinn Account |I]t_l,l |Elt_l,l Fec. |I]t_l,l Left |E.-’-'-. |F'F'L| |Shi|:| |T|:|tal |T|:|tal Fec. |T|:|tal Left |

4

| |2, |shipping B2-7581-250-000 1.00 Q.00 1.00 EA 0oo 200 2000 0.oo 2000
Item|Seq N‘IVDiEEa"DESCIiptiDn [ree. Date |E!t_l,l |F'F'L| E stend |Dl|: F ate Dz Amaunt | Ship Total

[

Shipping should not be a separate line item, it should be
included with the item being purchased



Specify Reguest Type

Mew Request Type

" Purchaze Order " Check Request " Copy Fram Prior Bequest

01.,/01 0001
01.401./0007

x Cancel

Type |Total
Jla Realestate 0.00

J-1-b Engineers Inc

= [elete W Select

Select Check Request




+I" Check Request Entry
File Refresh

Select Wendar  Item Entry | Commerts & Approval Path

Yendor |nformation

Wendorf  Mame Address 1 Address 2 City St ZipCode

| 2710 [IAFC Memberzhip Renew  |PO BOX 18102 b ermifield IH 22118mo2
Descriptian

[

Account Quantity Uit Price/dnit  Shipping [term Taotal  Yehd  |nvaoice Mumber |rvoice D ate

|- - - | 0.00 | 0oooo | 000 | ooo | | 0140740001 |

Accaunt Bal: 000  Remain. Bal 0.00
i |Descriptin:|n |.-’-‘-.n:n::n:-unt |E!uar'|tit_l,l |E.-'l'-. |F'rin::ex'L|nit |Shi|:| |Tn:nta| |‘-.feh1¢|ln'-.n:-in:e M

» =

b’
x':h?a”**"| e [elete | ) | = | Fequest Tatal: 0.00 l-LE":'SE

Check Request should be used for membership Dues, Subscriptions,
or items purchased out of accounts 210 & 230.
Follow same instructions for PO.



®% Purchase Order Entry
File Refresh Add Vendor Owverspend Disabled

Select Wendaor  Item Entry TransferHequest] Comments & Approval F'ath]

Yendor |nformation

Wendorf  Mame Address 1 Address 2 City St ZipCode
34 |Bizco-Bonneville Industria |45 S 1500 W | Crem lﬁ 240530000
Descriptian
S quare nose shovels
Account Quantity Uit Price/dnit  Shipping [tem Tatal
|- - - | 0.00 | 0oooo | 000 | 0.00
Purchaszing And Warehousing - Supplies Account Bal: 000  Remain. Bal: 0,00
Seq|DescriptiDn |.-’-¥.n::n::n:|unt |I]t_l,l |E.-'1'-. |F'F"L| |Shi|:|. |Tn:|tal | ~
R 1|Square noze shovels #2356 B2-4531-240-000 200.00  EA, 200.0000 A0.00 40,050.00

W
x Clear All | = [elete | @ | Hest Step 1z Request Total: A0050.00 l-'L Cloze

Press F4 or Double Clidk the unit field to get a list of options.




®% Purchase Order Entry

File Refresh Add Vendor Owverspend Disabled

Select VYendar ] Item Entry _ Caomments & Appraval Path ]

Yendor |nformation

Mumber  Mame ddrezs 1 Address 2 City St ZipCode

| 34 [BiscoBorneville Industia |3\5|Jn W | Orem \UT  [s40580000

Accaunt |.-’-¥.n::n::n:|unt Descriptian |.-’-'-.mn:|ur'|t | M
L B2-4531-240-000  Purchasing And Warehuusmg uppliesz 34,803.29) =

W

Reazon ar Juzstfication far Transfer

[ Amount Required: 34803.29
rl'lfm_m_t ﬂr;?sgt o0 o0 Tranzsfered Amount Sa Far; .00

Amount Meesded: 2480329

Accaunt Account Description Reason or Justification Aot

>

s [elete | =11 Brior Step | = | l-'LEII:use

Press F4 or Double Clidk the unit field to get a list of options. \

N\
This is the screen that appears when a transfer is required



Specify Reguest Type
Mew Reguest Tepe

" Purchasze Order " Check Request i~ Copy From Prior Request

01407 A0001

01401 /0001

0.00
0.00

Jla Realestate

J-U-b Engineers [hc

x Caticel == [elete o Select

Select Copy from prior Request




Specify Request Type

Yendor Mame Sart By
|| * “Yendor " Murnber
Type [Requestf  [Wendor Address 1 Opened Tatal Created by ~
5 4175 ezt 5345 South 08/10/2006 =
C 200503287 | arann city B44 M State St 02407 /2005 000 ASZ2RAR
P 1998-05568 | A Dale Browne & Aszociates 1212 Morth 1000 East | 03/24/1998 57.00 CM1DL
C 1998-02282 | A Dale Browne & Aszociates 1212 Morth 1000 East | 12/09/1997 G43.50  ChECH
P 1990-04612 | A W Chesterton 2645 west 1987 S0, 03/27/1930 536,22 Pw/GFC hd
Line ltemns
Seq|Description Accaunt Wehf [Qiy Ed (PPU Ship  [Total ~
51-3711-000-000 |0 3.7 =
1 |Self Adjusting Locking Lockjaw Grips - 1 | 52-7R82-250-000 |0 1.00 EA 2385 1200 3585
2 | Self Adjusting Locking Lockjaw Grips - B | 52-7582-250-000 |0 1.00 EA 2082 000 2082
3 |Self Adjusting Locking Lockjaw Grips - M| 52-7582-250-000 |0 1.00 EA 22E65 000 2265
4 | 3/8 Pump Packing B2-7hE2-230-000 0 1.00 EA 13003 000 12003
s

This is helpful if you want to duplicate a previous Purchase Order.
An example would be something you order several times a year.
Make sure you change anything that may change, such as
Unit prices, quantity, or General Ledger numbers.



INVOICE
Avive e
Mountain West LLC Fage: 3
4212 5 Hwy 191
Rexburg 1D 83440
_ If you change the
B CITYOF CREM 5 CITYOFOHEM - -
{{ T e }* J amount of the original
L LA P
il | Purchase Order
| SeesCmdho: 56052 Tasable: M H.-nhm_ﬂm-: PRS- 10
BTl ] you must call
[ v o S Accounting and either
" vom e seasons e have them change the
amount or cancel the PO.
Then you can make a PO
for the correct amount.
Do not make another PO
until the 15t is cancelled
The system does not handle
i R TWO PO'’s for one invoice.
bl ok Sk Gl 1 3100345
Fnﬂ'ﬂiin!l Emﬂ




¥ 44 G TYRIBN Y 's S Y 34 7623643
PEST CONTROL 2103 ¥ 2100 FOTTH STE ¢
W Dest YE:© \'.‘l"" SITY. UT 914320
(9031) 47I-1271 PC SOMR $IDP QE/R)LANCE: 00
CREX CITY AULIDINC LPCo: tandard Service 1ETVICE: 9C.23
16 MOATE STATE STREET Tatger Pont COUNT .0c
QREX ., UT %¢0E" +LL
A0 Jkd-3832 Lr33% Josy the Ci%y 5.4y frem puntiébts the Jidlrary daors In L OAFTER
456 S0 o34k 20 #ad of tke hiJdy all of 2t flace and Bawe THIT TEQVICE a3.2%
at. rodeat contral., syiders, reazhes, ants
RIS 229HIT74
KXY \CCT
fours: ] tTore This is Your Statement.
FEED: Mozthly o [1/474  soedmitm Srvin Please Remit The Total Due.
P.C, w1 Tl 20 11703704 100600 Staaderd porered
TICN LAVRERCE RALTICH el — A .
B/704704 3tandire YOwa Cor
1 e of porfrrsed Btay se
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these are not invoices,

they do not contain
all the information that T
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eRGE
Fix 1EQII2EA-AL1R
R GOUTH IO MEST (B&O5E)
DRER,” UT. 84355-dred
THIS 15 nOT

CITY OF OSEM

o1 ©F ool

AN IMvDIoK

We can not pay

FAGTD  mp MOSTIE GTRTE SV,

OR=n
uT oSy
081 -Z29-70Q |
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A

T =
a3-gecia | cLvoe
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Statements do not show
what was purchased, the
quantity, or other information
pertaining to the purchase.
Therefore they cannot be used
as an invoice.

QREN CITV CCRP
Slatement Date

< } 2375 Seuth 300 Wast
s." ““ c" g
71\. m«r-sm

’msEOFm Fx: 8014877210

Cuslemer Na,
05379

Account Balance

FETURN SERWCE RIULSTED
onRE- 1t e & Yasr
+=sAUTD 3-D0GIT SCH 340

TR T KRNI XTI NN A | % P P O P11 AP U 1 PP 1§ P PP L PR A

EVCO HOUSE OF HOSE
CREM CITY CORP J
ATTN: LCRAINE 2375 SOUTH 300 WEST
£ N STATE ST SALT LAKE CITY,UT Ba115 2816

OAEM UT 34057-5508

e el pne gy veed Tomns ot M poyne 1353 & o SR04

STATEMENT
[ NVOICE | o PURCHASE | TRANS o
| P |[ORDEANUMBE® TYPE | CHAMGES | CREDITS | BALANCE  PASTODUL
560204002 o1 113.09 113.589 10 DAYS
104 ci| 573812001 ol 34,05 38.05 CURRENT
10/ F-US-01 cl 573853001 01 15, 15.83 CURRENT
709 p-C5-01382/CCuNTER | €3| 574952001 o1 22077 230.77 CJRRENT
722/C4 P-05-07003/CBNENC | 03|  £78133001 o] 22.2 22.28 CORRENT
OB/17/C2 CK#147478 (V233454 | o3 Q42002081  coh -52.00 -£2.00  B03 DAYS

| I
eor NJa OPEN, & 7T+ STIRE 1N LDE&AD FALLS TO
ssx BFETER SERVE YZU IN & WARIETY OF PLACES

VISIT OUR WEBSITE AT: WWW.HOUSEOFHOSE.COM

[ eobus 90 Day> 128 Days ]
113.89] 30| 30 n2.6c 1 VTorm-ml:lo:uya
AIVY INVOICE €0 DAYS FAST SUE WiLL PAY | 35487
AUTONATICALLY ST THE ACCOUNT ON .
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A Bid is originated when
the product and specifics
are known.

This section of the Award
Is completed when a
Contract Agreement is
necessary.
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PROPOSAL AWARD

PROJECT:
BID OPENING DATE:

PROPOSAILS RECEIVED

PROPOSAL BID AMOUNT
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RECOMMENDED PROPOSAL:

ACCOUNT #: ACCOUNT BALANCE:

RECOMMENDEDB BY DATE
............

PU RCHA;IQNG AGENT DATE

FINANCE APPROVAL DATE

CDBG MANAGER DATE

APPROVAL DATE

(City Marnager)
Note:

Does this Proposal Award require a Contract Agreement to be Processed?

Yes No
Circle one

Approval Date

(City Manager)

A Proposal iIs created
when we have an idea of
the need, but we are
looking for suggestions
to accomplish it.

A Proposal must have an
accompanying memo
explaining why the
awarded supplier was
selected.



Highlighters (with the exception of yellow)
ALL scan BIACK

- ALL sticky notes scan BLACK (except light
yellow)

“ Anything within the highlighted area or on
the sticky note will not be readable

Write on the invoice for a permanent record —
not on sticky notes
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This is how Post-it Notes E
and Highlighters scan.
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First column is the different
colors of Post-it Notes.

Second column is the different
colors of Highlighters.
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Purchase Order #'s must be written on each invoice
EVEN if you have several invoices for the same PO#.

Please make sure the PO# is correct.

Do not staple or paperclip invoices together for the
same PO# - each invoice must be treated separately.

EVERY invoice must have a signature of the
authorized City employee.

If the invoice exceeds the PO amount — it should be
noted on the invoice that the overage is OK. Please
do not use Post-it-Notes for this, write on the invoice
for a permanent record.
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Check nvoice

"When signing an invoice, be sure it is
correct with the PO information. Please
clear any inconsistencies on the invoice
with the Vendor.
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Petty Cash — purchases that are small
dollar value — LIMIT $200.00 - sales

receipt required — no tax.

Shipping Costs —are part of total price —
add shipping to the line item in the
shipping column (far right).

Make sure the PO says what you want it
to say — do not leave room for errors.
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If you create a PO that will not be receiving
an invoice, send a memo to Accts Payable

describing the purchase, vendor name, PO#
and a signature to authorize payment.

Auditors require the original invoice for
official Accts Payable records.

All invoices must have the name and address
of the vendor, correct PO# and authorized
signature, within an acceptable time period.
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