PO Process:

When filling out a PO, please consider the following steps:

· Only campaign coordinators should request POs.
· For printing, attach an estimate from Alpha Graphics (or whatever company you are working with) to the PO request.
· Does it need approval and where do grants fit in? > something to think about before filing a PO.

THIS IS THE PROCESS:

1. Find from where the PO will be coming from? What is the budget code?
2. Contact vendor for an estimate (have an itemized list of what you’ll be spending).
3. Send PO request to Joyce Rice and cc: Budget Coordinator, Alex Mitroff
· This part takes 5-7 days IF it is an existing vendor.
· This part takes 10-14 days IF it is a new vendor.
4. Print PO out, bring it with you while shopping, write PO # on the receipt.
5. Give the receipt to Mitroff
· If it is small, you must staple it to a piece of paper. 
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