

PURCHASE ORDERS
Background
A purchase order is a legal document in which a customer (Match) promises to pay a vendor for products or services after they are provided.  It is essentially a formal IOU.  Purchase orders are usually used in instances in which we do not have a relationship or an account with a vendor and we wish to have goods shipped before payment is tendered.  
Procedures

1. An employee of Match should contact their operations director or other Level 1 approver to obtain pre-approval for the goods desired and to determine whether or not a purchase order is needed.  

2. Once an employee has obtained pre-approval from the appropriate approver and determined that Match does not have an account with the vendor, the employee should contact the vendor and request an official quote and inform them that we wish to pay with a purchase order.  The employee must be sure to inform the vendor at this point of Match’s tax exempt status.  Please see the tax exemption certificates posted to the Finance section of the business office website.  
3. Once a quote has been sent by the vendor, the employee should make sure the quote includes a complete description of items approve for purchase as well as the exact purchase amount, including shipping and handling.  The quote should clearly state the vendor’s name, address, and information regarding how to send a purchase order back to the vendor.  

4. Once the employee determines the quote is complete, the employee should e-mail or give the quote to their operations director to obtain official approval.  It is the operations director’s responsibility to obtain the appropriate approval (see approver list posted on the website) either signed directly on the quote or sent in an e-mail to the business office with the total cost of the quote clearly stated in the body of the e-mail.  E-mailed quotes with their approvals should be sent to accountspayable@matcheducation.org.

5. The business office creates a purchase order, in the form of a document that must be signed by certain Central Office managers.  Allow at least two full business days for the business office’s receipt, preparation, and approval of purchase orders.  
6. Once the formal purchase order has been signed by an authorized signer in the Central Office, the business office will usually e-mail the purchase order and quote to the vendor and include the operations director on the e-mail.  If the purchase order must be faxed, the business office will simply just fax the order to the vendor.  To prevent delays, it is important for the employee who initially requested the order or the operations director to tell the business office how to send the purchase order to the vendor.    

7. Once the goods have been shipped, the vendor will mail an invoice to the business office.  The business office cannot pay that invoice until it receives packing slips for those goods.  Employees and operations directors must send packing slips to the business office upon receipt of the goods to ensure timely payment.  Employees and operations directors should inform the business office if the items were not received as ordered or in good condition.  Match will not pay an invoice until the goods are re-sent in good condition or the issue is otherwise resolved.  
