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I.    Purpose
To provide guidance in assuring special stamp information on re-issued capital purchase orders when necessary.
II.   Scope
These guidelines apply to all re-issued capital purchase orders when the new year order fails to have the continuing contract information entered electronically.

III.  Responsibility

      A.
These guidelines help assure due diligence in clarifying the reason and intent of new fiscal year purchase orders to vendors as a preventative measure to possible vendor misunderstanding and/or duplication of orders.

      B.
If the new fiscal year capital purchase order does not have the continuing purchase order      

            information electronically entered then the following guidance shall apply:

1.  Capital purchase orders (i.e. capital equipment, architects; and engineers= contracts, 

     professional consulting contracts, paving and drainage contracts, building construction 

     contracts, etc.), which replace old year orders shall be hand stamped with the special

     stamp that reads:

CONFIRMATION PURCHASE 
ORDER

DO NOT DUPLICATE ORIGINAL

PURCHASE ORDER

REQUIREMENTS
This 
Purchase Order Replaces

PO#__________________dated______

for Administrative purposes only.  Use this

PO# in place of original on all invoices.

 2.  The following copies of the purchase order shall be stamped:

· Vendor

· Finance

· Requisitioners Copy

· Final Receiving Report

      Stamping the other copies is optional if it fits the expedient processing method of the 

      person tamping these purchase orders.
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