Purchase Order Tolerance Rules
1: For Purchase Order under $2,500.00

A: Freight on an invoice can be paid if total is under $250.00, however Accounts Payable department will send the department an email for approval of charges.  

B: If a line does not exceed $50.00, but not over $250 PO total; Accounts Payable department will send the department an email for approval of the charges.

C: If a line exceeds $50.00 or more a change order form will be required to be sent to Central Purchasing.
D: If total amount exceed $250 then a change order form will be required to be sent to Central Purchasing.


E: For any additional line item on the invoice that is not reflected on original purchase order over $50.00 the department must issue a change order to add the item.  If under $50.00 Accounts Payable will email for department approval.
2: For Purchase Orders $2,500 or more

A:  PO with freight terms of Destination Prepaid, freight charges will not be paid.  The central purchasing buyer will be notified of the freight charges.  A Central Purchasing Buyer will evaluate terms of freight and if approved freight terms will be changed to destination/prepaid/add.  The department must authorize payment to be made to vendor and amount cannot exceed $250.00.

B: PO with freight terms of destination/prepaid/add, Accounts Payable will email the department for approval to pay the charges up to $250.00

C: If an additional item not on the PO a change order will be required regardless of the amount.






Tax Rule
1: For all Purchase orders regardless of total amount
A: Tax on an invoice is only paid when the vendor has provided a service.
B: On PO’s for materials that are going to be used for a construction project tax is allowed.

C: Tax will be paid regardless of the amount; however accounts payable will email the department to get approval to pay if over $50.00.
