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Sacramento, CA 95825-3981

LIMITED PURCHASE ORDER
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PONo F 3188
Date O(’/{Db@f 50/ 20}:}

DELIVERY INSTRUCTIONS: [g}lfeliverto Address Below
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Purchases Charged to Categorical Programs, Grants or Special Projects

This purchased is in compliance with the req irgments of SUB-TOTAL
7] l k SALES TAX
/ Program Name ’
4 %é/_d For grants/special projects r70 O :ID % ?
Project/GrantNumber TOTAL ) 16 e q

Prografn Director/Coord. Signature

E/iq/Ule mstroctionel. meterials

(Not to Exceed $200.00)

PrograwrGoal/Objective Number/Explanation

VENDOR: Reference P.O.numberonallinvoices and packing slips. Total
invoice may not exceed $200.00 including tax and shipping costs. Mail
invoicesinduplicateto: LosRios Community College District, Accounting
Department, 1919 Spanos Court, Sacramento, CA 95825.

I/WE hereby certify the items/services listed above are to be obtained in
accordance with District Regulation 8323, Section 4, Conflict of Interest, and all
other applicable district, state, and federal policies, rules, regulations, and laws.

Jwlie Doaver Btchiwd. 1935)r

Received by Date

JCENFD 4zpn/ 12 / FL NI NUTR
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O/Lu&b&?iw H@%ﬂé{ 3017 1120l o/ 200! DOP__ 8 H
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APPROVED “BEAN OR OTHER AUTHORIZED SIGNATURE DATE |Bus. Unit  Account  Fund  Org
/ //9 _?,. , ;
/f// / / / $
APP VED VICEPRESID NT, ADMINISTRATION L [ DATE Program  Sub-Class  BY Proj/Grnt Amount
GS #32
Vendor: Blue Receiver: Goldenrod Accounting: Yellow Business Office: Green Dept/Requestor: Pink Revised 05/2010



Kaley's

Get Something Extra
at Ralevs.com

TERM# 14  STORE# 410 OPERATOR# 689273
RALEY'S (800)925-9989

10/06/17

17:00:50

SOMETHING EXTRA ACCT. XXXXXXX7997
Grocery Ttems —————-—

Raley's

Get Something Extra
at Ralevs . com
TERM# 7 STORE# 410  OPERATOR# 887
10/09/17 16:08:26
RALEY 'S (800)925-9989

SOMETHING EXTRA ACCT. XXXXXXX7997

DIXIE HD BOWLS a1 4.39 I
SD CLEAR SPOONS Q1 1.45 1
SD CLEAR SPOONS Q1 1.45 1
SUBTOTAL 7.29
7.75% TAX CA 56
TOTAL $ /.85
DEBLIT (ATM) ].85
XOOOOKKKK 1935
291040
Cas Ref#f 16964
CASH CHANGE .00
NUMBER OF ITEMS 3

KEKKKKKKKKKKKKKKKKKKKRKKAKKKKKARKKKKKKKRK KA

B/D ALM BREEZE 01 3.99 F
Regular Price 4.39
LIBBY PUMPKIN 01 3.89 F
Regular Price 4.59
MC PUMPKIN PIE SPI Q1 6.99 F
MC VANILLA EXTRACT Q1 6.19 F
QUAKER OATS Q1 3.00 F
1 @ 2/ 6.00
Regular Price 5.99
RALEYS SYRP D/AMBR Q1 4.5 F
RFF WALNUTS SHELL 01 9.89 F
SUBTOTAL 38.54
TAX DUE .00
TOTAL $ 38.94
DEBIT (POS) 38.54
XHHUOKKNXNN1935
722154
Cas Ref# 16964
CASH CHANGE .00
NUMBER OF TTEMS 7

AKXAKKKAKKKAKKAKAKKK KK KKK KK KKK KK KK KKKKKKK

SALE

MID: 542929801034109
TID: 795866
1070672017 17:01:42
Entry Method: C
Seq #: 140823

Approval Code: 722154
US DEBIT

CARD # XOOOOKKKXNN1935
AID: A0000000980840
TVR: 8080043000
TAD: 06010A03602000
TST: 6300
TG B398CC2AZ00842BE
Total : ush$ 38.54

CONTINUED ON BACK SIOE

SALE

MID: 542929801034109
TID: 795866
10/09/2017 16:10:20
Entry Method: C
Seq #: 079058

Approval Code: 291040
US DEBIT

CARD #: XOOXKUHUN 1935
ALD: AG000000980840
TVR: 8080048000
TAD: 06010A03602000
TSI ; 6800
MiCs YOB7266231322E94
Total : ushg 7.85

APPROVED BY TSSUER



Raley's

Get Something Extra
at Ralevs .com
TERM# 12 STORE# 410 OPERATOR# 681524

10/13/17 16:48:20

RALEY 'S (800)925-9989

SOMETHING EXTRA ACCT. XXXXXXX7997
Grocery ILTtems —————-—

CALTFTA UNSWTND AL Q1 4.49
+CRV SINGLE-OVR 247 Q1 .10
Points Ineligible Item
MC VANILLA EXTRACT Q1 6.19
RA PURE CANNED PUM Q1 1.89
Regular Price 2.29
Produce Items —————-—
GALA APPLE (40) Q1 2.25
151 1b@11b/ 1.49
Regular Price 3.76 A
SUBTOTAL 14.92
TAX DUE .00
TOTAL $ 14.92
DEBIT (POS) 14.92
XXX 1935
714071
Cas Ref# 16964
CASH CHANGE .00
NUMBER OF ITEMS 5

AKKKKKKKKKKKKKKKAKKKAKKKKKRKKKKKKKKKRKRKKK

SALE

MID: 542929801034109
TID: 795866
1071372017 16:49:09
Entry Method: C
Seq #: 125264 i
Approval Code: 714071
US DEBIT

CARD #: JOOOOKUANK 1935
ATD: A0000000980840
TVR: 8080048000
TAD: 06010A03602000
TSI 6800
TC: 4ABBIBOB28475A2E
[otal : ushg 14.92

CONTINUED ON BACK SIDE
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Get Something Extra
at Ralevs .com

TERME 13 STORE# 410 OPERATOR# 687845
10/20/17 16:48:45
RALEY 'S (800)925-9989

SOMETHING EXTRA ACCT. XXXXXXX7997
Grocery ITtems —-————-—

BOB'S OAT FLOUR Q1 4.29 F
MAR ALM BTR NO STR Q1 8.49 F
Regular Price 9.49
RA FLAKED COCONUT Q1 1.99 F
RALEYS SYRP D/AMBR Q1 4.59 F
SUN-MAID G/RAISIN 01 5.39 W
TREETOP APPLESAUCE Q1 2.69 W
Regular Price 3.19
SUBTOTAL 27.44
TAX DUE .00
TOTAL $ 27.44
DEBIT (P0OS) 27.44
XIOOKKXUXXKX1935
287041
Cas Ref# 16964
CASH CHANGE .00
NUMBER OF TTEMS 6

AKKKKKKKKRKKNKKKKKKKK KK KKK KK KA KKK KKK KK KKK K

SALE

MID: 542929801034109
TID: 795866
1072072017 16:49:16
Entry Method: G
Seq #: 133276

Approval Code: 287041
US DEBIT

CARD #: XXX 1935
AlD: A0000000980840
1VR: 8080048000
[AD: 06010A03602000
1%1: 6800
1C: bEFHAE2F1BEAS718
Total : Ush$ 27.44

APPROVED BY TSSUER

CONTINUED ON BACK SIDE



Kaley's

Get Something Extra
at Ralewvs.com

TERM# 9 STORE# 410 OPERATOR# 580690
10/27/17 16:55:53
RALEY 'S (800)925-9989

SOMETHING EXTRA ACCT. XXXXXXX7997
Grocery Items ——————

FULL CIRCLE BROTH Q1 2.99 F
RFF DICED TOMATOE 01 1.95 W
RFF TOMATO PASTE Q1 .68 F
SD CLEAR SPOONS Q1 1.45 T
SD PAPER PLATES Q1 3.29 1
Produce Items ——————
FRESH EXPRESS BABY Q1 2.99 W
Regular Price 3.39
SUBTOTAL 13.35
7.75% TAX CA 37
TOTAL $ 13,72
DEBIT (P0S) 13.72
HOXKKKRAXXK 1935
296198
Cas Ref# 16964
CASH CHANGE .00
NUMBER OF ITEMS 6

KEKKKKKKKKKKKKKKKKKKKKKKK KK KKK KK KK KKK KK KK

SALE

MID: 542929801034109
TID: 795866
10/27/2017 16:56:39
Entry Method: C
Seq #: 090800

Approval Code: 296198
US DEBIT

CARD #: XUXXXXXKKXKX 1935
AID: A0000000980840
TVR: 8080048000
TAD: 06010A03602000
1ST: 6800
ICe 0778908547F 796C4
Total : uspg 13.72

APPROVED BY ISSUER

WHOLE
FOODS,

MARKET

Folsom FOL
270 Palladio Parkway
Folsom, CA 95630
9]6'984»3500
TUEIK PITA W BREAD

@ $3,99 EACH $7.98 F
365 0G GRN LENTILS $2.99 F
BAG REFUND
1 EACH
#NC BYO Bag $0.05 -$0.05

Subtotdl $10.97

Net Sales $10.92

Tax/Fee: $0.00

Total: $10.92
Sold Ttems: 4

Paid:

Debit $10.97
10/26/2017 16:16:15
MID 001899898 TID: 1
212403

DEBIT CARD

PURCHASE
CARD #: XXX 1935
Chip Card: US DEBIT
Chip Card AID: A0000000380840
ATC: 003C
TG 11687BEBS8DF3EB4
151: 6800 ARC: 577481
INVOICE: 511200080
Approval Code: 577481
Entry Method: Chip Read
Mode : Issuer
SALE AMOUNT $10.92

APPROVED BY ISSUER

4E‘qu) 10447
10/26/2017 04 16 PM

T

GESDMYLDGY

i

Thanks for shopping at Whole Foods Market
WholeFoodsMa rket . com



From: Haney, Brenda

To: McCormac, Gregory

Ce: Santoro, Linda

Subject: Instructional Supply Food Purchases for NUTR Classes
Date: Tuesday, November 7, 2017 1:23:32 PM
Attachments: E3138_PITCHFORD. JULIE.PDE

1_HOW TO CHECKOUT QUT A RALEY"S PURCHASE CARD_Revised 07-01-17.pdf

2 FLC Raley"s Purchase Card Checkout Form Revised 10-2015.pdf

COSTCO GENFD PURCHASING PROCEDURE GUIDELINES GENFD.PDF
Importance: High

Hi Greg —
The attached LPO F3138 has been submitted for reimbursement to Julie Pitchford .

For future purchases — please advise Nutrition Dept. faculty/staff —that we have the following purchasing resources available, which helps to reduce and/or eliminate the
need to out-of-pocket expense.

0 Raley’s Credit Card Purchase - Instructions and Checkout form attached.

0 Costco Check Purchase - Instructions attached.

These and other Purchasing Instructions & Forms — may also be obtained from the following FLC Insider link:
http://inside.flc.losrios.edu/apps/dirlistx/index.asp?

f=%2Fmajor%5Fdocs%2Fbusiness?

Thank you,

Brenda Haney

Business Services

Folsom Lake College | 10 College Parkway | Folsom, CA 95630
@ 916.608.6635 | <4 haneyb@flc.losrios.ed


mailto:haneyb@flc.losrios.edu
mailto:McCormG@flc.losrios.edu
mailto:santorl@flc.losrios.edu
http://inside.flc.losrios.edu/apps/dirlistx/index.asp?f=%2Fmajor%5Fdocs%2Fbusiness%5Fservices%2FPurchasing+Archives+%2D+Current+Fiscal+Year%2f%25%5FPURCHASING+FORMS+%26+INSTRUCTIONS&l=&df=&id=&tt=&dt
http://inside.flc.losrios.edu/apps/dirlistx/index.asp?f=%2Fmajor%5Fdocs%2Fbusiness%5Fservices%2FPurchasing+Archives+%2D+Current+Fiscal+Year%2f%25%5FPURCHASING+FORMS+%26+INSTRUCTIONS&l=&df=&id=&tt=&dt
mailto:haneyb@flc.losrios.edu
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LOS RIOS COMMUNITY COLLEGE DISTRICT
Sacramento, CA 95825-3981

LIMITED PURCHASE ORDER
(Not to Exceed $200.00)

PONo F 3188
Date O(’/{Db@f 50/ 20}:}

DELIVERY INSTRUCTIONS: [g}lfeliverto Address Below

VEN,[E NAME AND ADDRESS;
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Purchases Charged to Categorical Programs, Grants or Special Projects

This purchased is in compliance with the req irgments of SUB-TOTAL
7] l k SALES TAX
/ Program Name ’
4 %é/_d For grants/special projects r70 O :ID % ?
Project/GrantNumber TOTAL ) 16 e q

Prografn Director/Coord. Signature

E/iq/Ule mstroctionel. meterials

(Not to Exceed $200.00)

PrograwrGoal/Objective Number/Explanation

VENDOR: Reference P.O.numberonallinvoices and packing slips. Total
invoice may not exceed $200.00 including tax and shipping costs. Mail
invoicesinduplicateto: LosRios Community College District, Accounting
Department, 1919 Spanos Court, Sacramento, CA 95825.

I/WE hereby certify the items/services listed above are to be obtained in
accordance with District Regulation 8323, Section 4, Conflict of Interest, and all
other applicable district, state, and federal policies, rules, regulations, and laws.

Jwlie Doaver Btchiwd. 1935)r
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Kaley's

Get Something Extra
at Ralevs.com

TERM# 14  STORE# 410 OPERATOR# 689273
RALEY'S (800)925-9989

10/06/17

17:00:50

SOMETHING EXTRA ACCT. XXXXXXX7997
Grocery Ttems —————-—

Raley's

Get Something Extra
at Ralevs . com
TERM# 7 STORE# 410  OPERATOR# 887
10/09/17 16:08:26
RALEY 'S (800)925-9989

SOMETHING EXTRA ACCT. XXXXXXX7997

DIXIE HD BOWLS a1 4.39 I
SD CLEAR SPOONS Q1 1.45 1
SD CLEAR SPOONS Q1 1.45 1
SUBTOTAL 7.29
7.75% TAX CA 56
TOTAL $ /.85
DEBLIT (ATM) ].85
XOOOOKKKK 1935
291040
Cas Ref#f 16964
CASH CHANGE .00
NUMBER OF ITEMS 3

KEKKKKKKKKKKKKKKKKKKKRKKAKKKKKARKKKKKKKRK KA

B/D ALM BREEZE 01 3.99 F
Regular Price 4.39
LIBBY PUMPKIN 01 3.89 F
Regular Price 4.59
MC PUMPKIN PIE SPI Q1 6.99 F
MC VANILLA EXTRACT Q1 6.19 F
QUAKER OATS Q1 3.00 F
1 @ 2/ 6.00
Regular Price 5.99
RALEYS SYRP D/AMBR Q1 4.5 F
RFF WALNUTS SHELL 01 9.89 F
SUBTOTAL 38.54
TAX DUE .00
TOTAL $ 38.94
DEBIT (POS) 38.54
XHHUOKKNXNN1935
722154
Cas Ref# 16964
CASH CHANGE .00
NUMBER OF TTEMS 7

AKXAKKKAKKKAKKAKAKKK KK KKK KK KKK KK KK KKKKKKK

SALE

MID: 542929801034109
TID: 795866
1070672017 17:01:42
Entry Method: C
Seq #: 140823

Approval Code: 722154
US DEBIT

CARD # XOOOOKKKXNN1935
AID: A0000000980840
TVR: 8080043000
TAD: 06010A03602000
TST: 6300
TG B398CC2AZ00842BE
Total : ush$ 38.54

CONTINUED ON BACK SIOE

SALE

MID: 542929801034109
TID: 795866
10/09/2017 16:10:20
Entry Method: C
Seq #: 079058

Approval Code: 291040
US DEBIT

CARD #: XOOXKUHUN 1935
ALD: AG000000980840
TVR: 8080048000
TAD: 06010A03602000
TSI ; 6800
MiCs YOB7266231322E94
Total : ushg 7.85

APPROVED BY TSSUER





Raley's

Get Something Extra
at Ralevs .com
TERM# 12 STORE# 410 OPERATOR# 681524

10/13/17 16:48:20

RALEY 'S (800)925-9989

SOMETHING EXTRA ACCT. XXXXXXX7997
Grocery ILTtems —————-—

CALTFTA UNSWTND AL Q1 4.49
+CRV SINGLE-OVR 247 Q1 .10
Points Ineligible Item
MC VANILLA EXTRACT Q1 6.19
RA PURE CANNED PUM Q1 1.89
Regular Price 2.29
Produce Items —————-—
GALA APPLE (40) Q1 2.25
151 1b@11b/ 1.49
Regular Price 3.76 A
SUBTOTAL 14.92
TAX DUE .00
TOTAL $ 14.92
DEBIT (POS) 14.92
XXX 1935
714071
Cas Ref# 16964
CASH CHANGE .00
NUMBER OF ITEMS 5

AKKKKKKKKKKKKKKKAKKKAKKKKKRKKKKKKKKKRKRKKK

SALE

MID: 542929801034109
TID: 795866
1071372017 16:49:09
Entry Method: C
Seq #: 125264 i
Approval Code: 714071
US DEBIT

CARD #: JOOOOKUANK 1935
ATD: A0000000980840
TVR: 8080048000
TAD: 06010A03602000
TSI 6800
TC: 4ABBIBOB28475A2E
[otal : ushg 14.92

CONTINUED ON BACK SIDE
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Get Something Extra
at Ralevs .com

TERME 13 STORE# 410 OPERATOR# 687845
10/20/17 16:48:45
RALEY 'S (800)925-9989

SOMETHING EXTRA ACCT. XXXXXXX7997
Grocery ITtems —-————-—

BOB'S OAT FLOUR Q1 4.29 F
MAR ALM BTR NO STR Q1 8.49 F
Regular Price 9.49
RA FLAKED COCONUT Q1 1.99 F
RALEYS SYRP D/AMBR Q1 4.59 F
SUN-MAID G/RAISIN 01 5.39 W
TREETOP APPLESAUCE Q1 2.69 W
Regular Price 3.19
SUBTOTAL 27.44
TAX DUE .00
TOTAL $ 27.44
DEBIT (P0OS) 27.44
XIOOKKXUXXKX1935
287041
Cas Ref# 16964
CASH CHANGE .00
NUMBER OF TTEMS 6

AKKKKKKKKRKKNKKKKKKKK KK KKK KK KA KKK KKK KK KKK K

SALE

MID: 542929801034109
TID: 795866
1072072017 16:49:16
Entry Method: G
Seq #: 133276

Approval Code: 287041
US DEBIT

CARD #: XXX 1935
AlD: A0000000980840
1VR: 8080048000
[AD: 06010A03602000
1%1: 6800
1C: bEFHAE2F1BEAS718
Total : Ush$ 27.44

APPROVED BY TSSUER

CONTINUED ON BACK SIDE





Kaley's

Get Something Extra
at Ralewvs.com

TERM# 9 STORE# 410 OPERATOR# 580690
10/27/17 16:55:53
RALEY 'S (800)925-9989

SOMETHING EXTRA ACCT. XXXXXXX7997
Grocery Items ——————

FULL CIRCLE BROTH Q1 2.99 F
RFF DICED TOMATOE 01 1.95 W
RFF TOMATO PASTE Q1 .68 F
SD CLEAR SPOONS Q1 1.45 T
SD PAPER PLATES Q1 3.29 1
Produce Items ——————
FRESH EXPRESS BABY Q1 2.99 W
Regular Price 3.39
SUBTOTAL 13.35
7.75% TAX CA 37
TOTAL $ 13,72
DEBIT (P0S) 13.72
HOXKKKRAXXK 1935
296198
Cas Ref# 16964
CASH CHANGE .00
NUMBER OF ITEMS 6

KEKKKKKKKKKKKKKKKKKKKKKKK KK KKK KK KK KKK KK KK

SALE

MID: 542929801034109
TID: 795866
10/27/2017 16:56:39
Entry Method: C
Seq #: 090800

Approval Code: 296198
US DEBIT

CARD #: XUXXXXXKKXKX 1935
AID: A0000000980840
TVR: 8080048000
TAD: 06010A03602000
1ST: 6800
ICe 0778908547F 796C4
Total : uspg 13.72

APPROVED BY ISSUER

WHOLE
FOODS,

MARKET

Folsom FOL
270 Palladio Parkway
Folsom, CA 95630
9]6'984»3500
TUEIK PITA W BREAD

@ $3,99 EACH $7.98 F
365 0G GRN LENTILS $2.99 F
BAG REFUND
1 EACH
#NC BYO Bag $0.05 -$0.05

Subtotdl $10.97

Net Sales $10.92

Tax/Fee: $0.00

Total: $10.92
Sold Ttems: 4

Paid:

Debit $10.97
10/26/2017 16:16:15
MID 001899898 TID: 1
212403

DEBIT CARD

PURCHASE
CARD #: XXX 1935
Chip Card: US DEBIT
Chip Card AID: A0000000380840
ATC: 003C
TG 11687BEBS8DF3EB4
151: 6800 ARC: 577481
INVOICE: 511200080
Approval Code: 577481
Entry Method: Chip Read
Mode : Issuer
SALE AMOUNT $10.92

APPROVED BY ISSUER

4E‘qu) 10447
10/26/2017 04 16 PM

T

GESDMYLDGY

i

Thanks for shopping at Whole Foods Market
WholeFoodsMa rket . com





		PO#_F3138

		RECEIPTS




HOW TO CHECKOUT A RALEY’S PURCHASE CARD
(This checkout procedure is for single use purchases only; it does not apply to Raley’s Cardholders with
assigned cards and Blanket Purchase Orders).

3k 3k 3k 3k 3k 3k 3k 3k 3k ok sk sk sk sk sk sk ok sk sk sk 3k 3k 3k 3k 3k 3k ok ok sk sk sk sk sk sk sk sk sk ok 3k 3k 3k 3k 3k 3k ok sk sk ok sk sk sk sk sk sk sk ok 3k ok ok ok 3k ok ok ok ok %k %k

FOR CHECKOUT FROM FLC CAMPUS ONLY:
Requesting Area/Dept. must complete SECTION | only of - FLC Raley’s Purchase Card Checkout Form Revised
10-2015.

Purchaser — must present completed/signed form to FLC Business Services Office on the day of purchase.

0 Do Not submit forms to issuing office in advance of actual purchase date.

O SECTION Il and Signature SECTION of form are to be completed by issuing office, on date of
checkout/return with purchaser present.

0 Overnight card checkout is not allowed.

0 ALL Receipts and Cards must be returned to FLC Business Services Office on the same date as
purchase.

0 BSO will pay Raley’s through CW/Blanket PO, and post expense chargeback to the Area/Dept. Budget
Code provided in SECTION | of Checkout Form.

DOCUMENTATION REQUIREMENTS FOR FOOD / BEVERAGE PURCHASES

FOOD / BEVERAGE (5200) PURCHASES — Required Support Documentation — by event type:
O Walk In / Walk Out Events - open to college-wide students/staff or community at large - submit copy
of Event Flyer or Brochure, (all documents submitted must include Name and Date of Event).

0 On-Campus or Off-Campus - Meetings, Workshops, or Other events with planned purpose — submit
copy of Event Agenda and List of Invitees/Attendees or Sign Sheets, (all documents submitted must
include Name and Date of Event).

Checkout Hours: 8:00 AM — 3:45 PM.
0 Cards are not checked out after 3:45 PM to assure adequate purchase time and card return by issuing
offices close of business.
0 Cards may be checked out for whole day, but must be returned by 4:45 PM.
0 |If your Area/Dept., requires — special checkout accommodation, please contact FLC BSO in advance.
0 All Raley’s Purchase Cards may be used at any Raley’s, Bel-Air or Nob Hill stores.

INSIDER LINK TO FORMS & INSTRUCTIONS -
A PDF version of both FLC and EDC Forms & Instructions described above — can be accessed from the BSO
Insider Archives -
O Folder name: %_PURCHASING FORMS & INSTRUCTIONS
Quick Link to folder - - look for PDF files within this folder.
0 http://inside.flc.losrios.edu/apps/dirlistx/index.asp?f=%2Fmajor docs%2Fbusiness services%2FPurcha
sing+Archives+-
+Current+Fiscal+Year%2f%25 PURCHASING+FORMS+%26+INSTRUCTIONS&|=&df=&id=&tt=&dt=




http://inside.flc.losrios.edu/apps/dirlistx/index.asp?f=%2Fmajor_docs%2Fbusiness_services%2FPurchasing+Archives+-+Current+Fiscal+Year%2f%25_PURCHASING+FORMS+%26+INSTRUCTIONS&l=&df=&id=&tt=&dt

http://inside.flc.losrios.edu/apps/dirlistx/index.asp?f=%2Fmajor_docs%2Fbusiness_services%2FPurchasing+Archives+-+Current+Fiscal+Year%2f%25_PURCHASING+FORMS+%26+INSTRUCTIONS&l=&df=&id=&tt=&dt
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HOW TO CHECKOUT A RALEY’S PURCHASE CARD
(This checkout procedure is for single use purchases only; it does not apply to Raley’s Cardholders with
assigned cards and Blanket Purchase Orders).
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FOR CHECKOUT FROM EDC CAMPUS ONLY:
Requesting Area/Dept. must complete SECTION | only of - EDC Raley’s Purchase Card Checkout
Form Revised 10-2015

Purchaser - must present completed/signed form to EDC Administration Office on the day of purchase.

0 Do Not submit forms in advance of actual purchase date.

O SECTION Il and Signature SECTION of form are to be completed by issuing office, on date of
checkout/return with purchaser present.

0 Overnight card checkout is not allowed.

0 ALL Receipts and Cards must be returned to EDC Administration Office on the same date as purchase.

0 No other forms are required — BSO will pay Raley’s through CW/Blanket PO, and post expense
chargeback to the Area/Dept. Budget Code provided in SECTION | of Checkout Form.

DOCUMENTATION REQUIREMENTS FOR FOOD / BEVERAGE PURCHASES

FOOD / BEVERAGE (5200) PURCHASES — Required Support Documentation — by event type:
O Walk In / Walk Out Events - open to college-wide students/staff or community at large - submit copy
of Event Flyer or Brochure, (all documents submitted must include Name and Date of Event).

0 On-Campus or Off-Campus - Meetings, Workshops, or Other events with planned purpose — submit
copy of Event Agenda and List of Invitees/Attendees or Sign Sheets, (all documents submitted must
include Name and Date of Event).

Checkout Hours: 8:00 AM — 3:45 PM.
O Cards are not checked out after 3:45 PM to assure adequate purchase time and card return by issuing
offices close of business.
0 Cards may be checked out for whole day, but must be returned by 4:45 PM.
0 |If your Area/Dept., requires — special checkout accommodation, please contact FLC BSO in advance.
0 All Raley’s Purchase Cards may be used at any Raley’s, Bel-Air or Nob Hill stores.

INSIDER LINK TO FORMS & INSTRUCTIONS -
A PDF version of both FLC and EDC Forms & Instructions described above — can be accessed from the BSO
Insider Archives -
O Folder name: %_PURCHASING FORMS & INSTRUCTIONS
Quick Link to folder - - look for PDF files within this folder.
o0 http://inside.flc.losrios.edu/apps/dirlistx/index.asp?f=%2Fmajor docs®2Fbusiness services%2FPurcha
sing+Archives+-
+Current+Fiscal+Year%2f%25 PURCHASING+FORMS+%26+INSTRUCTIONS&I=&df=&id=&tt=&dt=
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FOLSOM LAKE COLLEGE
RALEY’S PURCHASE CARD CHECKOUT REQUEST FORM

SECTION 1I:
To be completed by Requesting Area/Dept. and submitted to FLC Business Services

AUTHORIZED PURCHASER: Dept. /Area:

Print Name of Employee Making Purchase

ESTIMATED PURCHASE AMOUNT or NOT TO EXCEED LIMIT

BUDGET CODE:
FOR: CHARGEBACK: BUS UNIT ACCT FUND DEPT/ORG PROGRAM SUB-CLS BY PROJ/GRNT

SIGNATURE: DATE:
Approved: Supervisor, Dean or Other Authorized Signature — for Budget Code provided above.

SECTION I1I:
To be completed by FLC Business Services Staff — at time of Card Checkout

Complete ALL applicable Sections:
*BSO Staff: Issue Raley’s Card from correct A/C# - based on Business Unit designated above:

*A/C# 5000154 - GENFD USE ONLY
____ GENFD: Final Receipt Total:

*A/C# 5000153 - CAMPUS BASED USE ONLY
___ _BANFL/SCOFL: Final Receipt Total:

Budget Available YES NO (Confirmed by FLC BSO Staff)

Raley’s Purchase Card # XXXX XXXX XXXX 1249 has been checked out to you for - Folsom
Lake College use ONLY.

Purchaser: By signing below you acknowledge receipt of this card, and understand that it will be used
only for supplies for your Folsom Lake College Area/Dept. as authorized above, and agree that you will
return this card and all original Raley’s / Bel-Air purchase receipts to: EFLC Business Services same

business day. EXTENDED CHECKOUT IS PROHIBITED WITHOUT PRIOR VPA APPROVAL.

Card Check Out:
Received Card (Purchaser Signature) Date: Time:

Card Check Out:
Released By: (FLC BSO Signature) Date:

Card Check In:
Returned Card (Purchaser Signature) Date: Time:

Card Check In:
Received By: (FLC BSO Signature) Date:

Questions Contact: Folsom Lake College - Business Services 916.608.6635 OR 916.608.6549






COSTCO PURCHASING PROCEDURE GUIDELINES
FOR IN STORE PURCHASES ONLY

(ON-LINE PURCHASES SUBJECT TO REVIEW AND APPROVAL BY FLC/BSO AND LRCCD PURCHASING).

REQUESTING AREA/DEPT INSTRUCTIONS

GENFD -

$1.00 - $200 - submit an LPO (GS-32 form).

$201 to $500 (maximum) - submit a LRCCD REQ (GS-127 form).

ALL Requests must include the following:

» Vendor: Costco

» Estimated Amount and/or Not To Exceed (NTE) Amount.

» General Description of Items: Example: Refreshments for Release Party, (must include - Date
of Event).

> Name of Authorized Purchaser (must be permanent employee, cannot issue to students,
temporary employees).

» Date Purchase will be made - 5 day lead-time required*

0 (Note: this should be accurate as it is used to schedule check for Will Call, and we
cannot pre-date checks more than one day in advance of actual purchase date).

» Budget Coding and Budget Check — (make sure funds are available, otherwise we are unable to

release check).

*Business Services (BSO) will email Requesting Area when check is available for pick up from
BSO / WILL CALL.

ALL REVOVLING CHECK REQUESTS MUST BE SUBMITTED A MINIMUM OF 5
DAYS PRIOR TO REQUEST OR EVENT DATE.

PURCHASER INSTRUCTIONS

» Attime of WILL CALL - Purchaser must request Checkout of FLC Costco Membership Card —
o For use same Business Day.

» OVERNIGHT use of Costco Card is prohibited.
» At Point of Sale — Purchaser must complete check amounts.
» Same Business Day - Purchaser must return;

0 FLC Costco Card.

o Original Costco Receipt(s).
0 ALL Check Copies.
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