
COSTCO Procurement Process 
 
For On-line purchases: 
 

1. Submit a requisition for vendor: Costco (vendor # is V#109016) with an estimated amount. 
Provide as much details especially ITEM #s 

 

 
 

2. The Purchasing Department will then order the items from Costco.com (for online) and they will 
be received into the warehouse.  Option is available if you wish Costco to deliver directly to your 
site.  Receiving, verification and invoice approval will be site responsibility. 

 
OR 
 

For COSTCO Retail Store purchases - Corporate Credit Card program will end 
January 9, 2018.  Costco/CapitalOne corporate card will no longer exist for the cash 
and carry transactions. 

Costco on-line purchases will still be available (see instructions above). 

 
The following purchases are considered UNAUTHORIZED PURCHASES for SRVUSD COSTCO procurement 
program: 

• Stamps 
• Tobacco/cigarettes 
• Alcohol 
• Prescriptions 
• Cell/smart phones and plans 
• Insurance 
• Travel 
• contractor services 
• items or services requiring signed contracts 
• gift cards or any items for the purpose of gifting (ie. flowers) 
• gasoline/fuel 
• furniture 



• Computer hardware/software/accessories/peripheral (exemptions may be obtained along with 
Technology Department’s written approval) 

• Entertainment 
• Lottery 
• All non-work related items and services 
• Purchase of goods and services for personal use or for the personal benefit of another individual 
• Unbudgeted purchases 

 
Intentional misuse or fraudulent abuse will result in personal liability for the inappropriate and/or 
unauthorized charges as well as punitive action including dismissal from employment and prosecution to 
the extent permitted by law.  Employee will be responsible for the repayment of the inappropriate 
and/or unauthorized charges, including any related fees and penalties. 
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