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PURCHASE ORDERS
SUPERONE FOODS

1. Bring a purchase order and your Superone card with you. Fill in the vendor name and address at

the top and the total amount at the bottom of the PO.
2. At the checkout give the pink copy of the PO to the teller with your Superone card and sign for

your purchase. Please make sure your signature is readable by others. Bring the white and

yellow copies back to your site.

3. Separate your nutrition, general, site budget and medical/dental, Covid program supplies or
Covid health & safety item totals. Separate the items and amounts that are not nutrition and
mark them on the receipt, so Tracy knows which items site budget are, general, Covid,etc.

4. Scan your receipt and purchase order and email it to your Program Manager so she can double
check your items and enter any site budget items into your site budget.

WALMART
1. Bring your Walmart card and tax-exempt card with you along with a purchase order. Fill out the

vendor information on the PO.
2. At the checkout give the teller your tax-exempt card before your items get scanned. Walmart

does not want a copy of the PO.
3. When you get back to your site, separate your nutrition, general, site budget and

medical/dental, Covid program supplies or Covid health & safety item totals.
4, Scan your PO and receipt email it to your Program Manager so she can double check your items

and enter any site budget items into your site budget.

ALL OTHER VENDOR PURCHASES
5. Bring a PO with you. Fifl out the top vendor information. Give the vendor the pink copy. We are
not tax-exempt at restaurants, Bring the white PO and receipt back to your site. 5¢can your PO
and receipt email it to your Program Manager so she can double check your items.
1.
Once you have scanned and emailed your PO and receipt to your Program Manager, you can dispose
of the paper coples.

Questions call or emall Tracy Sandnas
748-7314/780-0867 or tracy.sandnas@aeoa.org



1 Superone
Right in garr asgpbwiond [ASREIZE]

N virginia Super Ona Foods
601 4th ST N
Virginia My
(218) 741-3229

¥459-005 472372021 07:09:09 454 - MAXI
Invé ;00265432 Trs#H:270264
AEOA Headstart

QUAKER CHEWY LS CCHP $2.50 TIF
In Store Savings: $0.69
192/ 8500

QUAMER CHEWY LS CCHP $2.50 TIF
In Store Savings: $0.69

NASISCO RANCH THIN $2 93 F
In Store Savings: $0.70

DOLE PNAPPLE 5L/JC $1.89F
PAMPA MANGO SLICES $1.29F
PAMPA MANGO SLICES $129F
ESSENTIAL GRN BEANS $0.77 F
In Store Savipgs: $0.12
PAMPA MAMGD SLICES 51.29F
ESSENTIAL GRN BEANS $0.77 F
" In Stare Savings: $0.12
ESSENTIAL GRN BEANS $0.77 F
In Stora Savings: $0.12
DATRY WSTR
OAK GROVE 1X MILRK $2.99 FW
LOL LF VAN YOGURT $249F
I Store Savings: $U.40
LO- LF VAN YOGLRT $2.49 F
7 Store Savings: $0,40
YOPLALT LAC FREE VAN $0.89 F
YOPLAIT LAC FREE VAN $0.89 F
KEMPS LACTCSE FRE 1% $£3.99 Fv
In Store Sav'lé?s: $0.50
FROZEN FOODDS MSTR
WYHAN FRGH STRWBRIES $8.99 FW
FR ORIG FR [S1 STX $2.99 F
FR ORIG FR TST 5TX $2.99F
Items Subtotal $44.77
Subtotal $44.77
Tax exempt 1 $0.42
TOTAL $44.77
Cherge 544,77
Balance $0,
Previous clustomer balance $307.73
Now charges AT
New customer balance $352.50
I1em count 19
SAVING GRAND TOTAL $3.74
"'”I " Il ]wl IHHE
0970104550052 /(1264

€BD Arrowhead

4232

702 South 3rd Avanue
Virginia, Minnesats 56782-2797

Vendor r_{_—ﬁﬂ i
DaDerOne.

Verdor

Date Fleld Purchase Ornder

Economic Opportunity Agency |Action Code________

Batch Amt,
£.0. Count

Agency

Uise Only

| cD
Ne 131707

Address (ﬁﬁl L“\h 5'\'\ .A)
\iYenia, sl SH D
Fun:hasaub fur@ﬂm—

Dear Vendor:
To Insura payment, all involcing and/or correspondenca regarding this order must be
identifled by our Purchase Order msmber listed above. All Involcing is to exclude sales
and/or excise taxes as par the exsmption numbers listed balow.

Excise Tax Exempt No. 41-74-D124K

Sales Tax Enompt No. 22431

Sub
_AG FY. Fund _ Dept_. Prog-Prop._OBJ _

unit

Total

Quantity Description Price Prica
08 . e e e ] Total
AAEY
06 . - e e e Total
08 .- 5 e edo e i o i Totol
Grand Total lL,,LL—?:

| declare under the panaltles of perjury that the above items are for AEDA use and | am
authorizad to incur thia axpense.

Whits Copy — Vendor Copy
Yellow Copy — Return With Involce
Pink Copy — Ratumn to AEOA Office Signed



_@m Arrowhead Econarnic Opporturity Agency |Action Code Poless. Betlor Che loms,
|, T2 Bouth rd Avrue Batch Amt, 1 Supen®ne
naaaota &
e, PO, Cowmt Right be oot rdgpiretmi, [REALIEE)

Hibbing Super One Foods
l,] A~ L Apency Use Onl 1103 E_37th St.
Hibbing.MN
Data Field Purchase Order S {218) 262-5275
Vendor ¥ _ S N" 129064 #525-005 4/26/2021 13:44:34 525 - JAMI
) Invil:00187584 Tref: 167900
Vendor Super-OnNL AEDA Headstart 42052500109
| o S ;i
s O£ 2T =
- r bb\ - LY qu f
L fg $3.9°F
Purchase is for _‘(AS‘bb il’\oi L“ $3.99 F
Dear Vandor: $1.00 TIF
Ta Insure payment, all invoicing and/or correspondsnce rogarding this order must ba BB
Jdentified by our Purchase Order number listed above. All involcing is to exclude sales !.IWEL (GHY $1.00 TIF
and/or exclsa taxes as per the exemplion numbers lsted below. Sﬁg WFE;B*?SG ng; .gg .69 .
Excise Tax Exampt No, 41-74-0134K Sales Tax Exempt No. 22431 MW&W RO $1.66 F
Sub
AG _FY, Fund ._Dggl_-_l';tgg._gr?gg___oﬁ_.l__ Unit
aunivy | O PP Agp ke | e
'{u;;:|g.g4 s:labm:b
a6 _S\_—k_ﬁ_v_-&\.ﬁiﬂ_{r_-__ Totel 5,15 “In Store Savinge: §0.26 SAUBNIIE
B50.15  ptackeenries $3.99 FY
$3.99 FY
$3.99 FY
$3.99 FY
o .99 FY
3.99 FY
08 - —— ] Totsl 3.99 Fy
- $3.59 FH
$2.99 F
T SoreSange SL.08 -
06. & i it e e ] Total EE HVY. WVHIPPING CRM= $4.44
08 - ES Tn Stors gs: $1.05 AE
NS2 HEKPS SLCT 1% $4.39 FW
0 KEKPS SLCT 1% HLK $4.39 FW
Grand Total FROZEN EQC :
o CO0E. WHIP $3.59 F
| declare under the panaities ol perjury that the sbove items are for AEOA use and | am e e L e S T B T S T e e
sutharized 10 incur this expense. }.S:g‘t‘gtillbtuml ggggg
White Copy — Vandor Copy i Tax exeapt 1 $0.85
Yellow Copy — Return With Involce D] amﬁéﬁ emeee o - e am i o =
Pink Copy — Return to AEOA Office Signed . — JOTAL N1
. Charge 9f). 85
Bal ance $0.00
Previous customer balance $251.83
Naw charges $50.85
New customer balance $342.78
Iton count 21
SAVING GRAND TOTAL $8.18%

097010525005187900



In atore havings: ¥i.W

' . NAB FS 05 3.99 F
T Arrowhead Economic Opportunity Agency |Action Code___._ 1y Et,,,".‘fs,,,m, $1.00 §
- 702 South 3rd Avenue Batch Amt. BLKFRST ORG GHY WORH $1.00 TIF
Virginia, Mionasots 857822787 P.O. Count — B o R . $1.00 I
In Store Savings: $0,69
. Ao~ A l Agency Use Only SHITHFIELD SSG $2.59 F
= Dilsma  ope
Date Fletd Purchasa Order Nn 129064 M% mfﬂ_sm igﬁ ;
Ll - i o tetore Smvinos: §0.30 sz-ss F
Vendor DUPZY'CJVVL. ¢ B:([lg gtor'e Sa&ijaﬂs: $0.80 $4'99 e
N 2 = CARAMEL .
i \OLE BTN ST O e
\ ~a; U.
1 ot g 1,19 168 $3.77/1b
Eb“ = L HgnAPSED CN';;Y' $0.26 $4.499 IF
s ore Savings: $0.
Purchasa is for A ‘Y‘oﬁ L gta“BmRIEg :-g.gg Eg
Dear Vendor: CRBERRT .
To insure payment, il invoicing and/or comrespondanca regarding this order must be gﬂmmgg ggg F:
identified by our Purchase Order number listed above. All involelng s to exclude sales RASPBERRIES 3.99 FY
and/or excise taxes as per the axemption aumbers listad below. RASPBERRIES 1,99 Fif
Excise Tax Exempt No. 41-74-0134K Sales Tax Exempt No. 22431 Smgg ;ggg FH
| AG Fv. Fund . Dot . Prog. frog . _ OB EEE o TopPya AERD $2.99 F
AG .FY. Fund . - Prog. Prog . OBJ _| , .
ST N (D o Unit Total In Store Savings: 80,50
Quantty (O N\ (" TP RND A dp - Price Pics 6 Y WIDPINGCR, | S
ore Savings: $1.
e _. EE HVY WHIPPING CRM $4.4d4 F
' HO. 7 “In Store Savings: $1.05
KEMPS SLCT 1X MLK $4.59 T
KEMPS s’ﬁcoﬂué".g%ﬁ $4.39 Fv
06 - S\:k_f_.; E?U_'(\é 5.;',_’\.‘__ — Total 3 5.0 = t_it_x_l:_t_ltiflj_t]i_iﬁ;m $3.59 F
' Itens Subtotal $90.85
Subtotal $580.85
Tax exeapt 1 $0.85
ng' n'%
oo . .
DB v e o R Dl Total Balance $0.00
Previous customer balance $251.93
charpes $90.85
New customer balance $342.78
Itan count 27
06. - o e e ] Total SAVING GRAND TDTme $8.19
you
q0e
Grand Total
{ declare under the panaltias of perjury that the above ems are for AEOA use and ) am
097010525005187900

authorized to incur this expence. 4

Whits Copy — Vendor Copy
Yellow Copy — Return With Invoice

Pink Copy — Return to AECA Office Signed



GBI Arrowhead Economic Opportunity Agency |Action Coda_____

702 South 3rd Avenus
Batch Amt. 1mart.com
: Give us fesdback @ suryey yaisart.
Virginia, Minnesota 55782-2797 P.0. Count Thank you! 10 & 'Mgm

' 1. ' Agency Use Only Walma vu\-
Ll’ D Zta) Fisid Purchase Order | CD ock Ril o ﬂ‘;ﬁ
1 el
;’# ;

N2 131075

Vendor &, . — — —— —

Vendor___ H i

Ao K’b‘@b (k. m%,,_D_uM_
N T M SS 72X

Purchasa is lor'ﬂm.cm" +

Dear Vendor:

To insure payment, all invoicing and/or corespondence regarding this order must be
idantified by our Pyrchase Order number listed above, All invoicing is 10 axclude sales
and/or exclse taxes as per the exemption numbers listed below.

Fic

= 191‘ SASUADLE

Excise Tax Exempt No. 41-74-0134K Sales Tax Exempt No, 22431
AG .BY . Fund_. Dept . P 3:; 08J
_AG FY. Fund . Dopt . Ti0g.170f - . 0= _
Quantity Description #:é; ;:g

T RGP

Low Pri . Can Trunl [ y
L ot ittt Total q?/ %T.ﬁém ik
i:CI Sadais L
[+ I - S ST S JUpp— Total
|06 .- - - . . et ] ‘Tatal

D
Grand Total liu

| declare under the panalties of perjury thal the sbove jtarms are for AEOA use and | am
authorizad te incur this axpensa.

White Copy ~ Vendor Copy
Yellow Copy — Return With Invoice wndﬁe&_
Pink Copy — Retum to AEOA Office Sigpé.



VENDOR LIST FOR STAFF

if there Is 3 vendor that isn’t on here call Tracy Sandnas at the office and | can look and see if

they are in the accounting system.
New vendors need to fill out a form to get into the system. Tracy can email the form out as staff

need it.
If you need an item from Amazon or another website, contact your program manager and email

her the link. Once your program manager approves it, she will order the item(s} and have it drop
shipped to your site.

SITE BUDGETS

Most sites get a budget of $520.00. If you are a blended classroom or a very small class, you wilt
get $400.00. The budget runs from 4/1/21-3/31/22. Site budgets are used for any items that
don't fit into other categories. Examples would be arts and crafts that aren’t In the supply book.
Cream of tartar, salt, graduation, etc. The program manager will enter all site budget expenses
into the spreadsheets. Contact your program manager for site budget balances as needed.
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HEAD START VAN INSTRUCTIONS

Sign out van on the HS Van Reservation Calendar. Lori Trenholm email this link to all staff.
Follow the cheat sheet included in your folder.

Always take the van book with you on trips. It includes any information you might need while
driving such as insurance, transit gas key, Holiday gas card, etc.

Fill out the Daily Vehicle Log.

A great tip is to take a picture of your odometer when you return from your trip to enter in the
log.

Always make sure there is enough gas when you are finished with your trip. Best practice is to
fill it up every time, unless it is an in-town trip and the gas gage hasn’t moved.

To flll up at Transit In Gilbert, Insest FOB into the gas pump and follow the on-screen
instructions. You will need your employee ID #, Van # and the odometer reading.

To fill up at Hollday Gas the instructions are on a fuchsia colored card in the van book.

HOLIDAY GAS INSTRUCTIONS

Insart Holiday card and remove.
Choose print receipt.

Enter Van # hit enter.,

Enter Employee # hit enter.
Enter Odometer hit enter.

Fill tank.
Print receipt and put in van book receipt pocket.

At the end of each month, please send in the daily vehicle log and the pouch with the Holiday receipts

i1

Iato the office.

MILEAGE SHEETS

Mileage sheets are to be emailed to your program manager at the end of each week for
approval. Your Program Manager will email it to me to process the payment upon approval.

AEOA's Personnel Policy slates on pages 33-34 under Transportation:

The traveler will ba reimbursed at the current Intemal Revenue Service reimbursement rate
for private vehicle, when driving, if an agancy vehicle is not available. If an agency vehicle

is available and the traveler chooses to drive a private vehicle the traveler will be reimbursed
at 50% of the cument rate. If a fraveler is driving local miles which will not exceed twenty

(20 miles for a daily aggregate, the reduced rate will not apply. (Head Start has it's own vans).

We fully expect that you will use the full mileage reimbursement form for most, if not for all of your trips. For
those circumstances where an employee might only receive a 50% mileage raimbursement, this form
provides us bettar documentation for auditing purposas

Please talk to your Program Manages If you have any questions or feel free to contact Tracy Sandnas or Skip.

We encourage the use of Head Start vans for travel if they are available to you
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