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Technology Purchasing 
 

              
 
 
 

All technology purchasing must be APPROVED and ordered through the 
Technology Department at the District Office. 

 
1. Contact Dan Reich for a quote.  He will determine if the item is compatible 

with the system and if it is necessary to order.  Do not use your BMO card 
to purchase technology items. 

2. Get approval from your site administrator then have your site office 
professional forward this information to Dan along with the budget code. 

3. Dan will write up the requisition form and give to Anita Tavelli who will 
enter this into the system to create the purchase order.  

4. After the purchase order is approved, Anita emails it to the vendor and 
places the order. 

5. Once the Technology department receives the order, they log it in to 
inventory and deliver it to your site. 

 


