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OBTAIN TAX EXEMPT
CERTIFICATE FOR VENDOR

FROM
PT FINANCE 

MAKE PURCHASE

COMPLETE CHECK REQEST
FORM

ATTACH RECEIPT

DOCUMENTS EMAILED IN
PDF TO TREASURER

TREASURER EMAILS TO
FINANCE; COPIES

PRESIDENT

PRESIDENT APPROVES

CHECK SENT TO NAME
AND ADDRESS LISTED ON

FORM

 PURCHASE TO BE MADE

IS THERE A TAX
EXEMPTION FOR THE
SPECIFIC VENDOR?

YES

Check Request Process

NO




