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AMAZON PROCEDURES 
Vendor # 600877 

MOC: HCDE Choice Partners 22/045KN-01 
 
Amazon is an e-procurement vendor (similar to Office Depot, Staples, etc.). You do not need to “ask permission” 
to utilize within reason but is still a last resort. This is not to replace our approved vendors that offer products 
we are currently utilizing. Example: General office supplies should come from approved Office supply companies 
and existing RFP’s. Keep in mind if you purchase a large number of one item, it may come from multiple vendors 
which may cause delays in shipment. If you have a purchasing question, feel free to reach out to Adrianna 
Legarreta, alegarreta@irvingisd.net, 972.600.5443.  
 
The order process is the same as other vendors.  
 

1. Present your request with screen shots or a cart to your Administrative Assistant with proper approvals. 
 
2. The Administrative Assistant will enter the order through the e-procurement requisition process.  

 
3. Upon approval, the Purchase Order will print. At that point, the pricing is locked in for 5 days. Most items 

do not require a delivery fee and are next day delivery as Irving ISD is an Amazon Prime Member. 
 

4. The Purchase Order will continue to follow normal procedures.  Administrative Assistant will receive in 
Munis.  

 
5. Amazon will send invoice to Administrative Assistant who will forward to apinvoices@irvingisd.net for 

payment by Business Office. 
 
NO Federal or Grant Funds.  
 
 
Items I am not allowed to purchase: 

• Alcoholic beverages, APPLE products, Technology Equipment(computers), Amazon Devices & Products, 
Gift Cards, Janitorial Supplies, Services, items from another country. This is not an all-inclusive list but 
serves as a guideline as there are other items that will not be allowed. 

 
Problems with my order: If you have any issues with your Amazon order, contact Amazon Business Customer 
Service at 1.866.486.2360. The business customer service is dedicated for business customers only.  
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