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SUBJECT:   Eliminating Distribution of Purchase Order
   Paper Copies

In December 2005, the Purchase Order Dispatch Notification process was implemented to
send e-mail to departmental requisitioners and requisition contacts when a purchase order has
been issued, providing departments with timely information regarding the status of their
requisitions.  The departmental ACE also has the flexibility to designate up to six additional
persons who need notification of PO issuance.  In addition, departments now have two
options for printing dispatched POs from the HSC portal at http://inside.uthscsa.edu/.

The PO Dispatch Notification process has accelerated and expanded communication of
purchase order issuances, and the recent introduction of the PO Quick View has greatly
simplified the effort required to print purchase orders.  These enhancements have made it
unnecessary and redundant for the Purchasing Office to continue distributing the paper
“department copy” of purchase orders.  Consequently, effective April 24, 2006, the
Purchasing Department will discontinue the physical mail distribution of paper copies of
purchase orders to departments.

Internal business processes within departments may be affected by this change; however,
please note that printing each purchase order is not required by audit standards and the
electronic version of the purchase order serves as the official institutional record for record
retention purposes.  Accordingly, departments are urged to examine their internal business
processes and make any necessary adjustments.

If you have any questions regarding this procedural change, please contact the following
individuals in Business Affairs:

Christelle Farias, Interim Director, Purchasing (fariasc@uthscsa.edu), ext. 2-6200

Andrea Marks, AVP Business Affairs (marksa@uthscsa.edu), ext. 2-6285 

Please distribute this bulletin to those in your department who may benefit from this
information.


