COSTCO PURCHASES

All COSTCO purchases require a pre-approved, signed COSTCO Departmental Purchase Order (CPO) form.  

1. Information completed prior to the COSTCO visit:
A. Department Name
B. Contact Person-usually Departmental Accountant
C. Telephone number of department
D. Authorized signature-usually Departmental Accountant

2. Minimum purchase per COSTCO Purchase Order is $75.00.

3.  An administrative charge of 1.5% (maximum $60.00 admin fee per CPO) will be added to each invoice.

4. Purchases from COSTCO will follow all University purchasing regulations, including controlled items, solicitations and bidding requirements.

5. No personal purchases are allowed.

6. Any COSTCO purchases determined to be an improper purchase or not following proper purchasing procedures will be the personal responsibility of the purchaser and/or the authorizing individual.  Reimbursements will be made to MSU in a timely manner.

7. Procedure
a. Signed form is taken to COSTCO Customer Service Desk for the current membership number to be written on form by COSTCO membership desk
b. Return through store doors, showing the COSTCO Purchase Order form.
c. Make purchases, give form to cashier
d. COSTCO will keep this original CPO, giving a copy back to purchaser
e. Purchaser returns form to MSU Departmental Accountant
f. Departmental Accountant assigns proper Index(s) and Account Code(s) to those transactions
g. Keeping a copy for department, the COSTCO form needs to be turned into the University Business Services department 24 hours after purchase
h. One journal entry is then made by UBS for the entire university
i. [bookmark: _GoBack]If food was purchased, the Hospitality Approval Form needs to be attached
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