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OFFICE DEPOT 
 

To request an Office Depot invoice reprint, send an email to 

INV-PODS@OfficeDepot.com.  Please make sure to include 

the invoice number when the inquiry is made. 

HOW TO FIND A P-CARD 

TRANSACTION IN MUNIS 
 

 Select Vendor Inquiry from the Departmental 

Functions Main Menu.   

 

 Click Search for the vendor record you need to locate 

(see Munis Vendor Inquiry QSG).   

 

 Click on the “P-Card Transactions” envelope towards 

the bottom of the screen.  The p-card transactions 

associated with the vendor will be displayed in a 

browse mode. (You can narrow your search using the 

filter at the bottom of the screen, sort the transactions 

within the browse window, or you can export them 

into Excel.) 

 

 Once you have located the p-card statement ID, go to 

the Purchase Card Statements screen to view the p-

card transaction.  (Clicking on the statement record 

within the browse mode will not take you to the 

Purchasing Card Statement screen.) 

 

NEWLY AWARDED BIDS 
 

Two-Way Radios 

http://www.pasco.k12.fl.us/site/approved_vendors/C154  

 

CONTRACTING WITH VENDORS 
 

When a school/department would like to enter into a contract 

with a particular vendor, they can do so by entering a contract 

in MUNIS for processing and approval by Purchasing Services.  

Purchasing has been receiving calls from vendors asking to be 

added to a pre-approved contract list.  The decision to contract 

with a vendor is made at the school/department level. 

Therefore, Purchasing does not keep a pre-approved list. 

 

 

 

UPCOMING BOARD PACKET 

DEADLINES 
 

Board Date Due in Purchasing Services by Noon 

12/15/2015  12/1/2015 

1/5/2016   12/8/2015 

1/19/2016  1/5/2016 

2/2/2016   1/19/2016   

      

Please remember that due dates listed above are for completed 

contracts and/or purchase orders. As contracts require 

verification and several review processes, please allow ample 

lead-time to submit for Board approval and commencement of 

services. 

 

VENDOR INFORMATION 
 

In order to enter a requisition or cut a check to a vendor, the 

vendor must be active in Munis. If a school/department needs 

to set up a vendor, please send W-9 forms to: 

vendors@pasco.k12.fl.us   

 

To obtain a copy of a blank W-9 form, please go to: 

http://www.pasco.k12.fl.us/library/purchasing/Pages/W_9.pdf  

 

If a vendor in Munis has the status “STOP,” it means that a p-

card purchase has been made to this company and we do not 

have a W-9 form on file for them. Cardholders can continue 

making p-card purchases with this company, but in order for a 

requisition or check to be processed to this vendor, a W-9 form 

will need to be obtained and emailed to: 

vendors@pasco.k12.fl.us  

 

Vendor Bid is where Purchasing Services notifies potential 

vendors of new bids, RFPs, RFIs, and written quotes. If you 

know a vendor that would like to register and be notified of 

District solicitations, please have them go to Vendor Bid by 

clicking the link below and following the registration process: 

https://www.vendorbid.net/pasco/  

 

Vendors will be added to our current bid list once they are 

awarded a bid, RFP, written quote. Therefore, they do not need 

to call Purchasing to be placed on an approved vendor list.  

 

Welcome to Purchasing’s sixth issue of our bi-monthly “Buy It Right” newsletter. 
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PURCHASING SERVICES 

CONTACT INFORMATION 

 
Purchasing Agent: 

Nicole Westmoreland, MBA, Purchasing Agent 

Extension: 42222 

Email:  nwestmor@pasco.k12.fl.us 

 

Ann Altman, Senior Procurement Specialist 

Extension: 42226 

Email:  aaltman@pasco.k12.fl.us 

 

Christina “Tee” Argyelan, Buyer Assistant 

Extension: 42489 

Email:  cargyela@pasco.k12.fl.us 

 

Stephanie Bunford, CPPB, Buyer 

Extension: 42225 

Email:  sbunford@pasco.k12.fl.us 

 

Steven Duarte, Buyer Assistant 

Extension: 42032 

Email:  sduarte@pasco.k12.fl.us 

 

Ashley Kurtz, Purchasing Assistant 

Extension: 42258 

Email:  akurtz@pasco.k12.fl.us 

 

Deb Mateo, Buyer 

Extension: 42227 

Email:  dmateo@pasco.k12.fl.us 

 

Angie Pellot, Purchasing Assistant 

Extension: 42220 

Email:  apellot@pasco.k12.fl.us 

 

Debbie Reaves, Buyer Assistant 

Extension: 42219 

Email:  dreaves@pasco.k12.fl.us 

 

Laurie Roberts, CPPB, Buyer 

Extension: 42224 

Email:  lmrobert@pasco.k12.fl.us 

 

Stephanie Swinson, Procurement Specialist 

Extension: 42234 

Email:  sswinson@pasco.k12.fl.us 
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