Processes: Transportation

Ordering MTA Passes via ExpenseWatch
Why this is useful:

· Student-price MTA passes give students and families a cost-effective and flexible option for getting to school

· Students can use the pass for transportation in their free time
· Ordering the passes through ExpenseWatch enables schools to see this cost (and impact on budget) in real-time

How to do it:

1. Go through the normal steps to create a Purchase Order.  Here are the details specific to bus passes:
· Vendor is “LACMTA”

· Catalog item is “Bus Pass Stickers, Price $0.00”

· Quantity is “1”

· Total $ Amount will be [Number of stickers x $24]

· Comments field: state the # of stickers you are ordering

2. Given this information, the PO steps are the same as usual (Route the requisition, Principal gives approval, Office Manager generates the PO)

3. Fax the Purchase Order to D’Lia by the 1st of each month (e.g. for January stickers, you must fax the PO to D’Lia by December 1st)

4. If the Purchase Order is received by Accounting by the 1st of the month:

· Accounting Dept will place the order with MTA, receive the shipment of stickers, and bring the correct quantity to your school

5. If you miss the deadline:

· Accounting Dept will generate a check payable to MTA, and provide the check to you

· You will be responsible for delivering the check to MTA and picking up the stickers

· Depending on the date, you might be able to arrange for mail delivery of the stickers, or you might need to pick them up from Union Station

· Contact Mary Lou Weaver at MTA for details (213-922-6059; weaverm@metro.net); if Mary Lou is not available, try Fanny (213-922-4259)
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