
WHAT NARRATIVE(S) SHOULD I USE? 
Please remember that narratives are for purchase orders only. If you have special instructions for the check you must write those 

instructions in the notes section of your AP spreadsheet. Especially if you need to hold a check for pickup.  
 

SENDING NARRATIVES 
Email is the preferred sending method. With email we get confirmation that the PO has been received. 
 

EMAIL: Your purchase order will be emailed to the vendor. If Skyward does not have an email for that vendor you must 
include an email in the notes section as you create your requisition. Do not add the email as a detail line on the PO. This 
includes additional staff you would like CCd.  

 
FAX: This is a last resort for sending purchase orders. All vendors have an email of some kind, we want to make sure we are 
getting confirmation that the PO was received. We can’t do that with FAX.   

 
MAIL: Your purchase order will be mailed to the vendor. If Skyward does not have the correct mailing information for that 
vendor, you must include the correct mailing address in the notes section as you create your requisition.  

 
IN-STORE: This narrative is for when placing an order with vendors like Frankie’s (just an example). A staff member will be 
going to the store to pick up items. The staff member must take the original purchase order with them to the store. The 
business office will email the purchase order to that individual to print and take with them.  

 
ONLINE: This narrative is for when you are placing an order online (or phone order). This is for those orders where you will 
enter the purchase order number at check out before placing your order.  
 
E-COMMERCE: All E-Commerce orders will be placed after the purchase order has been approved and updated in our 
system. If the E-Commerce narrative is not included on your PO the Business Office will not know to proceed to the final 
steps of ordering. Your order could be delayed or missed all together.  
 
DONATION: Disbursement of school monies.  
 
INVOICE: When creating a PO based on a received invoice make sure you attach the invoice to your requisitions. In the 
description box write INVOICE #####.    

 

SECONDARY NARRATIVES 
Secondary Narratives should always be paired with a “Sending” Narrative. (This does not apply to the INVOICE ATTACHED narrative) 
 

BLANKET: Blanket purchase orders are common throughout the year, but we need to make sure these purchase orders still 
reach the vendor so that the PO number can be referred to on their invoices. Blanket purchase orders should not be taxed. 
You will enter the narrative as your first description line of your PO Req.  

 
ENTRY FORM/ESTIMATE/ORDER FORM/PROPOSAL/QUOTE/REGISTRATION 
When you are attaching a document to a requisition you must ALWAYS include an attachment narrative. This narrative is 
not only for our knowledge, but it attaches any additional document(s) to the PO and therefor creates a connection to our 
contract language for the purchase order. PLEASE rename your attached files to properly label what they are (e.g.: QUOTE 
#####, INVOICE #####, etc.). Add the same label to the description of the attachment.   

 
AGREEMENT/CONTRACT/IN LIEU OF TRANSPORTATION: Any vendor that has a contract or service agreement with our 
district must receive a copy of their completed contract. When a contract is approved by Ryan, Amanda will scan you a copy 
to notify you that it is ok to create a purchase order. A purchase order should not be created before a contract is approved. 
When creating that purchase order you will attach the signed contract to the requisition and add the contract narrative. 
This will connect the document to the purchase order and the contract language.  

 
AUG SHIP: Many orders need to be placed before leaving for the summer, but won’t be shipped until after schools are 
closed. Since no one will be at the schools, there will be no one receiving these packages. We need vendors to know not to 
ship to schools during the summer months. This narrative will print in bold on the PO making it very easy to see. The dates 
on this narrative will change corresponding with the return of school Financial Secretaries every year.  
 

 
Direct any questions to Amanda Heikkila in the Business Office – heikkilaa@svsd410.org – 425-831-8011 

 
 ALWAYS HAPPY TO HELP  
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