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Invoices should be emailed to INVOICES@wahluke.net or mailed directly to the Accounts
Payable Department to the following address to avoid the possibility of being overlooked.

Accounts Payable
411 E Saddle Mountain Dr
Mattawa, WA 99349

Please do not give the vendor our names to put on the invoice or our work email. Instead
please provide Accounts Payable department emails ie. INVOICES@wahluke.net or
ACCOUNTSPAYABLE@wahluke.net.

Please ensure that ALL purchase orders give vendors clear instructions on where to send
their invoices. Invoices that are mailed by vendors are scanned immediately and the originals are
filed for a term of one week, after that they are destroyed. However, invoice copies are stored in
Treeno.

If you have a contract with a vendor, and will no longer continue services with the vendor,
please have your Secretary/Program Assistant/Office Manager contact them as soon as
possible to avoid future charges for the service. Please refer the vendor to Accounts Payable if
they have any inquiries regarding payment status. Vendors can contact us at
ACCOUNTSPAYABLE@wahluke.net.

If you are waiting for an Invoice that the vendor has not sent to us, please let us know as soon as
possible so we can get in contact with them via email or phone call to request it.
Please ensure that ALL vendors charge Sales Tax for the purchase of items, rentals, repairs,
and installation of tangible personal property including labor.

Washington State vendors must include sales tax on their invoices. Sales tax must be separately
stated. Delivery, shipping, and handling charges are also subject to sales tax. Washington State has a
combined sales tax rate. 6.5% of the sales tax collections are submitted to the state. The remainder
of the sales tax is for the local jurisdictions and ranges from 0.005% to 4.0%. For example, in
Mattawa the sales tax rate is 8.4%. 6.5% goes to the state and 1.9% eventually goes to Mattawa’s
local jurisdictions.

Wahluke School District is NOT Tax Exempt
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Communication with Vendors.

Secretary/Program Assistant/Office Manager
● Deliverables are accurately listed and priced.

● Missing items,supplies, equipment, etc.

● Damage items,supplies, equipment, etc.

● Wrong amount was charged on the Invoice ( No Sales Tax was

charged if applicable, overcharge).

● If an Invoice is incorrect please request a new Invoice.

● Direct them to AP Dept. if there is an issue that does not get resolved

between both of you.

● Please note that there is a 30 day window before a payment is issued
to the Vendor.

● Contacts Vendors to request W9 and Vendor Voucher Form to add
them in Skyward for Purchase Orders.

Accounts Payable Dept.
● Address or Business/Entity changes.

● Payment Inquiries.

● Talk and investigate about the issue and then try solving the dispute

amicably.

● The invoice number - specifically making sure it's not the same as an

invoice you've paid in the past.

● Direct them to the Business Manager if needed.


