
 

How Purchase Orders Work on TPT 

1. Before creating a Purchase Order (PO), determine whether it’s best to make a purchase using a 
teacher’s individual TPT account or through TPT for Schools. Purchasing through TPT for Schools allow 
administrators to easily purchase and distribute resources from one central account to their teachers. 
Contact us for more information or to sign up. 

 
2. To check out using a Purchase Order, you’ll need to first log in to TeachersPayTeachers.com. Don’t 

have an account? Signing up is easy and free. 
 

3. Add the resource(s) to your cart and proceed to the checkout page. Select the Purchase Order 
payment method, you will be asked to enter your school billing information, and click Submit Order. 

Please note: There is a $100 order minimum and a $2.99 processing fee for Purchase Orders. 
This minimum and fee are waived when purchases are made through a TPT for Schools 
administrator account. 

 
4. After submitting your order, your prices will be locked in. You'll be prompted to download and print 

your TPT Purchase Order Quote. A copy of your Quote will also become available to download in 
your “My Purchases”. 

 
5. To process your order, you’ll need to send us the two documents listed below. These documents can 

be sent by email (fastest processing time), fax or mail. Please send them together to help avoid delays 
in processing. 

 
Document #1: A signed Purchase Order form 
from your school or district. This form must be 
signed by your school administrator. Your school 
may also require a W-9 form from TPT. You’ll find 
a template below. 

 
 

** Payment information will be sent to you 
separately by invoice once the order has been 
processed, please do not include payment with 
your PO. 

Document #2: TPT Purchase Order Quote 
mentioned in step 4 above. This sheet has 
your pending Quote ID and lists the order 
details. There’s no need to sign the Quote 
form. 

 
 

** This form has your pending Quote ID — 
generated by TPT - and is unique to each order. 

 
Email 
PurchaseOrders@TeachersPayTeachers.com 

Fax 
914-881-9005 

 
 

6. You will receive an email confirmation once the Purchase Order has been processed. 
 

7. An invoice will then be sent to the School/District and the listed billing contact via the method selected 
(mail or email). Payments are due within 30 days of the invoice date. 

*If you’re placing a PO outside of the United States, please be aware that we’re unable to generate 
invoices in other currencies. Therefore, your invoice will be in USD. 

 
Payment for Purchase Orders should be mailed to: 

 
Teacher Synergy LLC 
75 Remittance Drive-Dept 6759 
Chicago, IL 60675-6759 

mailto:PurchaseOrders@TeachersPayTeachers.com


 

Tax Information 
 

In this packet, you’ll find a copy of our W-9 form with our federal tax ID. Your billing or business 

department may require a copy of this form before they can make payment on an invoice. This form 

may also be necessary if your school needs to issue a 1099-MISC form to us at the end of the year. You 

do not need to issue a 1099-MISC form to an individual TPT Seller directly, as we facilitate purchases 

and payment. 

 
Please note this instruction sheet contains two different addresses: 

 
Mailing and Business Address: Teacher Synergy LLC 
 dba Teachers Pay Teachers 
    777 Mariners Island Blvd., Suite 600 
    San Mateo, CA 94404   
 

Payment Address: Teacher Synergy LLC 

 75 Remittance Drive-Dept 6759 

 Chicago, IL 60675-6759 
 

 
Have questions about this process or want someone to help walk you through it? Simply email us at 

PurchaseOrders@TeachersPayTeachers.com or call us at (413)342-0505. 

 
Thank you! 

 
TPT Schools Purchasing Team 

 
Email: PurchaseOrders@TeachersPayTeachers.com 
Phone: (413) 342-0505 (9am-5pm ET) 
Fax: (914) 881-9005 
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