1834 Fields Boulevard                      Greenfield, IN 46140
                  Phone (317) 462-9219


HANCOCK-SOUTH MADISON JOINT SERVICES

TO:
CERTIFIED STAFF


FROM:
Janice Cassell


RE:
Purchase Requests



INSTRUCTIONS FOR PURCHASE REQUESTS

1. Complete a Request to Purchase legibly in pen so that the form can be attached to a purchase order.  Include a fax number if possible, as most purchase orders are faxed. PLEASE Do not use catalog order forms.
2. The order will be shipped to the school you designate on the form’s “school” line.

3. Use current catalogs.

4. Add required shipping and handling fees as indicated in the catalog.

5. Make a copy of the Request to Purchase for your records before submitting to Joint Services Office.

6. Upon receipt of your order, if the original invoice is included please send it to our office.

Serving the students of:

Greenfield-Central     South Madison     Mt.Vernon      Southern Hancock     Eastern Hancock


