CISCO INDEPENDENT SCHOOL DISTRICT

P.O. BOX 1645-CISCO, TEXAS 76437

254-442-3056

To:  All Vendors & CISD Employees

From:  Terri Hanlon, Finance Director 

Date:  9/01/11
Subject:  Purchase Orders

It is our policy to have all purchase orders approved by this office prior to orders being placed with the vendor.  Once an order is approved, this office will issue a purchase order number.  Do not process any order that does not have a number.  Please include purchase order numbers on the invoice.  If we receive an invoice without a purchase order number, we will assume that it has not been authorized thus delaying payment.    Any addition to an order already placed with your company must be approved by this office as well.  

There are no “standing purchase orders”.  There is no “Fall Billing” either.  If it is ordered in the current school year, it must be paid out of the current year budget.  It is illegal to “Fall Bill”….you cannot order in August and pay for it after September 1.  The school district is rated yearly by the Texas Education Agency based upon the auditor findings.  Cisco ISD wishes to maintain superior ratings and will not trade with a vendor who pushes this policy for the sake of a sale.  

If your salesman is calling in person he can write up his ticket, but should not process it until a district employee calls him back with the authorized purchase order number.  Again, this number must appear on the invoice or the district is not liable.  

If you have any questions, please feel free to call.

