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  Tredyffrin/Easttown School District 

Purchase Orders 

All purchases for services, furniture, equipment, textbooks, school supplies and other 
appliances for the use of the schools shall be made by means of a an approved purchasing 
document issued by the principal or director responsible, except for purchases from petty 
cash costing no more than $75.00 and made locally. 

The procurement process will start with a requisition which is approved by the principal 
or director.  The requisition is sent electronically to the required approvers.  Once the 
requisition is approved, the funds are encumbered and the requisition is converted into an 
approved purchasing document. 

Before the requisition is converted into an approved purchasing document the following 
items will be confirmed: 

• vendor information 

• completeness  

• mathematical accuracy 

• account code  

• budget category  

• availability of funds 

• bid prices 

• quotes 

Once the Accounts Payable Department receives notification that the goods or services 
have been received, they can pay the vendor invoices in full and close the purchasing 
document. 

Approved purchasing documents shall set forth the following conditions of sale and 
instruction: 

1. This order is for immediate shipment unless otherwise stated.  You must report delays 
in shipment to us immediately. 

2. Seller agrees to deliver only the exact quantity of goods specified in the order. 

3. Each delivery must be accompanied by a packing list.  The packing list must show 
purchase order number, contents and the shipper’s name and address.  If no packing 
list accompanies the shipment the buyers count will be accepted. 
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4. If Seller cannot deliver all of the order at one time, they agree to hold invoice until the 
order is delivered in full, or make special arrangements with the Purchasing Agent, 
Tredyffrin/Easttown School District. 

5. Each purchase order is to be invoiced separately.  The district purchase order number 
and item number must appear on all invoices, packages and correspondence. 

6. The Seller agrees that all invoices for materials and supplies shall show the date of 
purchase, unit price, the quantity of articles purchased and shipped, the number of the 
purchase order and, if the purchase is under contract, the number and date of the 
contract. 

7. The school district will not pay for overages in shipped quantities nor unit prices in 
excess of those on the purchase order unless pre-approved by the Purchasing Agent, 
Tredyffrin/Easttown School District. 

8. All invoices shall be prepared in duplicate and directed to: 

  Accounts Payable 

  TREDYFFRIN/EASTTOWN SCHOOL DISTRICT 

  738 First Avenue 

  Berwyn, Pennsylvania  19312-1779 

9. Payment discount will be based on receipt of each shipment or the correct invoice 
date, whichever is later, unless otherwise stated in order. 

10. Seller warrants items supplied hereunder to conform to specifications, to be free from 
defects, to be fit for purpose intended, of due quality and workmanship, and Seller 
will indemnify Buyer against all liabilities for damages or injuries incurred by Buyer 
as a result of defective material or workmanship in the items supplied hereunder. 

11. Material not meeting specifications subject to return at Seller’s expense.  Payment 
does not constitute acceptance.  Items and services are received subject to Buyer’s 
inspection and possible rejection. 

12. All shipments must be fully prepaid.  Any transportation charges to which you are 
entitled should be added to your invoice, which should also show weight and rates. 

13. Transportation and other charges arising from delivery, storage and return of 
defective, incorrect or excess items are chargeable to the Seller.  Any such items will 
be held for Seller’s instructions, or, at the option of Buyer, will be returned to Seller, 
in either case at the Seller’s risk and expense.  Items delivered after notice of 
cancellation shall be deemed an excess item. 

14. Buyer reserves the right to cancel all or any part of this order without liability except 
to pay the contract price for items delivered prior to notice of cancellation. 
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15. Title 29, Code of Federal regulations, (Sec. 1910-1200), covers the new OSHA 
Hazards Communication Standard, dated 11/25/85.  This standard specifies that 
information on possible hazardous and/or hazardous substances be available to those 
who may come in contact with them.  To comply with this standard, you must supply 
us with a copy of the Material Safety Data Sheet for each of the products awarded to 
you, with delivery of the item. 

16. Buyer assumes no responsibility for damage in shipment concealed or otherwise of 
goods covered by this order.  The risk of loss shall remain with the seller until buyer 
accepts goods. 

17. Ship most economical way, unless otherwise specified, observe specified routing 
carefully. 

18. All property or services furnished must comply with all applicable Federal, State and 
local laws, codes and regulations. 

19. The Seller, in accepting this order, agrees to all Terms and Instructions set forth 
above. 

20. FAILURE TO FOLLOW THESE INSTRUCTIONS MAY DELAY PAYMENT OF 
INVOICE. 

 If there is an increase from a vendor in item pricing charges exceeding $25.00, the 
Purchasing Department shall process a change order by sending a change order to the 
principal or director for signature and date. Upon receipt of authorized change order, it 
shall be the responsibility of the Purchasing Department to immediately notify vendor of 
acceptance or rejection of the change order.  Purchasing will make the necessary changes 
and will notify the Accounts Payable Department. 


