2010-2011 Budget Procedures

Sheet Music 

Sheet Music

1.  call my secretary , Jane Walchli, at 314-415-7039 for a purchase order number before buying

2.  inform vendor of PO number when ordering, please ask them to put it on the order!
3.  no blanket PO#  numbers allowed, only one per order 

4.  please do not use one PO #  multiple times
4.  when music arrives in your building, please send invoice  to Jane Walchli at 

     ISC for payment

5.  if you are buying out of your school budget,  please let the vendor know, so 

we do not get billed and to prevent an item being paid twice. 

The Sheet Music Bid for three years is M&R Music

The discount will be 10%

