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To:
School Administrators


From:
Seacoast Educational Services


Date:
March 18, 2011

Re:  
Cooperative Purchasing Program for School Year 2011/2012
PLEASE NOTE:  FINAL REQUISITION FORMS SHOULD  BE RETURNED TO SES BY APRIL 29, 2011

Enclosed please find Requisition Forms for ordering school supplies through the Seacoast Educational Services Cooperative Purchasing Program.  We have recorded the unit price, name of company, and, if available, the catalog number for each item as awarded by the Executive Board of this program.  THE ONLY ITEMS THAT MAY BE PURCHASED THROUGH THIS PROGRAM ARE THOSE THAT APPEAR ON THE REQUISITION FORMS.  Please do not add items or change the unit packaging description.  You are asked to do the following:


1.
Fill out the new Requisition Forms with the volumes you want to order.

2.
Keep a copy for your records.


3.
Email (seacoasted@metrocast.net) a copy of your Final Requisition Forms by April 29, 2011.  (The sooner we receive your Requisitions, the sooner the purchase orders will be ready.)

When we receive the Final Requisition Forms, we will proceed to process purchase orders. Seacoast Educational Services will NOT process purchase orders under $25.00, NOR will we process purchase orders for individuals, i.e., purchase orders will be processed for Districts, Schools, Departments, or Teams only.  (Note:  One teacher DOES NOT EQUAL a team.)  Once purchase orders are completed they will be returned for proper signatures and posting of your own purchase order numbers, if necessary.  It will be the responsibility of the school or School Administrative Unit office to mail the purchase orders directly to the identified vendors.  PURCHASE ORDERS SHOULD BE MAILED BY JUNE 13, 2011.  The companies that have been awarded the bids have guaranteed delivery of your orders by August 8, 2011, however, the awarded companies have indicated that early receipt of purchase orders will help eliminate late deliveries and back orders.  

Orders will be delivered directly to your school.  Please indicate on the Final Requisition Forms the week you would like to have the supplies delivered.  Some of our companies have indicated they would like to begin deliveries as early as May.  If this is a possibility for your school, please note your Requisition Forms that a May or June delivery is acceptable.  These companies have also indicated that, regardless of the chosen delivery date, an invoice date of July 1, 2011 is acceptable.  PLEASE BE SURE TO FILL IN THE DELIVERY DATE AND INVOICE DATE ON YOUR REQUISITION FORMS. 


You are reminded that a 6% (6 1/2% for non-members) service charge will be added to the total cost of the supplies that are ordered.  The service charge will be billed directly by Seacoast Educational Services (dated July 1, 2011) once purchase orders are typed and returned to your Central Office.


We are confident that the price and quality of the products that have been selected will warrant your continued support and participation in this program.  If you have any questions regarding these instructions of the program, please do not hesitate to call the SES office at 330-3229.
