







Vendor Notification
Accounts Payable/Purchasing Department
125 Herlong Avenue/Post Office Box 215
St. Matthews, SC 29135


To: All vendors of the School District of Calhoun County:

The School District of Calhoun County is governed by a uniformed purchasing procedure, which require that a Purchase Order be issued for all services, equipment and supplies prior to ordering or shipping them; therefore, vendors are cautioned not to make deliveries to any District principal, administrator or District site without having an authorized Purchase Order in his or her possession.

There will be NO purchasing contract between the School District of Calhoun County and any vendor unless a Purchase Order has been issued prior.  If a Purchase Order has not been done prior, the district sheds all responsibility for payment.  If an order has been sent to any District location without a Purchase Order, it will be considered a gift or an RMA tag must be sent to ship it back at the vendor’s expense.

Failure to adhere to the noted procedures may lead to a disbarment of doing business with the District.

If you agree to the terms listed above and feel your company will be able to adhere to them, please sign below and email to svogt@ccpsonline.net, mail to Calhoun County Schools, Attn: Sherra Vogt, PO Box 215, St. Matthews, SC 29135 or fax to (803) 874-4236. 

I would like to thank you for the interest in the School District of Calhoun County.  Should you have any questions, please feel free to contact me.

Sincerely,

Sherra Vogt, Senior Accountant

cc: Sky Strickland, Chief Financial Officer
      Dr. Steve Wilson, Superintendent


Signature: _____________________________________________________ Date: ______________________

Company/Individual Name: __________________________________________________________________


Vendor Information Sheet

For Purchasing:

Name of Company: _________________________________________________________________________________

Address:  __________________________________________________________________________________________

	   __________________________________________________________________________________________

City _______________________________________________  State ________________ Zip Code _________________

Toll Free Phone Number:	 _______________________________________________________

Customer Service Phone No: 	________________________________________________________

Phone Number:			________________________________________________________

Fax Number:			________________________________________________________

Contact Name:			________________________________________________________

Contact Phone No:		________________________________________________________

PO Email Address:		________________________________________________________

Federal Tax ID or SSN:		________________________________________________________

For Payments:

Remit to Address:
(if different from above)

	___________________________________________________________________________________________

	___________________________________________________________________________________________

City _______________________________________________  State ________________ Zip Code _________________


If your company has the capability of receiving an ACH payment, please complete below.

Bank Name: _______________________________________________________________________________________

Bank Routing No: ___________________________________________________________________________________

Account No: _______________________________________________________________________________________

Remittance Advice email address: ______________________________________________________________________


Please complete this sheet and the attached W-9 Form and return them to Calhoun County Schools, Attn: Sherra Vogt, PO Box 215, St. Matthews, SC 29135 or email svogt@ccpsonline.net or fax to (803) 874-4236.

[bookmark: _GoBack]If you have any questions, please contact Sherra Vogt at (803) 655-2629.

