
 

 
 

June 6, 2013 
 
Dear Supplier, 
 
Santa Monica College intends to establish a “Blanket Purchase Order” arrangement with 
your company using the following guidelines: 
 

1. A “Blanket Purchase Order” (BPO) document (see attached) is the official 
communication of the establishment of each “Blanket Purchase Order/Number. 
 
Only the signature of the Director of Purchasing is authorized to issue a Santa 
Monica College “Blanket Purchase Order”. 
 

2. The BPO is written for a specific period of time and/or a “not to exceed total 
dollar amount”.  (i.e., Six months or $2,000.00) whichever comes first).  Under no 
circumstances will the “Blanket Purchase Order/Number” be used beyond one of 
those conditions.  You will be responsible to monitor the expiration of these 
conditions.  Equipment Purchases (items exceeding $250.00 are expressly 
prohibited). 

 
3. There could be more than one “BPO/Number” issued if there are multiple College 

departments that warrant them.  It is the responsibility of the individual(s) as 
authorized on the “BPO” to provide your company with the correct 
“BPO/Number” when a transaction takes place.  The names of those authorized to 
use the “BPO/Number” is listed on the document.   
 

4. Deliveries/Invoices: 
 
Unless otherwise agreed to, all deliveries under this BPO must be accompanied 
by a delivery/packing slip that must contain at minimum: Contractor/Supplier 
Name, BPO Number, Date of Purchase, Quantity, Unit Price and Extended Price 
of each item, Date of Shipment, Federal Tax I.D., Number.   
 
Invoices may be submitted by USPS to: 
Santa Monica College, Attn:  Accounts Payable 
1900 Pico Blvd., Santa Monica California   90405-1628 
Or by email:  Accountspayable@smc.edu 
 

mailto:Accountspayable@smc.edu


While a “not to exceed dollar amount” will be listed on each “BPO”, this is not to be 
construed as the amount that will be purchased but has been developed by reviewing past 
purchases with your company over a given period of time. 
 
If there are concerns, difficulties, or questions, please contact the Buyer listed on the 
BPO as shown below in the attached sample as item #3.  You may also visit our website 
at: www.smc.edu/suppliers, your resource on how to do business with Santa Monica 
College.  
 

 
 
 
Sincerely, 
 
 
Cynthia Moore 
Director of Purchasing 
Santa Monica College 
Office Main Line:  (310) 434-4304 
Fax: (310) 434-3654.   
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