Memo

Date:
August 28, 2006
To: 
Brad
From: 
Maggie Brown
Subject:
Open PO’s
EFFECTIVE IMMEDIATELY
Open PO’s are listed as “Services By an Amount” in the category field.
When doing Open PO’s please use this wording in the ITEM DESCRIPTION, 
MUST be in capital letters.
TERM ORDER FOR THE PERIOD OF 7/1/06 THROUGH 6/30/07 FOR (please explain reason)
AUTHORIZED PERSONS: (all that apply)
Please Do not type OPEN PO before the TERM ORDER, I already know is an OPEN PO because of the wording.
List Veronica Guillen as the Buyer
Tax Code should be changed to “NO”
If you have any questions, please do not hesitate to call Veronica Guillen, 
Purchasing Department at 714/558-5614 (75614)

