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Guide to New MCPS Purchase Orders 
Header 

  

 

  

Customer/Requester Block 

 

 

Standard Purchase Order 

Blanket Release 6

3

1

5

4

Addressee Detail 

2

General Purchase Order Information 

Address Area 

Example: Ship to School 
Example: Ship to Warehouse 
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Notes 

 

Line Items 

 

 

 

Signature/Total Area 

 

Standard Purchase Order – same ship to address as in header 

Standard Purchase Order – different ship to address from that in 

Blanket Release – same ship to address as in header 
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Terms and Conditions 

 

Explanation of Purchase Orders 
 Type of Purchase Order/ 

Purchase Order Number 
The type of purchase order is either standard or blanket release. A 
blanket release is an order placed against a blanket purchase 
agreement. Blanket purchase agreements are awarded contracts for 
specific goods or services at specified prices that Montgomery 
County Public Schools plans to buy from the awarded suppliers. 
When an order is placed for the goods or services, it creates a 
“release” against the blanket purchase agreement and assigns a 
release number under the blanket purchase agreement number. For 
example, in the number “8000686-608,” “8000686” is the blanket 
purchase agreement number, and “608” is the release number. 

 Revision/Revision Date/ 
Revised By 

If the buyer changes the purchase order, these fields show the 
sequential number of the change, the date of the change, and the 
name of the buyer who made the change. 

 Created By This is the name of the buyer who approved the purchase order. 

 Ship To 
(Also see       .) 

This is the location where the items should be shipped. If the 
shipping address in the header and in the line item are the same, the 
shipping label and packing slip must show the address from the 
header, including the addressee detail, and the name of the Deliver 
To person from the line item. 

If the shipping address in the header and in the line item are different, 
the shipping label must show the address from the header, including 
the addressee detail. The packing slip must show the address from 
the line item and the name of the Deliver To person from the line 
item. 

 Bill To This is the address where the invoice should be sent. The room 
number should be included in the address. 

 Requester/Deliver To This is the name of the person who ordered and should receive the 
goods or service. 

 Notes This area shows standard and special notices to vendors that the 
buyer or end user chooses to include on the purchase order. 
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 Line Items Line – On standard purchase orders, this is a sequential number for 
the items listed on the purchase order. On blanket releases, this is 
the line number of the item on the blanket purchase agreement. For 
example, suppose a blanket purchase agreement includes a 
suscription for School Library Journal and that item is number 68 on 
the agreement. When this item is ordered, 68 will be the line item 
number on the blanket release. 

Part Number / Description – This field shows details about the item(s) 
ordered. 

Delivery Date/Time – This field is on blanket releases but is not used 
at this time. 

Quantity, UOM – This is the number and unit of measure (UOM) of the 
line item ordered. Note: The UOM on the invoice must match the 
UOM on the order. 

Unit Price (USD) – This is the cost, in U.S. dollars, per UOM of the line 
item ordered. 

Tax – The “N” indicates that Montgomery County Public Schools is a 
tax exempt organization. 

Amount (USD) – This is the quantity times the unit price, expressed in 
U.S. dollars. 

 Ship To/Deliver To 
(Also see       .) 

This is the location of the item’s final destination. If this line address 
differs from the shipping address in the header, the shipping label 
must show the address from the header, including the addressee 
detail. The packing slip must show the address from the line item and 
the name of the Deliver To person from the line item. 

 Signature A signature here indicates the authorized approval of the purchase 
order by the director of the Division of Procurement. 

 Aggregate Document 
Total 

This is the total amount of the purchase order. 

 Terms and Conditions These are general supplier instructions and instructions for specific 
types of purchase orders. 
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Montgomery County Public Schools 
850 Hungerford Drive 
Rockville, MD 20850-1747 

Division of Procurement: (301) 279-3555 
Accounts Payable: AccountsPayable@mcpsmd.org 

Thank you for supplying our schools and offices 
with the goods and services that we need! 

Division of Procurement 

mailto:AccountsPayable@mcpsmd.org

