PURCHASING DEPARTMENT

Memorandum
Date: December 2, 2024
To: Management Team, School Administrative Assistants, Department Administrative Assistants
From: Sharon Clay, Director, Purchasing & Logistics
Subject: 2024/2025 Ordering Deadlines

Below are deadlines to submit your


mailto:invoices@cajonvalley.net

June 2025

May-June 2025

Warehouse stock requisitions are to be submitted a minimum of 1 week prior to your last
scheduled delivery date in June. The delivery schedule is posted on the Logistics website.
End of year requisitions should only be for supplies that are needed for June and the first
couple weeks of July. Custodial requisitions should include items for summer clean up. Orders
using this year’s budget should not be used to stock up on supplies for next year.

Fall Orders: Once the 25/26 year opens after Spring Break, please submit your orders as
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