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PURCHASE ORDER # CBF

VENDOR: PO Date:

Ordered By:
Date Required:

SHIP TO: FOLSOM LAKE COLLEGE RECEIVING
10 COLLEGE PARKWAY
FOLSOM, CA 95630

BILL TO: FOLSOM LAKE COLLEGE
ATTN: BUSINESS SERVICES
10 COLLEGE PARKWAY
FOLSOM, CA 95630

email invoice to: visentd@flc.losrios.edu
Payment Terms: NET 30

Line # Item/Description QTY UOM PO Price
Extended 
Amount

Shipping/Handling (taxable)
Subtotal

State Tax % State Tax
Shipping

INSTRUCTIONS:
PLEASE BE ADVISED THAT FOLSOM LAKE COLLEGE 
RECEIVING HOURS ARE CURRENTLY DAY 

 THURSDAY 10AM  1PM UNTIL FURTHER 
NOTICE

Total PO Amount

All shipments, invoices, and correspondence MUST be identified with purchase order number
Direct all deliveries and delivery documents to SHIP TO address
Direct all correspondence and invoices to the BILL TO address
NO PAYMENT will be made without an invoice

Authorized Signature Date





From: Rachel Glasgow (2216)
To: Moskalyuk, Olga
Subject: Re: CBR - For FOLLET BOOKSTORE - DIPLOMA COVERS
Date: Wednesday, April 7, 2021 10:22:05 AM
Attachments: Outlook-5zgjd0qv.png

CAUTION: This email originated from outside of Los Rios. Do not click links or open attachments unless you
recognize the sender and know the content is safe. To mark the message as SPAM, right click the message, select
“Junk” , and then select “Block Sender”.

Hello Olga, 

Below is our quote for 200 diploma frames, including your department discount. Please let me know if you have any
questions. Thank you!

Diploma cover @ $12.75 x 200 = $2550.00

Discount @ 20.00% = ($510.00)

Subtotal = $2040.00

Total Sales Tax = $158.10

Total = $2198.10

Rachel Glasgow
Store Manager

Pronouns: She/Her
Tel: 916.608.6565
Follett Higher Education Group
Folsom Lake College Bookstore
Folsom Lake College
10 College Parkway, Falcons Roost, Folsom, CA, 95630
r.glasgow@follett.com | 2216mgr@follett.com | glasgor@losrios.edu
www.follett.com | www.losriosstore.com | www.flc.losrios.edu

Improving the world by inspiring learning and shaping education

From: Moskalyuk, Olga <MoskalO@flc.losrios.edu>
Sent: Wednesday, April 7, 2021 9:22 AM
To: Rachel Glasgow (2216) <r.glasgow@follett.com>
Subject: RE: CBR  For FOLLET BOOKSTORE  DIPLOMA COVERS
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Sub-Total

Sales Tax

Freight

TOTAL

___________________   ___________/_________________/_____/_______________/_________/_______/________$______

___________________   ___________/_________________/_____/_______________/_________/_______/________$______

WHITE-YELLOW-PINK:  BUSINESS OFFICE GOLDENROD:  ORIGINATOR Rev. 10/14

STATE_________

UNIT PRICE

ZIP____________________________

P.O. # CBF______________________________________

DESCRIPTION

Faculty Advisor/Administrator Warrant #______________

DATE REQUIRED_________________________________

ADDRESS_____________________________________

CITY__________________________________________

CAMPUS-BASED REQUISITION

VENDOR______________________________________

DATE

REQ. # CBF_____________________________________

Date__________________

Account Name    Bus Unit      Account       Fund      Department             Program   Class         Project        Amount

Account Name    Bus Unit      Account       Fund      Department             Program   Class         Project        Amount

Date__________________

AUTHORIZED__________________________________

APPROVED__________________________________

Budget Checked________

Voucher #_____________

Business Services Use Only

Club Officer/Requestor
Vendor ID______________

ASG(71,72)
College Act.Trust(81)
Foundation(83)



Hello Rachel.

Thank you for making an exception for us and placing an order. I am working with our BSO on
creating a PO. Can you send me a quote for 200 diploma covers that I can attach to the requisition?
Or if you reply to this email with the estimated cost for the 200 diploma covers, I can attach it to the
requisition.

Olga

From: Rachel Glasgow (2216) <r.glasgow@follett.com> 
Sent: Wednesday, March 31, 2021 5:13 PM
To: Moskalyuk, Olga <MoskalO@flc.losrios.edu>
Subject: Re: CBR  For FOLLET BOOKSTORE  DIPLOMA COVERS

CAUTION: This email originated from outside of Los Rios. Do not click links or open attachments unless you
recognize the sender and know the content is safe. To mark the message as SPAM, right click the message, select
“Junk” , and then select “Block Sender”.

Hello Olga,

I completely understand, we have been under very strange circumstances over the last year. This
requisition is acceptable in place of a purchase order, with the last minute decisions surrounding
Graduation. I think Florence may have let you know already, but Jostens has let us know that they
are receiving a large influx of orders, with many other campuses making final Graduation plans this
week, so there may be up to a 7 week wait time. I will place the order right away and will let you
know as soon as the covers arrive. Please let me know once the purchase order is available. Thank
you! 

Rachel Glasgow

From: Moskalyuk, Olga <MoskalO@flc.losrios.edu>
Sent: Wednesday, March 31, 2021 3:41:21 PM
To: Rachel Glasgow (2216) <r.glasgow@follett.com>
Subject: Fw: CBR  For FOLLET BOOKSTORE  DIPLOMA COVERS

Will this work to place an order for diploma covers? 

From: Kravchuk, Alina <KravchA@flc.losrios.edu>
Sent: Wednesday, March 31, 2021 3:39 PM
To: Moskalyuk, Olga <MoskalO@flc.losrios.edu>
Subject: CBR  For FOLLET BOOKSTORE  DIPLOMA COVERS



Hello Olga,

Please see the attached CBR for the DIPLOMA Cover

I am not exactly sure if this is what is needed, but I just wanted to be proactive.
Let me know if you need anything else.

Thank you,
Alina

Alina Kravchuk
Administrative Assistant to Kellie Butler, Dean of Student Services & Molly Senecal,
Interim Dean of Student Success

Folsom Lake College |  (916) 608-6769  |  KravchA@flc.losrios.edu



From: Ortiz-Mercado, Sonia
To: Moskalyuk, Olga; Visentin, Deana
Subject: Re: Diploma Covers CBR
Date: Wednesday, April 7, 2021 10:43:47 AM

Approved 

Get Outlook for iOS

From: Moskalyuk, Olga <MoskalO@flc.losrios.edu>
Sent: Wednesday, April 7, 2021 10:36:01 AM
To: Visentin, Deana <VisentD@flc.losrios.edu>
Cc: OrtizMercado, Sonia <OrtizS@flc.losrios.edu>
Subject: Diploma Covers CBR

Hi Dee,

Attached is the CRB and a quote for the diploma covers from the FOLLET bookstore. I attached an
email as a quote. Let me know if this will work.

Sonia, can you please reply with approval?

Thank you,
Olga
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