
July 16, 2015  
 
 
To:  Curren t and Poten t i a l Vendo r s 
 
From:  Jonat h a n Bey 

Execu t i v e Direc t o r , Purch a s i n g 
 
Subjec t : How to do Busin e s s with the Fort Worth Indepen d e n t School Distric t  
 
The Fort Worth Indepen d e n t School  Distric t (ISD), as well as a ll other school distri c t s in the 
State of Texas, is governe d by the state compe t i t i v e bid law. Theref o r e , the majori t y of our 
purch a s i n g is done via compe t i t i ve procu r e me n t .  The purpose and intent for the comp et i t i v e 
proces s is to help public school s obtain the best value for goods  and servic e s by stimul a t i n g 
compe t i t i o n .  Fort Worth ISD is commit t e d to fair and equal compe t i t i o n among all vendor s .  
The follo w i n g infor ma t i o n is a mac ro view of how  to do busine s s with Fort Worth ISD.     
 
For Bid Notification.  To receive bid notific a t i o n s for FWISD bids/pr o p o s a l s please registe r with  
Public Purcha s e (P2) their website is linked below:  
https:/ / w w w . p u b l i c p u r c h a s e . c o m/ g e ms / r e g i s t e r / v e n d o r / r e g i s t e r .   
 
Click on FREE REGISTRATION , and follow the prompts .  This is a three step registration 
process. 
 
Submit a bid.  T h e distri c t also adverti s e s all of its bid/pro c u r e me n t opport u n i t i e s on our website 
at www.fwisd.org .  Each bid has a unique number in th e format of ##-### (for exampl e 09-237).  
Double click on the bid number and the actual bi d docume n t will open in a .pdf file.  Print out 
and compl e t e all of the bid forms / d o c u me n t s a nd deliv e r the compl e t e d bid for ms / d o c u me n t s to 
the Purchas i n g Depart m e n t prior to the due date and time.   
 
DISCLAIMER:   The official opening date/time is shown in the Bid/RFP document.  Information on this webpage is 
for quick access only and does not constitute a binding date/time.  In case of discrepancy, the date/time in the 
Bid/RFP document will prevail.  
 
Receive an award notification.  Each partic u l a r bid contai n in str uc t i o n s on how the bid will be 
evalua t e d and awarde d .  All of our procur e me n t s are evalua t e d and awarde d in accorda n c e with 
applicab l e state law.  Maintain you bid number s for referen c e when c onduct i n g busine s s with the 
Distri c t .  If you need additi o na l infor ma t i o n a bout a bid award, contac t the Buyer indent i f i e d on 
the front page of each bid.    



 
Receive a Purchase Order.  In accord a n c e with Distri c t Policy , all purcha s i n g commit me n t s 
(other than those made via a Distri c t ’ s Cred it Card) are commun i c a t e d to you via a Purchas e 
Order.  Please do not provide goods  and/or services without a Pu rcha s e Order.  The Purcha s e 
Order speci f i e s what the Distri c t  is commit t i n g to and ensure s that  funds are set aside to pay for 
such commi t me n t s .  A District Purchase Order number has the followi n g format: 8091433 2 - 0 0 0 
and always start with a 7 or 8.  The leading num ber 7 design a t i o n identi f i e s purch a s es relat e d to 
the 2007 for Capit a l Impro v e me n t Progr a m and the leading number 8 identif i e s normal 
purch a s e s .   
 
Invoice the District.  After satisfactory delivery of the goods and/or service s , send your invoice 
to accounts p a y a b l e s @ f w i s d . o r g .  Please include the followi n g items on your invoice docume n t : 
 
 C o mpa n y Name and Na me of Conta c t  P u r c h a s e Order Number 
 


