
Scholastic Book Fair Instructions 
 
Before the fair, the school needs to open a Purchase Order for the fair, with 
Principal Fund coding. 
 
After the fair, the librarian completes a Book Fair Invoice, showing the total 

amount of the fair, less any check or credit card payments, with the total amount due to 
Scholastic.  This form is what used for payment of the fair.   Send the form to Cindy O’Connell, 
(coconnell9175@columbus.k12.oh.us) Treasurer’s Office (CEC) timely. 
 
Please note we are tax exempt, and there should not be any sales tax collected. 
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