INSERT PURCHASE ORDER REQUEST
PURCHASE ORDER #: ______________
SCHOOL NAME
Address HERE

LOGO


Employee: ________________________________

Vendor: __________________________________

Date of Request: ___________________________
	QTY
	DESCRIPTION
	UNIT PRICE
	LINE TOTAL

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	Employee:                                                                                   Date:           

	Finance:                                                                                       Date:

	Supervisor:                                                                                  Date:




Source of Funds: ___________________________________
	SUBTOTAL
	

	
	TAX
	

	
	SHIPPING (IF APPLICABLE)
	

	
	TOTAL
	

	


Type of Procurement Completed:
☐ 1 Quote
☐ 3 Quotes
☐ Request for Proposal
☐ State Contract





