
Pre-approval of Purchase 
(Form must be completed before making a purchase requiring reimbursement) 

Approval must occur before purchase is made. Attach completed form and itemized receipts(s) 
for documentation when submitting a reimbursement request to Fiscal Services. 

Date of request:   ______________________   Site:   ___________________________________ 

Name of purchaser:  _____________________________________________________________ 

Vendor/Store:   _________________________________________________________________ 

Items to be purchased: ___________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

Reason or use for purchase: _______________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

Total estimated cost:  ____________________________________________________________ 

Budget Code:   _ _ - _ _ _ _ - _ _ _ _ - _ _ _ _ - _ _ _ _ _ - _ _ _ - _ _ _ - _ _ _ - _ _ _ _  

Single Plan for Student Achievement Reference Page(s):     ______________________________ 

Approved by: 

_________________________________________     __________________________   ______________ 

_________________________________________     __________________________    ______________ 

FISCAL / AP / 09/2022 

Principal / Administrator's Name Signature Date

Budget Administrator's Name Signature Date
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