
 

 

Suggested Supplier  ___________________________________  Date __________________ 

For Sending the Purchase Order:  

Physical Address _______________________________________________________________ 

Fax # or Email ________________________________________________________________ 

Budget Code_______________________ 
 

Deliver Materials To: _____________________________________________________________ 

Quantity Unit Description 
Unit 

Price 
Total 

     

     

     

     

     

     

     

Total:  

 

________________________________________________________________   
Originator       Date 

 

________________________________________________________________   
Administrator Approval      Date 

 

________________________________________________________________   
Approved by Superintendent (if over $5000)   Date 

 

White – Business  Yellow  – Originator  


