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DJ EF Re q u i s i t i o n s  DJ EF 

 Th e  p u r c h a s i n g  a g e n t  s h a l l  d e v e l o p  a  r e q u i s i t i o n  f o r m t o  b e  u s e d  b y  s t a f f  

member s  r eques t i ng  t ha t  c e r t a i n  goods  be  pu r chas ed  f o r  t he  d i s t r i c t .  

 A l l  r e q u i s i t i o n s  s h a l l  b e  s u b mi t t e d  t o  t h e  p u r c h a s i n g  a g e n t  b y  t h e  

d e s i gna t ed  dead l i ne .   Af t e r  a  pu r chas e  o r de r  ha s  been  i s s ued ,  t he  number  o f  t he  

p u r ch as e  o r de r  s ha l l  be  r e co r ded  on  t he  r equ i s i t i on ,  and  t he  number  o f  t he  

r equ i s i t i on  s ha l l  be  r eco r ded  on  t he  pu r chas e  o r de r .   A f t e r  p r oce s s i ng ,  t he  o r i g i na l  

co p y  o f  t he  r equ i s i t i on  s ha l l  be  f i l ed  i n  t he  o f f i c e  o f  t he  pu r chas i ng  agen t  i n  

n umer i ca l  s equence .  

 Th e  s c h o o l  o r  d i s t r i c t  e n t i t y  s h a l l  n o t  b e  u s e d  t o  o r d e r  o r  p u r c h a s e  s u p p l i e s ,  

g oods ,  o r  wa r e s  f o r  t he  pe r s ona l  u s e  o f  emp l oyees .   Us e  o f  t he  “ s choo l  en t i t y”  i n  

t h i s  manne r  wou l d  i nc l ude ,  bu t  may  no t  be  l i m i t ed  t o ,  t he  u s e  o f  t he  s choo l  o r  

d i s t r i c t ’ s  name ,  l e t t e r head ,  pu r chas e  o r de r ,  f und ,  c r ed i t  c a r d ,  and / o r  check .  
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