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This form is a written communication from the organization (activity) to the school principal requesting the 
principal's approval to order goods and services. The purchase requisition/purchase order form is strictly a 
purchase requisition until the principal or designated authority authorizes the purchase. At that point the 
form becomes a purchase order. Forms and additional information can be obtained from the principal at 
each school. 
 
Inquiries should be directed to the school system's Finance Department at 594-1676. 

 
 

 


