
Complete this form when turning in receipts when Pre-pay, Store 
Card and/or Open PO is used (Albertson’s, Ace, US Foods, Costco, 
Walmart).

Describe this District educational/business purpose for the 
expenditure.*

Purchase amount:
   $

Account code(s) to be charged and amounts:

Purchaser                                                                     Date

Please print name

Please sign name

Signature of principal or administrator                Date

*  With limited exceptions, gift card purchases are not
    allowed.  For those limited exceptions, the documentation
    of its use should be turned in to the accounts payable 
    department for filing.

TAPE RECEIPT HERE

(If receipt is longer than page, please fold at bottom of page and 
tape to back as well.)

RECEIPT REMIT FORM
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