
Prepayment Form 

Complete this form when requesting a prepayment.  
This form is necessary to properly document and 
approve a prepayment. You will still need to 
complete a requisition. Turn this form in to 
purchasing or attach to your requisition before 
requesting a prepayment check.    

1. District employee to receive check.

2. Detailed explanation of the Educational Purpose of this expenditure.  If the
funds are used to purchase gift or gas cards or for meals, please describe the
connection to the grant or other funding source (incentives, etc.), and maintain
a separate list of recipients/participants.

3. Requisition #: (Be sure to note in the requisition that the 
Prepayment Form will follow or is attached to the requisition.) 

4. When will these funds be used?

5. Date when the item will be purchased and receipt returned.

6. Person responsible for turning in the receipts to purchasing.

7. Budget authority or administrator signature
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