Bﬂdgevaue Bridge Valley Elementary HSA

Purchase Request Approval Form

Thank you for your work on behalf of Bridge Valley Elementary School. Please note the following information:
1. Submit this form to allow 5 days for order processsing PLUS expected shipping time.

. Current vendors supported are: Amazon, Oriental Trading and Dollar Tree. Utilize the Check Request form for other requests

2
3. Approval for purchase should be obtained from the Committee Chair, Lead TC or Grade Level TC based upon budget.
4. Email requests to the HSA Treasurer at hsabve.treasurer@gmail.com.

<

Date Submitted to HSA:

Total Requested Amount: $

Committee/Event/Grade/Teacher:

Approved by Committee Chair / Lead TC / Grade Level TC:
Description and Link to Item(s) Qty Amount
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Total

DELIVERY INFORMATION
Date Needed By:
Name:
Shipping Address:
REQUESTER PRINCIPAL AND HSA APPROVALS
Signature: Approver:
Print Name: Date:
Email: Approver:
Phone: Date:

Requestor Note: By signing this form, you certify that the purchase(s) or expense(s) is/are for the benefit

of the BVE program described and is/are not being paid or reimbursed from any other source.

For Treasurer's Use

Date Ordered:

Ship Date: Amount: $

Payment Method:

Budget Category(s):
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