
Proviso Township High Schools District 209 

Pre-Purchase Request Committee 

PURCHASE REQUEST FORM 
 

 

SECTION.7¿.Requestor.Information 
Name of Requestor: __________________________________________ 

Title/Position: __________________________________________ 

School/Department: _____________________________________ 

Date of Request: ________________________________________ 

SECTION.8¿.Purchase.Details 
Item(s) Requested: ________________________________________ 

Quantity: ________________________________________________ 

Description/Purpose:  
(Provide a brief explanation of the intended use of the item(s) and how they support school 
or district goals.) 

Vendor(s) Preferred (if known): _____________________________ 

Unit Price: $________________________ 

Total Estimated Cost: $________________________ 

Priority Level: ☐ High (Urgent) ☐ Medium (Important) ☐ Low (Optional) 

Required By Date: ________________________________________ 

Attachments Provided (e.g., quotes, specs): ☐ Yes ☐ No 

SECTION.9¿.Funding.Information 
Funding Source (check one): 
☐ School Budget 
☐ Department Budget 
☐ Title I 



☐ IDEA 
☐ Grant 
☐ Student Activity 
☐ Other: _____________ 

Account Code (if known): __________________________ 

Principal/Supervisor Approval: ☐ Yes ☐ No 

Is this purchase in the approved budget? ☐ Yes ☐ No ☐ Partially 

SECTION.0¿.Strategic.Alignment.and.Justification 
Please answer the following questions: 

1. How does this purchase align with District 209 strategic goals or your school 
improvement plan? 

2. Who will use the items and how will they benefit students or staff? 

3. Have you explored alternative solutions or existing resources? 

4. Does this purchase promote equitable access or support underserved student groups? 

5. Is the purchase environmentally sustainable or cost-effective over time? 

6. Does the item require ongoing maintenance or support? If yes, explain who will be 
responsible. 

7. What is your implementation plan once the item is received? 
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SECTION.❶¿.Committee.Review.(For.Committee.Use.Only) 
Date Reviewed: ________________________ 

Committee Decision: ☐ Approved ☐ Conditionally Approved ☐ Denied 

Notes/Conditions: __________________________________________________ 

Signature of Committee Chair: _________________________ 

Date: ________________________ 
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