PURCHASE ORDER
Use this form to identify items to be purchased as well as obtain approval for those purchases.  Submit 30 days prior to the event or activity where supplies will be needed.  If they are routine purchases, please indicate.  All expenditures must be approved by the Committee Chair whose budget will be used to pay for purchases.  Purchases will be done by office staff.

	[bookmark: _Hlk79769179]Requestor
	

	Phone
	
	Email
	

	
	

	Date Items Needed
	
	(if applicable)
	Budget Area
	

	

	What will items be used for? 
	
	Routine use
	
	Specific event or activity (identify below)

	
	
	
	



Source for purchasing items		Amazon	Lowes		Lifeway	Other (provide info below)
Company		____________________________________
Web Link		____________________________________
Phone Number	_____________________

	Item #
	Item Description
	
	
	Qty
	Unit Cost
	Total Cost

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



[bookmark: _Hlk87276865]Date Submitted:  ______________
Purchase Approval by Committee Chair	 _____________________________	Date ___________      


Office Use Only	     □ Complete purchase       □ Provide this form and receipt to financial clerk	□ File
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