
	
  
	
  

Request	
  for	
  Purchase	
  Order	
  
	
  

	
  
Director	
  Requesting	
  Purchase	
  Order:	
  ____________________________________________________	
  
	
  
Vendor:	
  ______________________________________________________________________________________	
  
	
  
Amount:	
  ___________________________________	
  	
  Date	
  Needed:	
  _________________________________	
  
	
  
Funding	
  Source	
  (Account	
  or	
  Index):	
  ______________________________________________________	
  
	
  
Description	
  and	
  Justification	
  of	
  Purchase:	
  	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
Was	
  a	
  bid	
  completed	
  for	
  this	
  purchase	
  (required	
  if	
  over	
  $2,000)	
  ❑ Yes	
  	
  	
  	
  	
  	
  	
  ❑ No	
  
If	
  yes,	
  was	
  bid	
  completed	
  by	
  Purchasing	
  (required	
  if	
  over	
  $5,000)	
  ❑ Yes	
  	
  	
  	
  	
  	
  	
  ❑ No	
  
	
  
Vendors	
  Participating	
  in	
  Bid	
  (minimum	
  of	
  3	
  required,	
  please	
  attach	
  information	
  	
  
	
  
received	
  from	
  each	
  vendor):	
  ________________________________________________________________	
  
	
  
_________________________________________________________________________________________________	
  
	
  
	
  
Project	
  Name	
  and	
  Number	
  (if	
  applicable):	
  ________________________________________________ 
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