[image: image1.wmf]Sawmills Elementary School

4436 Sawmills School Road

Granite Falls, NC  28630

Purchase Order – Requisition Form (revised 8/16)
Name_______________________________    Date____________________________
Vendor  _______________________________________________________________

Address _______________________________________________________________

Phone Number _________________________________________________________

Quantity
Item Description


Item #

Unit Price

Total Price










Sub-total
________










          Shipping
________










      Tax (6.75%)       ________










        Total Cost
________

______  Checked with staff (via email) to inquire if we currently have this on hand

______  Checked with Media Specialist to inquire if we currently have this on hand

A Purchase Order / Requisition must be approved prior to processing an order.

Please attach catalog or info from website, if applicable.
Principal ____________________________________________________________





(signature / date)
