



BUCHANAN HIGH SCHOOL

STUDENT BODY REQUISITION

PURCHASE ORDERS/CHECKS WILL NOT BE ISSUED WITHOUT AUTHORIZED SIGNATURES.  YOU MUST HAVE PURCHASE ORDER NUMBER PRIOR TO ORDERING.  CHECK/PURCHASE ORDER REQUESTS MUST BE TURNED INTO THE FINANCE OFFICE NO LATER THAN 10:00 A.M. ON TUESDAY MORNING IN ORDER TO RECEIVE YOUR REQUESTS BY FRIDAY MORNING AT 10:00 A.M.

School Club/Team:


Acct. Number:












t. Numb
Submitted By: 







Date:



Issue To:








     Purchase Order / Check











(Please Circle One)










Pickup:


P.O.      
Check










Mail:



P.O.
Check













    (Please Check One)






	Quantity
	                  Description
	Unit Cost
	        Total

	
	
	
	

	      
	
	
	

	
	
	
	  

	
	
	    
	

	
	
	
	

	
	                                   
	
	

	
	  
	
	

	
	                       
	
	

	
	
	
	

	
	
	
	

	
	
	      Total
	


Available Balance:








Date Paid:
(See check stub)











Finance Office Initials:







Check # & Amount:
“


APPROVED BY:

1. 


2.


       3.




4.


                                                                                                       Coach and/or Advisor Signature                    Learning Director/Athletic Director
             ASB Officer Signature


Principal Signature
                                                                                             Or Activities Director Signature


   Date



        Date 


                     Date



     Date

