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REQUISITI PROCEDURES

1, Conipl_ete Requisition Form
2. Teacher - signature

3. Prinicipal - signature

4, ‘Superintendent - signature
5

. Assigment of Encumbrance /
Purchase Order Number

6. Purchase Supplies

Number 1-5 MUST be completed
before ANY purchase can be made.
(No Exceptions)

Activity Fund: / E ;A Number ﬁﬁ /

Purchase Order/

FY_ | Fund | Project | Function § Object | Program | Subject | Job Class | Site | Encumbrance Number
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" [ Unit Price Total |

349.00 738,00

77.00| 19 .00
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ﬁ I will submit my own order after Requisition
- Procedures 1-5 are compieted.

11 request my order be submiited by the
Central Office, .
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