
Quantity 

Unit ( EA, 

LB, FT, 

etc)

Estimated 

Total Cost

FOR OFFICE USE ONLY:

       Check Issued for Exact Amount

       Store Account (BPO)

       Credit Card (use section below to issue & retrieve credit card and document receipt)

       Online Order w/credit card

Credit Card Returned 

to Office: 

       Purchase Order

The below is used to document who purchased and received the goods regardless of purchase method:

Items Purchased/ 

Received by:    

Check #:___________________ Date: _______________________

Acct #: ____________________

The below is used for credit card purchases made by an authorized person at a local store:

Please see reverse side for further instructions.

Date: _______________________

PO #: _____________________

Confirmation #: ______________ Date: _______________________

Date: _______________________

 Purchase Request

Date of Request: ______________________

Credit Card Received 

(by purchaser):

Purchase Method:

Stock # (if known) Item Description

Materials Needed for: __________________________________________________________________________

____________________________________________________________________________________________

Date: 

Requested by: ___________________________________________

Suggested Vendor: _____________________________ Date Needed: ___________________________________

Purchase Action Approved by: ______________________________________ Date: _______________________

Receipt Verified Against Order:

Date:              
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Instructions for the use of this form: All items needed for the work effort must (to the maximum extent possible) be 

listed on this form. Use additional copies of the form as needed. Requests must be submitted in advance to obtain 

approval for the purchase.  Plan accordingly to allow processing time.  If the purchase is to be made in person at a 

local vendor, a copy of this form shall be given to the purchaser as a shopping list. Limited deviations from the list 

are acceptable - major ones are not. Once the purchase is completed a receipt/invoice  for each purchase action 

must be returned along with the copy of this form.  The purchaser/receiver must sign the form to indicate the action 

is complete and certify all items have been received.  The receipt/invoice is then attached to this form (and the 

copy) and given to the administrator for final verification. The receipt will be compared to the list of requested items 

and a physical spot check may be conducted of the items purchased. After that action, the package is filed in the 

appropriate vendor file awaiting the bill.  If payment is required immediately, the package is placed in the bills 

awaiting payment file for the next check run. 
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