
Revised 5/1/15 

Teacher _____________________________   GREENLAND SCHOOLS  Function________________ 

Grade/Department ____________________ OPERATING FUND  Location________________ 

Date of Request ________________________   Supplies/Materials/Equipment  Account________________ 

 Purchase Order Request Form 

Vendor/Company Address Item #
Catalog 

Page #
Item / Item Description

Quantity 

Ordered
Unit Price

Extended 

Price

Tax

Shipping

______Approved Grand Total __________________ 

______Disapproved  P.O. # _______________________ 

Date __________________ Fund ________________________ 

______________________________ Date ________________________ 

Principal’s/Authorized Signature  Superintendent’s Signature 
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