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COMBINATION REQUISITION - PURCHASE ORDER AND MATERIAL RECEIPT

REQUISITION

To The Superintendent: Please purchase the items listed below for

DATE , 20

School or Department

Signed Title
PURCHASE ORDER NO. DATE: ,20
VENDOR: SHIP TO:
ADDRESS:

INVOICE TO: DeKalb County Board of Education
SOURCE OF FUNDS: P. O. Box 1668
Rainsville, Alabama 35986-1668
BID NO. Phone: (256) 638-6921 « Fax: (256) 638-6972
QUANTITY ITEM AND DESCRIPTION UNIT PRICE EXTENSION
TOTAL
Authorized By: Superintendent of Education
(NOTE: The above Purchase Order is not valid unless signed by the Supt. of Education)
—NO BACK ORDERS - Orders Must Ship Complete - (256) 638-6921

MATERIAL RECEIPT * Vendor No.
To the Superintendent:
| hereby certify that the above items as checked have been received in Approp. Acct.
good condition.
Exceptions:
(NOTE: If shipment received in bad order, or if any part of shipment was lost Employee No.
by carrier, so note on Freight Bill before signing carriers delivery receipt and
attach copy of Freight Bill with notations.) Date Encumbered
Signed Date Posted to A/P
Title Date Paid
Date , 20 Check No.
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QUANTITY ITEM AND DESCRIPTION UNIT PRICE TOTAL







Date of request





Who is this PO for?





Authorized School Signature





PO# given by Central office





PO# date given by Central office








Very Important





Physical Address for delivery





Detailed descriptions of purchases must be listed here along with the price.





THIS CANNOT SAY 


“SEE ATTACHED LIST”  





All details must be listed on the PO.


Add Page 2 if necessary.





TOTAL of all PO pages here





NOT VALID WITHOUT SUPERINTENDENT SIGNATURE





PO cannot be paid until this section of the purchase order (or pink copy) is signed and returned to the Central Office





Central Office 


Use Only





INSTRUCTIONS FOR FILLING OUT A PURCHASE ORDER





PURCHASE ORDERS WILL BE RETURNED IF ALL OF THE INFORMATION NOTED IN RED IS NOT FILLED IN COMPLETE.











Page 2


….or Page 3


…etc.





Vendor Name & Address








