EDGEWOOD ISD REQUEST FOR PURCHASE
Request for Purchase must be filled out and approved PRIOR to placing order!
First:  Completely fill out Request for Purchase form
Second: Obtain Principal/Supervisor signature BEFORE placing in Purchasing System.
[bookmark: _GoBack]
Date: __________________________________
Teacher’s Name: ___________________________________ _ Grade Level/Dept: ___________________
Reason for purchase: ___________________________________________________________________
Description of requested purchase: 
Items:	(attach additional page if necessary) 						Cost:
________________________________________________________			_____________
________________________________________________________			_____________
________________________________________________________			_____________
________________________________________________________			_____________
________________________________________________________			_____________
________________________________________________________			_____________
________________________________________________________			_____________
________________________________________________________			_____________

TOTAL COST OF ITEMS TO PURCHASE: 							_____________
Vendor Name: _________________________________________________________________________
Is this an approved vendor?             Yes		No


_____________________________________________			__________________
Principal/Supervisor Signature						Date
