[image: image1.emf]Orange Glen High School

AssociatedStudent Body

2200 Glenridge Road

Escondido, California 92027

(760) 291-5015
PURCHASE ORDER

DATE________________________

THIS FORM MUST BE COMPLETED AND RETURNED TO THE FINANCIAL SECRETARY. PURCHASES MADE WITHOUT A PURCHASE ORDER NUMBER AND SIGNATURE FROM ASB WILL NOT BE PAID.

NAME OF CLUB:  _________________________________



________ACCT. #_____________

VENDOR NAME            __________________________________________________________________

VENDOR ADDRESS         ________________________________________________________________

VENDOR CITY, ST, ZIP
________________________________________________________________ 

VENDOR PHONE NO. 


FAX NO. WITH AREA CODE   ______________________________________

	STOCK NO.
	DESCRIPTION OF ITEM
	QUANTITY
	UNIT PRICE
	TOTAL

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	SUB-TOTAL
	
	

	
	
	SHIPPING
	
	

	
	
	SALES TAX
	
	

	
	(TOTAL SHOULD INCLUDE ALL ITEMS PLUS TAX)
	TOTAL
	
	


If the purchase order request was not approved, the reason is:

____ ASB funds not allocated for request

____ Funds not available in trust account


____ Request not signed by authorized staff member


____ Other: ___________________________________________________________________________________________

APPROVED BY_____________________________________________            APPROVED BY   ________________________________

                               (STUDENT)

(--BOTH SIGNATURES REQUIRED--(
               (FACULTY ADVISOR)

=========================================================================================================

FOR OFFICE USE:
 P.O. NO. ________________________   DATE________________________

APPROVED BY_________________________________________________________
�








