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	Request for Check or School Purchase Order (white form)


To expend class (senior class, etc.), club, or student body funds, the activity sponsor shall submit in advance a Request For Purchase Order or Check (see attached) to the financial manager for issuance of a purchase order, check or cash.  This request must include the following information:


To whom, where and how payment is requested


Purpose for which the purchase is to be used


Which account is to be charged


Description of the item


Quantity desired


Unit and total price


Signed approval by the administrator and activity sponsor and student body elected officer (if the purchase is from student body funds)





No student body shall be obligated to pay for any expenditure made by a student, club member, sponsor, or any other person who has not received a purchase order in advance from the financial manager.





Request for Check from Imprest Funds (yellow form - $100 maximum)


To receive reimbursement from Imprest Funds, do this before any items have been purchased:


Get administrative approval from Dr. Kim first before expenditure


You will receive a Request for Check form at this time w/initial approval


After purchase complete the Request for Check form


Include Date and Name


Sign ‘Request by’


Attach receipt


Submit to Dr. Kim for ‘Approved by’ signature


Submit to Ms. Lu





Request for Reimbursement from Petty Cash (yellow form - $20 maximum)


To receive reimbursement from Imprest Funds, do this before any items have been purchased:


Get administrative approval from Ms. Lockett first before expenditure


You will receive a Request for Check form at this time w/initial approval


After purchase complete the Request for Check form


Include Date and Name


Sign ‘Request by’


Attach receipt


Submit to Dr. Kim for ‘Approved by’ signature and petty cash reimbursement
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