CURRICULUM RENEWAL

2010-2011
SCHOOL DISTRICT OF CAMBRIDGE
PURCHASE ORDER/CHECK REQUEST FORM

This form is used to request purchase orders or checks specifically for Board approved curriculum renewal. Please call the business office at 423-4345 if you have any questions.

The following must be complete in order to process a curriculum renewal order:

_____Joint Standing Committee “Committee Approval for Completed Study” (Attach copy to this form)

_____Board Approval of Curriculum Proposal (will be verified by Business Manager or Superintendent)

_____Pre-Purchase meeting held with Superintendent, Principal, Business Manager, and Bookkeeper, and Staff requesting the renewal  (meeting to be arranged by the staff member who requested the curriculum renewal)


Date Meeting Held___________

_____Confirmation of costs (to be made by the individual requesting the curriculum renewal)  (Attach a copy of the curriculum materials proposal from the company)
_____Purchase Order completed in it’s entirety (to be completed by the individual requesting the curriculum renewal with the exception of the Superintendent’s signature and Purchase Order number)

_____Upon delivery of the materials the staff member who requested them agrees that he/she will immediately turn the packing/shipping inventory list to the business office 

This request is for a (check one)        (  purchase order                        (  check

Requested By:  ________________________________   Department/Grade/Program:_____________________ Date:_______                                                        
Company Name:    _______________________________________               TELEPHONE #: 
_____________________        


Address:
_______________________________________                 TOLL FREE #: 
_____________________


City, State, Zip:
_______________________________________ 


FAX #:  
_____________________

	HOW MANY
	CATALOG #
	ITEM  & DESCRIPTION
	UNIT

PRICE
	TOTAL

COST

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	Shipping And Handling (if unknown, use10%)   
	
	

	
	
	GRAND TOTAL
	


ACCOUNT CODE:           ____   ____          E          800          ___  ___  ___           221500          099



                 Fund                                                Object

                                            (Funds:  10 General, 27 Special Ed.)     (Objects:  412 Workbooks, 435 Software, 470 Textbooks)
SUPERINTENDENT’S APPROVAL:________________________________DATE: _________________________

PO#:  (TO BE ASSIGNED BY BUSINESS OFFICE)______________________________________________

(Revised January 2010)
                                                                                     

