CENTENNIAL HIGH SCHOOL ATHLETIC

BOOSTER ASSOCIATION

PURCHASE REQUISITION


	Date Submitted
	
	Date Required

	     
	
	     

	Payable To:
	     

	Address:
	     

	
	     

	Description of Items to be Purchased (attach scanned images of receipts):

(Any items ordered prior to approval by Club Treasurer, Club President or Booster Treasurer may be subject to cancellation.)

	     

	     

	     

	     

	     

	Estimated Amount:
	
	Club and Account to be Charged:

	$     
	
	     


	Booster Information:

	Date paid:       
	Check No.     
	Amount: $     


	In order to obtain approval & payment, this document must be forwarded and signed off on by the following people in the following order:   NO EXCEPTIONS

	Originator
	Club Treasurer
	Club President
	Booster Treasurer
	Bookkeeper

	     
	     
	     
	     
	     


This form is a fillable Word document.  After completing where appropriate, save the form as filled-in and forward, via e-mail, the filled-in form to the proper parties in the order set forth above.  Also include any supporting paperwork, receipts, etc. with the e-mail by scanning same and attaching to in e-mail. 

For detailed instructions please visit http://centennialknights.com/Requisition_Process.htm 

