Student/Campus/Faculty Activity Account
Request for a Purchase Order / Check


Date: ________________________
Requested by: ________________________________________________________________
Sub. Account to be debited: _____________________________________________________
(band, benevolent, library, basketball, football, FFA, etc.)
Amount: ________________
Payable to: __________________________________________________________________
Address: ____________________________________________________________________
Justification/Purpose: __________________________________________________________

Supporting documentation along with this form should be sent with the Activity Purchase Order.

**If a Reimbursement Request, before payment can be submitted a signed receipt must be attached**


For Activity / GOF Transfers and Petty Cash, please sign below:
Approval: _________________________________		Date: _______________
Updated: June 2024

