HOUSTON COUNTY BOARD OF EDUCATION

REQUEST FOR PURCHASING CARD
I request that the following employee be issued a purchasing card and be trained in the use of the card:

FIRST NAME: ______________________LAST NAME: _______________________

POSITION/TITLE: ___________________PHONE NUMBER: ___________________

LOCATION ADDRESS: __________________________________________________ 
LOCATION CODE: _________________EMAIL ADDRESS: ____________________

MONTHLY DOLLAR LIMIT: ________ PER PURCHASE LIMIT: _______________

Requested by:

PRINCIPAL/DIRECTOR NAME: ___________________________________________

SCHOOL/DEPARTMENT: _________________ PHONE:_______________________

SIGNATURE: ____________________________DATE:_________________________

SEND REQUEST TO PURCHASING DEPT. ATTN: P-CARD ADMINISTRATOR

Each card issue must be approved by the Superintendent or Appropriate Assistant Superintendent.

SUPERINTENDENT/ASSISTANT SUPERINTENDENT AUTHORIZATION
Procurement card issue is      _____ APPROVED 

_____ DENIED  

The dollar limits are approved as above unless indicated below

MONTHLY DOLLAR LIMIT:____________PER PURCHASE LIMIT:_____________
NAME: ______________________________TITLE:____________________________

SIGNATURE: __________________________________DATE:___________________
