Old Saybrook Schools Purchase Requisition/Request for Reimbursement
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· Multiple item purchases from a single vendor are permitted within the same funding source and account number.
Use only one vendor per purchase request.

· Once submitted, a Purchase Order will be created and sent/faxed to vendor upon request, a copy will be sent to you.
· If Print Materials are ordered, the NIMAC sticker must be affixed.
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**ALL requests for Registration (for conferences, workshops, etc.,) MUST include written approval by Principal AND Approval by Director of Student Support Services OR Director of Curriculum and Assessment (as applicable).
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