
St. Mary School Blue & White Auction

P U R C H A S E    O R D E R

All purchases over $300.00 for any single item purchased, must be PRE-authorized via a Purchase Order.  Please see reverse side of this P.O. for complete instructions.

All purchases by an Event Chairperson exceeding $500.00, must have prior 

approval by the St. Mary School Administration.

Description of Item(s): 












Not to Exceed:  $




Committee Name: 






Requester‘s Name:  






Item(s) to be used for: 












Is item reusable?  Y / N    
If YES, who will item be returned to:  







Authorization:






2nd Signature:

$300 - $500:






Over $500:

Auction Chairperson 





St. Mary School Administration
Print Name: 






Print Name:

REV 020112
PURCHASE ORDER PROCEDURES/REQUIREMENTS:

1)
ALL PURCHASES OVER $300.00.  For all purchases over $300.00 for any single item, requires a signed P.O. from the Auction Chairperson PRIOR to making the purchase.  An email message from the Chairperson will constitute a signed P.O. if the email is attached to the P.O.

2)
PURCHASES OVER $500.00 require a second signature from the St. Mary School 
Administration. An email message from the School Administration will constitute a signed 
P.O. if it is attached to the P.O.

3)
All Event Chairs must get prior authorization for any expenditure to exceed $500.

4)
NO GUARANTEE of reimbursement.   If you do not get a P.O., or your expenditure 
goes over the approved P.O. amount, you are not guaranteed a reimbursement of the 
purchase or overage.   Your purchase or overage may be considered a donation to the 
Auction.  PLEASE!!!!  Get a P.O.!

5)
After the purchase.  If the purchase is within the approved amount, attach the P.O., 
authorizing e-mail, and all receipts to a completed Check Request Form and submit to the 
Auction Finance Chair (place in the Auction Finance Folder in Vicki’s office).  There is no 
need to have the Check Request signed if the purchase is below the approved P.O. 
amount.

6)
If the purchase is OVER the approved P.O. amount - Follow step 5 above, AND obtain 
a second signature on the check request from the St. Mary School office Administration 
before submitting for reimbursement.  The Finance Chair will reject your check request if you 
exceed the P.O. amount and do not obtain a second signature.  REMEMBER, there is no 
guarantee of reimbursement if you do not obtain a signed P.O. or exceed the amount of 
the P.O.  
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