[image: A logo of a firefighter

Description automatically generated]PURCHASE ORDER REQUEST FORM

[bookmark: Text1][bookmark: Text2]DATE:      						Requested by:      
Location: 
[bookmark: Check1][bookmark: Check2][bookmark: Check3][bookmark: Check4][bookmark: Check5]Station #1 |_| Station #2 |_| Station #3 |_| Station #4 |_| Station #5 |_|

[bookmark: Text3]Vendor:      
[bookmark: Text4]Address:      
[bookmark: Text5][bookmark: Text6]Contact Person:      				Phone No.:      
[bookmark: Text7][bookmark: Text8]Email:      					Fax No.:      

	Description
	Stock #
	Qty.
	Unit Price
	Total Cost

	     
	     
	[bookmark: Text10]     
	$      
	$      

	     
	     
	     
	$      
	$      

	     
	     
	     
	$      
	$      

	     
	     
	     
	$      
	$      

	     
	     
	     
	$      
	$      

	· Chief Officers may approve up to $500.
· Fire Chief Approval is required for purchases over $500.
· Please attach a minimum of 3 quotes.
	Shipping Cost
	$      

	
	Other Charges
	$      

	
	Total Charges
	[bookmark: Text9]$      



Chief Officer Approval: ___________________________Date:_______________
Fire Chief Approval: _____________________________ Date:_______________
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