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ILLINOIS MATHEMATICS AND SCIENCE ACADEMY(
PURCHASE ORDER EXCEPTION
· Purchase order request was not made prior to expending funds.

I understand that Academy policy requires an approved purchase be issued prior to expending Academy funds to:
1. Insure the availability of funds

2. Receive budget manager approval 

3. Verify and process invoices and travel vouchers received from vendors and employees
In the future this procedure will be followed. 

VENDOR/PAYABLE TO: 

	


INVOICE #:

	


The attached invoice/travel voucher should be charged to the following Account (s):
	Budget Account # 
	Amount
	Description

	
	
	

	
	
	

	
	
	

	
	
	

	TOTAL


	


I have verified that budgeted funds are available to cover these expenditures
____________________/_______

__________________/_______

Requestor/Date





Budget Manager/Date
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