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Olympia School District 

Student Support 
Building Budget Purchase Request 

 
1. Complete request and/or attach catalog page/registration form, with item(s) identified.  
2. All requests must have approval prior to purchase.  
3. Send completed form to Stephanie Brownell in the Student Support Department. 
4. Title I/LAP request send completed form to Kathie Axtell in the Student Support Department. 

 
Requested By:_______________________________ Building: _______________________ Date:__________ 
 
Principal signature:__________________________________________________________Fax#___________ 
 
Item Quantity Unit Cost Total Cost 
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
  S/H  
  Sales Tax  
  Total  
 
Account Code(s):________________________________________________Amount:____________________ 
 
Account Code(s):________________________________________________Amount:____________________ 
 
Account Code(s):________________________________________________Amount:____________________ 
 
Director’s Approval:______________________________________________________Date:______________ 
 
Upon approval, Request will be returned to you via fax. 
*On the rare occasion you have an immediate need, please call Stephanie or Cyndie @ 7530 for assistance. 
Thank you.  


