[bookmark: _GoBack][image: ]Include all shipping and handling charges, if any.
Account code here. Title I dept. will enter if unsure.
SAMPLE

image1.jpg
HAMPTON CITY SCHOOLS

Departmental Purchase Order
(Purchases up to $5000.00)

DEPARTMENT/SCHOOL‘ Title 105 Name Chesapeake Office Supply
LOCATION QOne Franklin Street

Hampton, Virginia 23669-3570 Address 1470 CrosswaysBlvd
ATTENTION John Caggiano Suite B
DEPARTMENT / SGHOOL | Your School Name Here | pate 11/13/2014
LOCATION  Your School Address Here BUDGET No. 60 -2- 670 - 100 -1-

Hampton, Virginia school zip here PURCHASE ORDERNO. 670 -360898
ATTENTION Your Name Here

SPECIAL INSTRUCTIONS

Enter any special instructions here. If the materials or services are for APPROVED
a specific event, reference the name, date, time, purpose and

DATE RECEIVED

estimated number of attendees here. Fax: [757-424-7557
OPTION: SWAM - if chosen DMBE Certification # # OR COMMENTS: 665627
Item Quantity DESCRIPTION OF ARTICLES OR SERVICE | Cost Per AMOUNT
EXAMPLE
1 3 #98765 Case of 8.5x11 copy paper, 10 reams per box| 33.99 101.97
2 4 #43210 Box of 12 blue BIC pens 5.99 23.96

1 [FOB Destination Shipping Charges | 3500 | 1500

Total | $ 140.93

Pursuant to Section 630-10-20 and 630-10-45; Virginia Retail Sales and Use Tax Regulations, the Hampton
City Schools Finance Office certifies that any and all tangible property listed on this purchase order is being
procured with public funds and is for use or consumption by the political subdivision named and is therefore
exempt from the Virginia sales tax. “Tax exempt numbers” are not issued to Virginia's political subdivision
because such are exempt from sales and use tax provided the criteria certified herein is met.
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