	Ashbrook Community Association
P.O Box 1648
Midlothian, Va 23113

	
PURCHASE ORDER

	PO Number ________



	VENDOR:

Name:
Street Address:

City, ST ZIP Code:

Phone #

Fax #
	PRE-APPROVAL CHECKLIST
Is Expense a budgeted Item? _______

Does the vendor have a relationship with approving agent? ____
Is this an amendment of a prior PO? _________




	P.O. DATE
	REQUISITIONER
	REQUISITIONER PHONE NUM.
	SPONSORING COMMITEE

	
	
	
	


	QTY
	
	DESCRIPTION/EXPLANATION
	UNIT PRICE
	TOTAL

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Please send all correspondence to:

ACS West, Inc. 
Charles Smalls

P.O. Box 11361

Richmond VA, 23230

Authorized by                                                   Date
	SUBTOTAL
	

	
	SALES TAX
	

	
	SHIPPING & HANDLING
	

	
	OTHER
	

	
	TOTAL
	


