HUALAPAI TRIBAL ADMINISTRATION
PURCHASE REQUISITION/DISBURSEMENT

AUTHORIZATION
Name of Vendor or Traveler: Date:
Check One Only:
Purchase Order
Check
Travel Advance
Credit Card
GENERAL FUND Journal Entry
GRANTS & CONTRACTS
QUANTITY ITEM DESCRIPTION UNIT COST
Signature of Traveler
TOTAL
Description of Purchase:
Program Director Accounting

FOR ACCOUNTING USE ONLY

ACCOUNT CODE: DESCRIPTION AMOUNT
Processed By
Disbursement Approved
TOTAL Obligation Number

Disbursement Account




REQUEST FOR PURCHASE OF EQUIPMENT

For use in purchasing equipment over five-hundred dolars ($500.00) total cost per
item and items of sensitive nature, such as computers, telephones, guns,
ammunition and any other item so designated by your grant or the Hualapai Tribal
Council. Complete a separate form for cach different type of equipment even if
ordering from the same source. Multiple items of exactly the same kind of
description may be placed on one form.

1) Solicit and attach three (3) bids. (for items over $5000.00)

2) Submit to Grants and Contracts Officer for authorization as an allowed
expenditure.

3) Submit to Accounting Office for budget approval.

4) Submit to Property Office for review of bids.

5) Return to Accounting Office to issue purchase order.

6) Place order. All orders must be delivered to the property office at the tribal
office.

7) After order is received, inspected, cntered into inventory and tagged, you
may pick it up from the property office.

Initial & Date

Grants and Contracts Authorization: Disapproved Approved
Accounting Office Approval: Disapproved Approved
Property Office Review: Disapproved Approved

Vendor Name and Address:

General Fund Account:

Grants and Contract Account:

Gaming Account:

QUANTITY ITEM (S) DESCRIPTION UNIT COST TOTAL

Description of Purchase:

Program Director Signature:
01/09 av




