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Use this form when you want a detailed list of supplies. This is especially useful when you have one staff member doing all shopping 
for program supplies. 
 
Date Requested: ________________________________ All requests must be received on Friday for delivery on Monday. 
Name of Site: ____________________________________ 

 *Email request to sitecoordinator@abcisd.com 
Catalogue Item 

# 
Item Description QTY Price  

per 
item 

Activity Name Instructor How supply will be used: 

        
        
        
        
        
        
        
        
        
        

 
Comments or Clarifications:_________________________________________________________________________________________________________________________ 

_________________________________________________________________________________________________________________________________________________________ 

 
Site Coordinator:_____________________________________ Approved by Project Director:______________________________________ Date:_________________ 
 
Purchased By Name:_______________________________________________ Date Order Completed:__________________________  
 
 
 

This resource is in the public domain. Authorization to reproduce it in whole or part is granted. This resource was funded by the U.S. Department of Education 
in 2017 under contract number ED-ESE-14-D-0008/0005. The views expressed here are not necessarily those of the Department. Learn more about 
professional development planning and 21st CCLC learning at https://y4y.ed.gov. 
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