
REQUEST FOR PURCHASE/REIMBURSEMENT  

 
 

REQUEST FOR REIMBURSEMENT  

 Reimburse Paid By (initial):  _________       Date:  ___________________   

Vendor Name & Address 

 ___________________________________________________  Vendor #:  _____________________________  

 ___________________________________________________  Account #:  ____________________________  

 ___________________________________________________  Department:  ___________________________  
 

 
TRANSACTION TYPE 

 
 

Reimburse/Pay (items already purchased) Order & Pay 

Attach completed Special Programming Form for performers/presenters.     Attach specifics on which items to purchase.  Include printouts of images 
Attach any applicable receipts or paid invoices SIGNED by both the & websites for items.  
employee & supervisor. 
         

Program 
Number 

Description 1 Description 2 Qty. Unit 
Price 

Encumbrance 

Date Item & Supplier Expense Program 
Library 
Only 

Program 
Outreach 
Only 

Age Shared 

           

           

           

           

           

           

           

           

  
 

Total 
 

 

 AUTHORIZED SIGNATURE  DATE 

REQUEST FOR PURCHASE 
 

Purchase Order No. ___________________________________  

BUSINESS OFFICE USE ONLY 

PLAWEBMGRWS
Highlight
Expense Category:

FDS - Foods or Refreshments/Snacks
INC - Incentives/Promotional
PER - Performer
SUP - Supplies

PLAWEBMGRWS
Highlight
Program Category:

FAM - Family Place
GEN - General
GRO - Group Visit
REA - Reading Program
SCH - School Visit
STO - Story Time
OTH - Other

PLAWEBMGRWS
Highlight
Program Category - Outreach:

ADP - Adult / Senior Programming                                            
AFT - After School @ Your Library                                           
BLA - Black History Month                                                   
CAR - Cartooning & Songwriting Workshop                                     
AUT - Childrens Author Visit                                                
MUS - Children's Music Festival                                             
CHP - Childrens Programming                                                 
COM - Come Read with Me                                                     
ART - Coverage for the Arts                                                 
HEA - Head Start Programming                                                
HIS - Hispanic Heritage Month                                               
HUM - Humanities Programming                                                
NEI - Neighborhood Arts                                                     
NOO - Noon Tunes - Original Funding                                         
PAR - Partnerships LINKS Kids Dance, Philharmonic, etc.                     
RED - Reduxion / Shakespeare in the Park                                    
SEP - Septemberfest Storytellers                                            
SIG - Sign Language Interpretation                                          
SPR - Spring Break Programming                                              
SUM - Summer at the Library                                                 
WIN - Winter Readfest                                                       
YAP - YA Programming  
CON - Contingency

PLAWEBMGRWS
Highlight
Age Category:

PK - Early Childhood, under 5
EL - Elementary, K-5th
PT - PreTeen, ages 9-12
CL - Children, under 12
TN - Teen, ages 12-16
YA - Young Adult, ages 17-21
AD - Adult, over 16
SR - Senior, over 55
EO - Customers of all ages

PLAWEBMGRWS
Highlight
Program Shared With:

AL - Almonte Library
BE - Bethany Library
BI - Belle Isle Library
CH - Capitol Hill Library
CT - Choctaw Library
DC - Del City Library
DN - Downtown Library
ED - Edmond Library
HR - Harrah Library
JN - Jones Library
LU - Luther Library
MC - Midwest City Library
NP - Nicoma Park Library
NW - Northwest Library
RE - Ralph Ellison Library
SO - Southern Oaks Library
VI - Village Library
WA - Warr Acres Library
WR - Wright Library
DVS - Development
OUT - Outreach
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