REQUEST FOR PURCHASE ORDER

Or PURCHASING CARD PURCHASE

(
PCard Order (Total must be under $5000.)  Payment made by MasterCard.  Has order been placed?  _______   (Some things must be paid for via purchase order, please review the Financial Guidelines.)
(  
Before you request a PO under $5000, be sure the supplier will not accept MasterCard.

(
Purchase Order

(  Check needed at time of event.  Contract supplied by supplier must stipulate this.

(  Order $5000 or over.  Attach three written quotations or bid waiver justification.

(  Equipment $5000 or over per item.  Where will this item be kept?        

           



________________________________________

	Supplier:
	Telephone:

	Address:
	

	
	Fax:

	Contact:
	


	Program/Event Information (purposed of purchase), include date, and location if applicable:



	Budget Category* 


*Budget Categories are specific to your group’s funding.  SAC groups:  Check your budget for the appropriate category; SPEC: committee or CRef; GISAC groups:  Review GAPSA guidelines; GAPSA:  committee such as Student Programs, Social, etc.; Others:  ignore.
	Qty
	Cat/Mod #
	Description*
	Item price
	Total

	
	
	
	
	

	
	
	
	
	

	
	
	
	Total:  
	$




*Continue itemization on back if necessary.
	Organization: if not SAC or GISAC, enter funding source and your group.               



	Treasurer’s Approval
	E-mail/phone
	Submitted

	
	
	


Itemization Continued:

	Qty
	Cat/Mod #
	Description
	Item price
	Total

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	         Total:  
	$


	
	
	
	Grand Total:


	$


