
Purchase Order Request

Vendor Information:

Phone

If this is a new vendor, has a signed W-9 been  received?

Name

Address

City State Zip Code

Other Information:

Customer No.

Invoice No.

Quote No.

Date Requestor Date Needed Extension Will Pickup PO? Taxable

Qty Units Description Unit Price Total

Shipping & Handling

Tax

TOTAL

Charge Account # Project Code Amount

Signature Approvals

Requestor Date

Budget Manager (>$1,500) Date

Director/Deans (>$5,000) Date

VP/CFO/Provost (>$10,000) Date

AP/PO OFFICE USE ONLY

Purchase Order Number

Vendor Number

Available $

Purchase $
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