
 

Enter 
proposed 
vendor, 
address, 
city/state/
zip, and 
phone 
number. 

Enter quantity, 
item and 
description 
and unit price. 
Total is 
calculated. 

If competitive bids are required, 
complete Vendor information and attach 
applicable form(s). 

Check 
applicable 
box(es) 
and attach 
required 
forms 
 

Enter project(s), 
object(s) and 
amount(s) to be 
charged to each. 

Check 
applicable 
boxes (Mail,  
Fax, Pickup or 
Call) and enter 
related 
information. 
 
Enter date of 
request. 

Enter 
delivery 
location 
information. 

Items to check before submission 

• Did you provide complete vendor information (name, address, phone)? 
• Did you check applicable boxes and attach required forms? 
• Did you enter the project(s)/object(s) numbers? 
• Did you include shipping and handling if applicable? 
• Did you attach competitive bids for purchases over $5,000? 
• Did you enter the delivery location information? 
• Did you obtain all approval signatures on PO Request and required forms? 

 


