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PURCHASE ORDER REQUEST INSTRUCTIONS
A Quick Guide for Employees

Purpose
This guide is intended to facilitate successful submission of complete purchase order requests to Chico State
Enterprises (CSE). Specialized purchasing situations are identified below and have separate guidance documents.

When is a Purchase Order Required?
e Before ordering goods or services based on a vendor quote, proposal, or order form.
e For all services, regardless of dollar amount.
e For purchases requiring an Information Technology Procurement Review (ITPR).
e For chemical purchases.
e For purchases totaling $10,000 or more from a single vendor within a rolling 12-month period (procurement
review required).
e When a vendor requires a purchase order for ordering or invoicing.
e When prepayment is required.

Important: Do not order goods or allow services to begin until an approved purchase order has been issued.

Special Purchasing Situations
Some purchases follow a modified process or require additional documentation. If your purchase falls into one of
the following categories, please contact csepo@csuchico.edu before submitting your request.

e Purchase Order (PO) Number Only (Including Independent Contractor Agreements (ICAs) but not limited to)
e Reimbursed Time Purchase Order (RTPO)

e Foreign vendors or payees

e Independent Contractor Agreements (ICAs)

e Procurements over $10,000

e Insurance required

Before Completing the PO Request

1. Confirm Vendor Setup
e Verify the vendor has a current Payee Data Record (PDR) on file.
e Check the Vendor (Non-Student) PDR Listing before requesting a new PDR.

e |f needed, provide the vendor with the secure link to form and Vendor PDR Drop Box.

e Do not email PDRs—they contain confidential information-level one data.
e Foreign national vendors—STOP. Contact csepo@csuchico.edu.

2. Complete Required Reviews

e Procurement Review


mailto:csepo@csuchico.edu
https://csuchico.app.box.com/file/1022502297646?s=9fihn8q88jsusnlxdthnj53mq9w8rysu
https://csuchico.app.box.com/f/6745f3fa23784cdda41627f14fc1f53a
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o You may submit your PO Request while the procurement review is underway; note its pending status
in your email.
e |nformation Technology Procurement Review (ITPR)

e University Communications Review

o Required for purchases involving branding, logos, or style review. Allow 7-10 business days for review.
e Property Inventory Form (PIF)
o Required when a single item exceeds $1,499.99 (including taxes and fees); an individual furniture item

exceeds $4,999.99; for equipment that requires campus support, connects to the network, or stores
institutional data.
e Chemical Purchases
o May not be purchased with CSE P-card
e Radioactive Materials
o Authorization to Purchase or Accept Radioactive Materials or Radiation Producing Materials.

3. Obtain a Vendor Quote
Addressed to CSE or The University Foundation (UF), as appropriate. Quotes addressed to California State
University, Chico cannot be accepted. Quote should be valid for at least 30 days, if possible, and must reflect Net
30 payment terms or written vendor confirmation.

Quote should include the correct billing and shipping addresses:

Billing Address Shipping Address
CSE or UF CSE or UF

25 Main Street, Suite 203 388 Orange Street
Chico, CA 95928 Chico, CA 95928

Completing the Purchase Order Request Form
1. Input the Following

General Information
e Request date
e Vendor information
e Funding information-Project, Object codes

Hospitality-required details when using object codes starting with 828XXX
e Date, time and location
e Business purpose and benefit
e Attendees (list names if fewer than 10)

Purchase Details
e |tem descriptions
e Quantity
e Pricing
e Shipping & Handling if applicable
e Sales tax, if applicable


https://support.csuchico.edu/TDClient/1984/Portal/KB/Article/97627/IT-Procurement-Review-ITPR
https://support.csuchico.edu/TDClient/1984/Portal/Requests/Service/25478/Creative-Services
https://www.csuchico.edu/cse/_assets/documents/bas/property-inventory-form.pdf
https://www.csuchico.edu/ehs/_assets/documents/authorization-to-purchase-accept-radioactive-materials-producing-devices.pdf
https://www.csuchico.edu/ehs/_assets/documents/authorization-to-purchase-accept-radioactive-materials-producing-devices.pdf
https://www.csuchico.edu/cse/_assets/documents/onesolution/fe-coding.pdf

Speaking Engagements
e Date, time, location and any special requirements to appear on the PO

2. Attach Supporting Documentation
e Vendor quote
e Procurement documentation (if required)
e |TPR approval (if required)
e University Communications approval (if required)
e Property Inventory Form (if required)
e Insurance documentation (if required)

If insurance is required, procurement will review the documentation before issuing the purchase order. Refer
to the Insurance Requirements Guide for complete requirements.

3. Obtain Required Departmental Approvals
e Obtain all required departmental approvals.
e University Foundation annual fund projects beginning with 2006XXXX or 2016XXXX require two
authorized signatures.

4. Submit the PO Request
e Combine the completed PO Request and supporting documents into one PDF.

Email the PDF to csepo@csuchico.edu.

Include the vendor name in the email subject line whenever possible.

Incomplete requests may be returned for correction.

What Happens Next?
Procurement will review your request, contact you if additional information is needed, and issue either a signed

Purchase Order or, when appropriate, a PO Number. Specialized transactions, such as RTPOs or PO Number Only
requests, follow separate procedures.

PO Request Checklist
[] Vendor setup completed [C]Required signatures obtained
[] PO Request completed [C]10One PDF created
[] Vendor quote attached [C]Submitted to csepo@csuchico.edu

[C] Required approvals attached

Last updated: 10/2/26
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