
CSUBUY P2P Forms 
When picking which form to use, be specific, look for the closest form to meet the need. 

Goods & Services Form 
Use to request goods and/or services that are not available via punchout catalogs 

Goods Other 

Items/commodities that do not fit in other 
categories or that cannot be purchased 
from a punchout catalog. 

Ex. Booth rentals for off-campus events 

Services Other 
General services that do not fit in other 
categories. 

Consulting services (including IT) 

Classroom or Laboratory Supplies For live animals, must have an IACUC # and email 
approval prior to ordering 

Drone  

Equipment Non-IT equipment, non-lab/classroom equipment 
 

Furniture  

Marketing or Branded Items  

Advertising, branded logo items that are business 
expenses (example Wildcat Welcome shirts). 
Tablecloth with Wildcat logo, vehicle logo, 
department shirts,  

Transportation Charters Bus and or van charters (not-rental vehicles) 

Vehicles 
Truck, car, van, electric cart (must have completed 
Motor Vehicle Purchase Approval Form attached to 
requisition) 

 

IT Hardware Request 
Use this form when the item is not available in the punchout catalog.  Before beginning a requisition, please 
have an approved ITPR.  Click here to submit ITPR 

IT Hardware and accessories 
 

Computers, cameras, docking station, 
servers, monitors 
 

 

IT Software Request 
Before beginning a requisition, please have an approved ITPR.  Click here to submit ITPR 

Software  

On-premises software – software will be installed on 
Chico State servers 
Software as a service – software will reside on 
supplier’s servers 
Subscription based software 

Cloud service 
Infrastructure as a service 
Data storage 
Platform as a Service 

Annual maintenance  
Software maintenance agreement annual 
maintenance  

Web applications Website development, web apps 

https://www.google.com/url?client=internal-element-cse&cx=017799532155095894367:t-6ejqsxpqk&q=https://www.csuchico.edu/pres/em/1999/MotorVehiclePurchaseApprov.pdf&sa=U&ved=2ahUKEwjZ34OS2MqJAxXDI0QIHYV2A9cQFnoECAMQAQ&usg=AOvVaw03kSMaA2-cv-oMjhf_-yp-
https://support.csuchico.edu/TDClient/1984/Portal/Requests/ServiceDet?ID=39339
https://support.csuchico.edu/TDClient/1984/Portal/Requests/ServiceDet?ID=39339


Other 
For software that does not meet any of the 
above descriptions 

 

Hospitality Form – Non-Travel 
All hospitality must follow campus Hospitality Procedure 
https://www.csuchico.edu/fin/_assets/documents/purc-hospitality-procedures-final.pdf  Event or hospitality 
may require the selection of multiple items (e.g. Catering for a service recognition event) Select all that apply. 

Award or Service Recognition 
Must be for employees with at least 5 years 
of service 

Farewell Event 
Must be for employees with at least 5 years 
of service 

Venue Rental of space for hospitality function 
Table rental, chairs, canopy for the event 

Catering 

Provision of food and service as part of an event.  
AS Catering, outside catering company if AS cannot 
provide. 
1. Get quote from AS Catering 
2. Sign quote and return to AS Catering to secure 

your order and approve the menu/service 
3. Enter requisition and select catering and attach 

quote in the attachments section of the req 

Morale Function 
Teambuilding – infrequent, reasonable, and 
appropriate to the business purpose 

Entertainment Services D.J., band, etc. 

Participation Incentives 

Use Tango for participation incentives with 10 or 
more recipients – contact your Procurement 
Specialist for assistance.   
Participation incentives must have a business 
purpose, be infrequent, not exceed $50, and not be 
given to employees or student employees. 

Farewell Award 
Must be for employees with at least 5 years 
of service 

Promotional Items 

Items displaying Chico State name/logo/seal, 
mascot, slogans or other marks used for 
commercial or promotional/advertising for student 
or the general public  
Not for department branded items which are a 
valid business expense; for these use the Goods & 
Services form 

Other Use when requested hospitality doesn’t fit in any 
other category 

  

https://www.csuchico.edu/fin/_assets/documents/purc-hospitality-procedures-final.pdf


 

Independent Contractor Request 
Use this form to request services provided by an individual who is self-employed.  The supplier class will have 
an American flag which denotes they are an independent contractor  

 

Guest speaker or lecturer 
On campus or remote services being 
provided by an individual, not a company. 

Individual providing service to the campus Self-employed individual 

 

 

 

Payment for Unauthorized Purchase 
Use this form to process a payment for a good or service that has already been received without a CSUBUY 
Purchase Order.  This is for after-the-fact, confirming orders.  If you have an invoice and the goods or service 
has already been received, use this for to process the payment to the supplier.  
 Note: Goods and services that are not placed on an authorized CSUBUY Purchase Order, or via the Direct Pay 
Request, leave CSU exposed to risk and are not allowed per CSU Policy.  In the future, all goods and services 
should be acquired using an authorized CSUBUY Purchase Order or Direct Pay Request prior to order placement. 

 

Direct Pay Request 
Do not use this form unless your Procurement or Payment Specialist has specifically instructed you to do so.  
Items listed on this form can be procured using one of the other P2P forms. 

 

Facilities and Construction Request 
This form request is used for Facilities Management & Services only to initiate a Facilities or Public Works 
Project or related services.    
Examples include Construction contracts, architect, engineer, or other services related to a public works 
project, etc. 

 

Request to Close PO 
Use this form to request to close an existing PO.  This request will be routed to your Procurement Specialist for 
review and processing. 
 

 


