PURCHASE ORDER WORKSHEET

Date Requested:
     
Vendor Name:
     
Address:
     

     
Phone:
     
Tax ID No.:
     
NOTE: Address, phone, and tax ID number of vendor is required.

Date Needed:
     
May be date of event, delivery requirement, registration deadline, etc.

Total Amount:
$     
Description of Purchase: (include quantity, units, etc.)

	     


Describe purpose of purchase: recruiting, lecturer, repair, new equipment, annual membership, guest performer, consumable supplies, etc.

  (Note, if this is a membership, then a Membership Approval Form must be completed as well.)
	     


Requested by:
     
Date:     
Account name:
     


FOR OFFICE USE ONLY

Acct number:
     
Obj code:     



$     
Acct number:
     
Obj code:     



$     
Acct number:
     
Obj code:     



$     
Requisition #:
PO #:



Date received:
Invoice to controller:
Notes:

FORM NO.


28








