Rhode Island College

Operating

operations for the remai

Approved:

Division Head

Capital I:l Personal Services |:|
Budget Title _-

Itis requested that the following be supplied and charged to this
Account. The remaining balance in this account will be sufficient for

nder of the fiscal year. -
_ ..._¢~/'7 o)

Code No.

Dept. Head

requismon 40717

PRESIDENT

EXP. CODE

DEPARTMENT

BUSINESS OFFICE USE

PURCHASE ORDER NO.

STATE REQUISITION NO.

Deliver to: [PFitAYDe your name or name of a recipient_] oATE PR
plqg, LLNe building (o be delivered o],  [And room]
GIVE COMPLETE INFORMATION
QUANTITY ITEM - (Complete Description) ESTIMATED ESTIMATED AVAILABLE AT DATE
Sets, Model No., Name, Color, Size. UNIT COST TOTAL COST (Name and address) NEEDED
5 Example item $20.00 $100.00 Example Book Outfitters ASAP
Off-white, size large . 170 Somewhere St.
Model # 00-123456WH Place, RI 02900
FAX #: (401) 555-2932
20 Example textbook $30.00 $600.00 MPA # 3943-34354-45
"A Statistical Study on the Need for Statistics" FEIN # 05-0230232
ISBN # 1-23456-789-0
W-9 attached
INSTRUCTIONS:
1. TYPE ALL REQUISITIONS.
2. DOUBLE SPACE BETWEEN ITEMS.
3. USE SEPARATE REQUISITIONS
(a) FOR DIFFERENT TYPES OF COM-
MODITIES.
(b) IF ITEMS ARE TO BE PURCHASED
FROM DIFFERENT VENDORS.
4. IF ITEMS WILL NOT FIT ON THIS
SHEET, PLEASE TYPE A BID CONTINU-
ATION SHEET AND ATTACH TO
REQUISITION.
5. BE SURE ITEMS ARE BUDGETED.
$700.00

6. GIVE COMPLETE INFORMATION.

Availability of Funds: Be certain that all items requisitioned have been budgeted.

Purchasing Procedure: The Purchasing Office has sole authority for all purchasing and will not accept responsibility for any

purchases made without its prior approval.

When completed, this requisition should be forwarded to the college Purchasing Office for processing.
Yellow - File (Hold)

1When you have finished filling out the requisition, send to the Office of Research and Grants Administration. We '

White - Purchasing

Iwill review it for allowability and forward it to Purchasing.

Blue - Department
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Text Box
Enter your grant/research name
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Text Box
Comments appear in these colored boxes. Mouse over a speech bubble to learn more about a particular field.
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Print/type and sign your name
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And grant number
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Text Box
X
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Text Box
Print/type your name or name of a recipient

kmiddleton
Note
The term "Budget Title" refers to the budget category you will be charging your expense to. Items should be charged to a logical budget category and one that exists in your grant agreement and spreadsheet. For example, our sample purchase of classroom supplies should be charged to Educational Supplies, both under our Budget Title and to the Educational Supplies sheet in our grant spreadsheet. 
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Text Box
The building to be delivered to
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And room
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Enter the current date
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When you have finished filling out the requisition, send to the Office of Research and Grants Administration. We will review it for allowability and forward it to Purchasing.
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Example item
Off-white, size large
Model # 00-123456WH
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$20.00
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$100.00
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Example textbook
"A Statistical Study on the Need for Statistics"
ISBN # 1-23456-789-0
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$30.00
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$600.00
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$700.00
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Text Box
Example Book Outfitters
170 Somewhere St.
Place, RI 02900

FAX #: (401) 555-2932

MPA # 3943-34354-45
FEIN # 05-0230232

W-9 attached
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ASAP
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Note
Some requisition tips:
1) Do not put vastly different items (items of different budget categories) or items from multiple vendors on one requisition.
2) Do not go over the three-bid purchasing limit without attaching three faxed or written quotes! Your requisition will be returned unless you ensure that you are purchasing an exempted item, such as textbooks, purchase from an MPA vendor, or attach a sole-source letter if applicable.
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EXAMPLE FORM




