
BEMIDJI STATE UNIVERSITY/NORTHWEST TECHNICAL COLLEGE
INTERNAL REQUEST TO PREPARE A PURCHASE ORDER

(Use within departments to provide necessary information to person preparing purchase order.)

Name of Requestor
_________________________________________
 

Department

_________________________________________

Account # to be used
____________________ 


Total Amount of PO
____________________ 



Date of this request ___________

Are funds available and approved for this purchase?
Yes_____      No______

Check one of the categories below and provide appropriate information:

_____
This is a contract purchase.  (Please attach a contract quote that includes vendor name, address, and contract pricing.)


State Contract # ________________                Other Contract Name & # ______________________________________
_____
This is a “sole source” purchase.   Sole Source Purchase Request and firm written quote are attached.
_____
This is a catalog price purchase that does not exceed $3,000 with shipping.   (Catalog prices are acceptable up to $3,000, including shipping; remember by calling for a firm quote you may get better educational pricing than a catalog price.)


Catalog Vendor Name, Address & Phone #: _____________________________________________________________

_____
This purchase does not exceed $3,000 including shipping.  (A minimum of one firm quote is required.)


Vendor Name & Address: ____________________________________________________________________________

Name of Quoter:  ______________________    Phone # ________________    Date of Quote: ____________


Form of Quote:
Telephone_____

Fax_____    
E-Mail_____ 
Written_____

_____
This purchase is between $3,000 and $50,000.  (A minimum of 2 firm written quotes must be provided to the Purchasing Office or you may request a sealed bid process--check your choice below.  Quotes provided must contain the vendor name, address, and pricing.)


_____ A minimum of 2 firm written quotes have been obtained and will be provided to attach to PO.


_____ I request a sealed bid process through Purchasing.  Suggested vendors are:


__________________________
_________________________
_________________________


__________________________
_________________________
_________________________


__________________________
_________________________
_________________________

_____
This purchase is in excess of $50,000 and requires an advertised sealed bid process.  The cost of the advertising can be paid from Account # ______________________


Vendors the bid should be sent to (in addition to those who request it as a result of the advertising):


__________________________
_________________________
_________________________


__________________________
_________________________
_________________________


__________________________
_________________________
_________________________

Please give a complete detailed description of product(s) to be ordered:

	Item Description
	Quantity
	Unit Price
	Totals

	
	
	
	


Additional Comments or Information: 

Last updated 6/10/10


