COMMUNITY ACTIVITIES REQUISITION



OFFICE USE ONLY:

BLOOMSBURG UNIVERSITY
















DUE DATE: ______________
CHARGE ACCOUNT #: ____________ -  _____________






NAME OF ACCOUNT:   _________________________





LINE ITEM:

     ______________________

DATE: ____________________________


Request to Deposit:    _______________










Request to Purchase:   ______________







Request for Payment:  ______________



















          REQUISITION MUST BE IN COMMUNITY ACTIVITY OFFICE BY NOON ON WEDNESDAY

          FOR PAYMENT TO BE PROCESSED FOR FRIDAY.  IF ITEM IS VALUED AT $2,000 OR

         GREATER, BIDS MUST BE ATTACHED.    Please read instructions on back.

vendor/PAYEE NAME -  address - zip code - fax number.          SHIP TO ADDRESS:

Fax:______________________


      (PO’s will be faxed or mailed unless otherwise noted.)

QUANTITY           CATALOG NUMBER /DESCRIPTION                                     


UNIT PRICE          TOTAL COST
_________________________________________________________________________________________________________

__________________________________________



__________________________________________

REQUESTED BY                  PHONE #



APPROVED BY                       PHONE #
________________________________________

COMPTROLLER                DATE
8/08


1.  
All requests for purchases or allocations, of any kind,PRIVATE 
 from Community Activities funds are to be initiated on this form.

2.  
ALL REQUESTS TO PURCHASE REQUIRE A PURCHASE ORDER.
3. 
A direct purchase without a purchase order may be made ONLY in an emergency to prevent a breakdown in necessary institutional services.  When such purchases are necessary, they must be reported on this form (including a justification for the purchase) the next business day, in order that a confirmation order may be placed 

    
immediately.

4.  
A minimum of three (3) bids are required for purchases over $2,000.00.  A purchase order must be issued by the Community Activities in advance of any purchase.

5. 
 All receipts, invoices, etc., should be attached to this form.

6.
All requests for special needs (payment by certain date, mailing checks, holding 
check, etc.) should be noted in the description section.

