Purchase Requisition Instructions

PURCHASE REQUISITION

Hamilton College

Number

198 College Hill Road

Clinton, NY 13323

Date Enter today's date

VENDOR NAME

Enter vendor name here

VENDOR ADDRESS

BUDGET LINE NO. MODEL NO. _|DESCRIPTION QUANTITY | UNIT |PRICE EACH _ |TOTAL PRICE
0 0.00 0.00

[Enter Budget GL # Enter || [Enter a brief description for the Enter the quantity to 888 888
{to charge (can be item # for H—{product or service be purchased (ex.1 | 0.00
(multiple) product if 7] each or 1 year) as 0.00 0.00
applicable well as the price 0.00 0.00

0 0.00 0.00

found on 0 0.00 0.00

quote) 0 0.00 0.00

0 0.00 0.00

0 0.00 0.00

TOTAL 0.00

Please submit the PO to the vendor and place the order

Please return the PO to the requestor for order placement

ORDERED BY

Enter the requestor's name

Please send this completed requisition to
purchase@hamilton.edu
along with any quotes and corresponding
documentation.

DEPARTMENT HEAD

Enter the requestor's department

PURCHASING APPROVAL

head's name

AVP

- For requisitions over $10,000, the req must be sent to Procurement with a copy to the division VP

- For requisitions under $10,000, the req must be sent to Procurement with a copy to the department director, program chair, or



jmayer
Highlight

jmayer
Highlight

jmayer
Highlight

jmayer
Highlight

jmayer
Text Box
Enter today's date
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Enter vendor name here
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Enter Budget GL # to charge (can be multiple)
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Enter item # for product if applicable (can be found on quote)
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Enter a brief description for the product or service
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Enter the quantity to be purchased (ex.1 each or 1 year) as well as the price
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Enter the requestor's name
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Enter the requestor's department head's name
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- For requisitions under $10,000, the req must be sent to Procurement with a copy to the department director, program chair, or AVP
- For requisitions over $10,000, the req must be sent to Procurement with a copy to the division VP




