Requisition to Purchase (Off Campus Vendors)
	Date Requested:  ___________
	Requestor:  _______________
	Project #:  ________________

	OE ________ OPS (Contract)  _________   OCO _________

	Ship to (Physical Address):  _________________________________________________________


Vendor:      _____________________________
Phone:  ____________________


Contact:     _____________________________
Fax:      ____________________

Address:    _____________________________


       _____________________________      



	Item
	Qty
	Catalog #
	Description
	Unit Price
	Total

	001
	
	
	
	
	

	002
	
	
	
	
	

	003
	
	
	
	
	

	004
	
	
	
	
	

	005
	
	
	
	
	

	006
	
	
	
	
	

	007
	
	
	
	
	

	008
	
	
	
	
	

	009
	
	
	
	
	

	
	
	
	
	Subtotal
	$

	
	
	
	
	Shipping
	

	
	
	
	
	Grand Total
	$


If auto repair, list tag and vehicle number. Please verify shipping and handling charges with vendor. 
New Levels effective 7/26/02 

Dollar levels for purchasing quotes per requisition:

         Dollar level for OCO purchases:

Total purchase order to one vendor costing:


         Book purchases: $250 & less are OE

1. $5,000 or less: no quotation required


         (hard cover) $251 over are OCO

2. $5,000 - $25,000: 2 vendor phone, email or fax quotes. 
         Supply purchases; under $1,000 per item are OE

3. $25,000 - $50,000: 2 vendor written quotes required. 
         Over $1,000 per item & a life expectancy greater

      4.  $50,000 and up – sealed bid process required. 

          than 1 year are OCO
Please attach quote or sole source forms if applicable.

Fiscal Office Use:  Approved by:  ______  

Processor______________  

Date Processed _____________ 

