REQUISITION FOR EQUIPMENT, SUPPLIES, APPARATUS & SERVICE
TYPE OR PRINT IN INK

Forms available in college Administrative Services office

Suggested Vendor:  One vendor per requisition.  Please do not abbreviate vendor name.

If vendor is new you must include address and phone number.

*FOR REIMBURSEMENTS:  Enter payee name and W# and address
Staff Member:  Person to receive delivery/placing order
Date Written:  Date the request is being submitted. 
Date Required:  PLEASE do not use ASAP, an actual date is necessary.

BE REASONABLE; CONSIDER PROCESSING FOR COLLEGE, DISTRICT, VENDOR AND WAREHOUSE.  ALLOW MINIMUM OF 4 WEEKS.

Division/Department:  Division and department placing the order.

Room Number:  Indicate location of installation, required for all capital purchases.  

PRODUCTS COSTING $1000+ WITH A USEFUL LIFE OVER 1 YEAR ARE NORMALLY CONSIDERED CAPITAL OUTLAY.  

Return Requisition To:  Person to receive copy of requisition after requisition number is assigned. (Ex: anyone who would need a copy for tracking/referencing purposes.)
Description:  Product-type-size-color-stock number. (Please, no UPC or page numbers).
· IF PRODUCT HAS BEEN RECEIVED & INVOICED:   Write "Pay Attached Invoice #XXX",  plus a short description.
· FOR REIMBURSEMENTS:  Write "Reimbursement for Attached Receipts for Purchase of... “  describe the purchase(s).
STAPLE RECEIPTS AND INVOICES BEHIND REQUISITION, DO NOT USE PAPERCLIPS.
Unit:
Order units as listed in vendor catalog.  Use bold abbreviation as listed below:   

bag  BAG
bottle BTL
box  BOX
carton CTN    
case  CS
container  CON
dozen  DZ
drum OR
each EA
foot  FT
gallon  GAL   
gram  GM
gross  GR                hundred C

inch IN
jar JAR
lot  LOT
meter  MET
month  MO
ounce  OZ               pad  PAD       

pack PK
package PKG           pair  PR
 piece  PC
pint  PT

pound  LB               quart  QT

roll RL
ream RM
set   SET

sheet  SHT
spool  SPL
thousand   M           yard  YD
Quantity:  Number of units.  Unit Price:  Actual or estimated unit cost.  Always necessary.

Extended Cost: Extend unit costs.  Total Cost: Total estimated cost, excluding tax and shipping.


EXCEPTION:   WHEN  RECEIPT  OR  INVOICES  ARE  ATTACHED  USE  ACTUAL TOTAL COST , INCLUDING TAX  AND  SHIPPING.
Account Number:  Enter FUND - ORG - ACCT - PROG numbers to be charged.

Approvals: Forward requisition to your Division Dean for approval/signature.  Division Dean attests to the appropriateness, accuracy, and completeness.  The Division Dean will forward approved requisitions to the college business office for required additional approval.
Tax & Shipping: Please note that if you place an order with an outside vendor, we still must pay CA tax rate, out-of-state or if the vendor doesn’t include the taxes we still must pay. Please include the shipping, freight, or handling charges on the shipping line
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