PURCHASING TIDBITS

Purchase Orders are processed Monday, Wednesday and Friday of each week barring holidays and special circumstances such as computer down time, vacation, illness, etc.  A properly completed and authorized requisition will need to be received in Purchasing by 4PM on the day preceding the purchase order run.  Requisitions can be found in Exchange under Accounting Services.  Also, you can stop in purchasing anytime to obtain a requisition form.  Purchase requisitions received after 4PM will not necessarily be printed on the following day.  Please note that requisitions must contain the complete vendor name and address, account number and must be approved by the department chair prior to processing.

ALL REQUESTS FOR SOFTWARE AND/OR HARDWARE MUST BE DIRECTED TO THE NEWWORK SUPORT/HELP DESK FOR APPROVAL PRIOR TO PURCHASE.

Speedy purchase orders are used for local vendors and are for $100 or less.  These orders can be obtained in Purchasing Daily.  Student Organizations can be obtained from Dawn Scialabba or Matt Shaffer in Student Activities located in Ellis Hall.  RD’s & RA’s can obtain speedy orders from Residential Life Penny Conway Hooper or Tim Launtz.

Should you have questions concerning purchasing please contact Barb Reck at extension 3196 or stop by Accounting Services.
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