1. Blanket: Check this box when entering PND’s for vendors that you will be using throughout the

BLANKET AND ISSUE AND PAY

year. For example; Barnes and Noble for books, Contract Vendors that will be performing

ongoing services, items that are billed monthly like Journal News for paper delivery, etc.

2. lIssue & Pay: Check this box when entering PND’s for memberships, license renewals,

subscription renewals, conference registrations, hotel stay that requires prepayment and for

which there is a proforma invoice attached, etc. Anything that should be paid and does not
need an additional invoice. NOTE: There MUST be an invoice or renewal attached.
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