Purchase Request Helpful Hints

Use P-Standard PO- for commodities (Ex: Supplies, furniture).

Receiving is done in QUANTITY.

Use B-Blanket for purchase services. The purchase will be in a dollar AMOUNT.
Receiving is done by dollar AMOUNT.

1.

Use your Procurement Assignment List to choose a buyer from the buyer field. Do not
leave the BUYER field blank!

Buyer
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2. Give specific details in the item description field (Ex: ISBN #’s, tem Numbers, Type of
services).

Item Description

Give specific details in this field (Ex:
ISBN, item number).

If you receive an error message when trying to submit your requisition, look through all the

fields for an error. If you cannot figure it out, call Julie Torres 719-520-2174, or email
julie.torres@d11.org.
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