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This procedure provides instructions for conpleting UTD' s Purchase Requisition form
This formis submitted to the Purchasing department to request the procurenent of
goods and services from external organizations.

Your conpliance with the instructions |isted below and with the provisions of other
policies and procedures throughout the Purchasing section of this Manual is essential
to enabl e the Purchasing Departnment to conply with applicable regulations and to
fulfill your requests as efficiently and pronptly as possible.

The nunber of each instruction bel ow corresponds with the number assigned to the
appropriate section of the sanple Purchase Requisition shown as Exhibit E12.

1. Dat e:
Enter the date the requisition was prepared.
2. For Early Requisitions Only:

Enter "For delivery and invoicing after Septenber 1" if the requisition is
submitted prior to the end of a fiscal year and is to be paid from
subsequent fiscal year appropriations (see "Fiscal Year-End Orders").

3. Request ed By:
The requisitioner rmust print or type his/her nane.
4. Approved:

The i ndividual (s) authorized (according to the Approved Signatures List)
to obligate budgeted funds for the |isted account must sign here. This
signature indicates his/her concurrence with the requisition, its
estimated cost and that the funds are avail abl e.

5. Suggest ed Suppli er
If known, print the conplete nane and address of a vendor who may
conpetitively bid on the requested itens. Include a business phone nunber

and a reference name within the conpany, if avail able.
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If nore than one vendor is known, include the appropriate address
informati on on a sheet of paper and attach it to the Purchase Requisition
Not e that the Purchasing Departnent reserves the right and responsibility
to issue the Purchase Order to the supplier who best neets the needs of
the University and otherw se conplies with current purchasing regul ations.
6. Del i very Required
Mark "URGENT" if normal tines are unsatisfactory and provide a realistic
need date. The terms RUSH, ASAP, etc., are non-definitive and

requi sitions so marked will receive routine handling. "URGENT" orders
shoul d be hand carried to Purchasing.
7. Account Distribution

I ndi cate the budget account to which the cost of each itemis to be
charged. Care nust be taken to ensure sufficient funds are available in
the indicated account to pay for requested itens and that a conplete
account nunber is furnished.

A budget account consists of the follow ng sections:
Budget Fund Number

Sub Account Code (Use Subaccount Code Manual)
Exanpl e: XXXXXX XXXX
123456 4230

Each fund nunber consists of six (6) digits which can be determ ned from
the "Chart of Accounts" listing provided in each department.
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M xi ng of funds held locally and those held by the State Treasurer on one

(1)

requisition is discouraged. Wen funds are m xed, the Purchasing

Department will follow state bidding guidelines as if the entire order was
purchased with state funds.
8. Del i ver To:
(a) The nane of the individual who is to receive the goods shoul d be
printed here. If this person is different fromthe requisitioner
print (REC) after the intended receiver's nane. |If the

(b)

requi sitioner and receiver are one and the same, no notation is
required after the nane.

Room Number: Include the building and room nunmber to which

nmer chandi se shoul d be delivered. Use the follow ng notations for
bui | di ngs:

AB Activities Center

AD Admi ni stration Building

AS Art Studio Building

BE LI oyd V. Berkner Hal

BK Bookst ore

CN Conf erence Center

EC Engi neering & Conputer Science Bl dg.
FO Founder s Bui |l di ng

FA Founders Annex West

FN Founders North Buil di ng

SF Founders Shop

cC Cecil and lIda Green Center

GR Cecil H Geen Academ c Hall
JO J. Erik Jonsson Academ c Center
HH Hobl it zel | e Hal

MC Eugene McDernott Library

MP Mul ti pur pose Buil di ng

NB North Office Building

PF Pl ayi ng Fi el ds Buil di ngs
PP Physi cal Pl ant Buil di ng
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Pol i ce Buil ding

Uni versity Residence

Uni versity Theatre

Vehi cl e & Grounds Mai nt enance Shop
St udent Uni on Bui | di ng

Service Building

Gar age/ Grounds Bui | di ng

PEAIRE8LLBELSTIT I

Callier Center - Building A
Callier Center - Building B
Callier Center - Building C
Callier Center - Building D
Callier Center - Building E
Callier Center - Building F
Callier Center - Building G
Callier Center - Building H
9. Itens:
Print the nunber of the itemlisted on the requisition. [If it is the
first itemlisted, print "1"; if it is the fourth itemlisted, print "4."
10. Quantity and Unit:

Note the quantity of this itemneeded in its normal unit of issue. Beside
t he nunber of units needed, wite the unit of issue. Sone useful exanples

are:
ea - each ri - roll ca - can
ctn - carton pkg - package cs - case
st - set bx - box cwt - hundred wei ght
11. Part or Catal og Number:
Vendor nmanual s are available for your use in Purchasing to research
manuf acturer's part or catalog nunbers. |[If you cannot |ocate an
appropriate nunber, contact Purchasing for assistance. The part or
cat al og nunber nust include all letters, nunbers, dashes, slashes, etc.

to ensure the correct part is procured.
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Descri ption:

A conpl ete and accurate description of the item being requested is perhaps
the nobst critical portion of a requisition. The description nay be either
a "catal og" or "commpn sense" notation of essential features.

Care nust be taken when witing a "catal og" description to omt parts
which tend to linit conpetition of an item \Wen a catal og description is
to be used, the follow ng information should be included:

Cat al og date

Cat al og page nunber

Cat al og master reference nunber

Vendor the catal og was obtai ned from
When witing a "commobn sense" description, a catal og description can be
used as a guide to list features such as dinmensions, brand nane, col or
hei ght, weight, nodel nunber and accessories. All purchase requisitions
will be assumed for the item(s) described or their equivalent unless the
requi sition specifies an exact itemand is acconpani ed by proper witten
justification.

If special features on an itemtend to either make bidding restrictive or
avai l abl e only from one vendor (sole source), the requisitioner nust
prepare a witten justification. This document shoul d acconpany the
purchase requisition when submitted to Purchasing. |If it is to be a sole
source justification, mark the DESCRI PTI ON area "SOLE SOURCE. "
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13.

Estimated Unit Price:

Indicate the estinmated cost of one unit of issue of the item described and
not the estimated total cost of the item At the bottomof this col um,
conpute the estimated total cost of all requisitioned itens.

If you do not want to exceed a specified total purchase order cost,
i nclude the followi ng statement at the bottom of the description section

"Total cost nust not exceed $

Purchasing will not exceed that figure without first contracting the
requi sitioner for approval
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