HOW TO COMPLETE A PURCHASE REQUISITION

SUBMIT an original web assigned numbered requisition form (see web page and instructions) complete with account number and original authorized signature.

DESCRIBE the items needed in as much detail as possible.  Include catalog numbers, size or color specifications and unit quantities (Each, Dozen, Box, Carton - see attached list). 

IDENTIFY the source of prices: preferably written quotes, catalog, phone quote (include contact’s name and date), state contract, etc.  Fill in the unit pricing and extend it for quantity.  Total the amount you need encumbered for the order.  If shipping costs apply, request all shipping costs to be included in the quoted dollar amount.

ACCOMPANY the requisitions with all supporting documentation such as written quotations or descriptive literature. Any correspondence, conversations or understandings of any kind relevant to the requisition should be attached to the back of the requisition.  Identify all suggested suppliers or vendors contacted.  Include Supplier Federal I.D. Number, telephone and FAX Numbers whenever possible.

JUSTIFY in writing all Sole/Single Source purchases. 

           DEPOSITS are not allowed business practice at this campus. We may not use a          .          company, which requires a deposit.

CONFIRMING orders must be so indicated on the requisition, including the date order was placed and with whom.  The Purchasing Department discourages the placement of confirming orders resulting in non-competitive pricing and the potential for duplicate shipments.  Department must justify reasonableness of price according to NYS and SUNY policies. 

. DO NOT USE MORE THAN ONE REQUISITION PER VENDOR/PURCHASE TRANSACTION. Each purchase requisition form is assigned a unique number from the web page.  If you need more space to complete your request click into page two of the purchase request form.

1. If an account has sub-accounts, we need to know the full account number

      For example:
860760 may have several sub-accounts, such as 

860760.01 or 860760.02, etc.  Specify which one to 

be used (whichever is appropriate).

2. Multiple item requisitions that are charging more than one account and or sub account require account charges broken out by account number. 

If a Department Chair, Dean or Vice President has given approval to use their account number, the requisition must be sent to them for their signature approval before it is forwarded to the Purchasing Department.

3.  Use full first name such as John Doe, not J. Doe.

4. If you receive written quotes, attach all quotes to requisition.

Orders over $2,500 -   $4,999 must have 3 documented (verbal/written) quotes attached.

                    $5,000 - $19,999 must have 3 or more written (vendor letterhead) quotes attached.

                    $15,000 & up require additional SUNY procurement policy and procedures 


.               $20,000 & up must be advertised as a formal bid in the

                    Contract Reporter

                     Please contact Pat Palumbo (Purchasing Manager) ext 6687 for all procurement transactions $15,000 or greater . under no circumstances should any campus personnel or campus designee obligate the campus to any procurement commitment prior to consulting with the Purchasing Manager

5. Under suggested vendor, provide as much information as you can, such as:  vendor name, address, telephone number, contact person, and fax number.  Any attachments should be filled out completely.  (For example, order forms that go with registrations, memberships, etc.)

For “dotcom” vendors, full addresses are required which include city, state, 

and zip code.   Also, please include telephone and fax numbers.

If you’re using a new vendor, ask for their Federal I.D. number.  This is a 9-digit number.  (This is NOT tax I.D. number, but a Federal I.D. number.)  If it is a person, ie reimbursement, we need his/her Social Security number.  Type the FID or S.S. number in the body of the requisition.

Petty Cash/Travel Reimbursement

6. a) If this is a Petty Cash Reimbursement up to $250, please submit this form to the Cashier’s Office, 102 Bray Hall

b) If this is a Travel Reimbursement Request, please submit to the Travel Office,     

Veterinary Product’s

Please note all Veterinary product purchases must include veterinarian’s name, phone number and license number.

Hazardous type purchases must be indicated as follows 

Hazardous Types:



Description
  1.  Compressed Gasses



Flammable, Non-Flammable and Toxic Gasses

  2.  Corrosives




Liquid or Solid that causes visible destruction

  3.  Explosives




Explosives

  4.  Flammable Liquids



Liquids that will readily ignite

  5.  Flammable Solids



Solids that will readily ignite

  6.  Oxidizers and Organic Peroxides


Oxidizers and Organic Peroxides

*7.  Radioactive Materials



Radioactive Materials

  8.  Reactive





Will react with other chemicals and/or water

  9.  Syringes/Needles




Syringes/Needles

 10. Toxic and Infectious Substances


Harmful to humans and/or the environment

* Refer to Campus Radiation Safety Committee for proper procedures.

ABBREVIATIONS FOR UNITS TO BE USED ON REQUISITIONS.

	Books
	BK(S)

	Bottle
	BTL

	Bundle
	BDL

	Carton(s)
	CTN

	Case
	CS.

	Discount
	DSC

	Dozen (s)
	DOZ

	Drum
	DR.

	Each
	EA.

	Feet
	FT.

	Gallon(s)
	GAL

	Gross
	GR.

	Hundred
	C

	Lot
	LOT

	Ounce
	OZ.

	Package(s)
	PKG

	Pail(s)
	PL(S)

	Pound(s)
	LB(S)

	Quart(s)
	QT(S)

	Ream(s)
	RM(S)

	Roll(s)
	RL(S)

	Sheet(s)
	SHT

	Square Feet
	S.F.

	Thousand
	M

	Year(s)
	YR(S)

	Pair
	PR.


SOLE SOURCE/SINGLE SOURCE

Sole source or proprietary purchases are sometimes necessary to meet a specific agency need.  Such purchases, however, require an explanation for the selection of a product and a comprehensive, detailed justification for the exclusion of all other products.  In order to facilitate processing, please make certain the following information is provided:


Product Information

· Include general information and description of product (attach specification sheet if available).

· List brand, model number and manufacturer.

· Describe how product will be used.  What is it supposed to do; end use.

Justification for Vendor/Model Choice

· Specify features unique to the requested product, why an item without this feature could not be used.

· Describe how the unique features are pertinent to the agency’s mission.  (This description should not be limited to a cost comparison.)

· List other models or brands of the commodity, which were considered, and an explanation as to why they are unacceptable.

Justification for Particular Vendor 

· Explain why only this vendor is acceptable.

· If no competition exists as substantiated by inquiries, list vendors contacted, vendor phone numbers, and vendor response/explanation.

Requisitions should contain the following information:

1. Complete description of item including manufacturer name and model number.

2. Both State account number and grant number with monetary breakdown.

NOTE: If any State funds are used in combination with Research and/or College Foundation funds, the rules that govern SUNY or the Office of the State Comptroller take precedence.  Any equipment with any State funds will become property of the State.

