LIPSCOMB UNIVERSITY PURCHASE ORDER REQUEST

Requestor Information

Requestor

     
Phone Extension
                       
Department

                                                
Budget Manager
                                                

Budget Org # and Account# 
      -           

If this is to be split among several budgets, please list the Budget Org # and Account # and the amount to be applied to each budget:

                                                                                                                                         
                                                                                                                                         
Vendor Information
Vendor Name

                                                
Vendor Address

                                                



                                                
Vendor Phone #

                       
Vendor Fax #

                       
Vendor Lipscomb ID #
                       
Does vendor accept Visa Payment?




 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

Is there a contract involved with this request? 



 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

Are there bids, quotes or a description list attached to this request?    
 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

Do you request Purchasing Department to fax PO to vendor? 

 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

Description of Item(s):








Quantity:
                                                                                                                                         
                       
                                                                                                                                         
                       
                                                                                                                                         
                       
                                                                                                                                         
                       
                                                                                                                                         
                       
Total Purchase Amount:                        
* Purchases for Lipscomb University should be exempt from sales tax.  Tax exempt forms can be obtained in the Business Office.
Once completed, this form should be saved and then sent by the budget manager as an email attachment to PurchReq@lipscomb.edu by choosing File, Send to, Mail Recipient (As Attachment).
