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Philander Smith College 

Purchase Order & Requisition (For Internal Use Only)
In general, all Purchase Requisitions should be entered in Jenzabar. This form should only be used as an alternative.
	Today’s Date:
	

	Vendor’s Name:
	

	Vendor’s Address:

Required for new vendors only
	

	
	

	Jenzabar Account

XX-XXXXX-XXXX (Required)
	

	Item
	Quantity
	Unit Price
	Description
	Amount

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Tax
	

	Shipping
	

	TOTAL
	

	Check here for the Business Office to fax P.O. to vendor:   FORMCHECKBOX 
      Vendor Fax Number:

	Requested by:
	Date:

	Supervisor (if applicable):
	Date:

	Cabinet Member:__________________
	Date:

	FOR OFFICE OF BUSINESS OFFICE USE ONLY

	Date Received:

	Budget Available?    FORMCHECKBOX 
 YES      FORMCHECKBOX 
 NO   Comments:

	Grants Accountant review of  Grants/Agency Disbursements:

	Controller:
	PO#:


Rev. 11/11
