SECTION 8: DEPARTMENTAL PURCHASE REQUISITION
All purchases of goods and services from outside sources (not within the University) are initiated with a departmental purchase requisition.

A. The ordering department must determine quantities, minimum technical 

requirements and delivery requirements of goods and services

B. The ordering department may suggest vendors and estimate prices.  The 

ordering department can also seek assistance from the Purchasing department for suggested vendors

C. The ordering department prepares a purchase requisition

D. The requisition should include the appropriate sales tax.  The University pays either Washington state sales tax or Washington state use tax on purchases made outside of the state of Washington

E. The ordering department is also required to supply justification if a sole source is recommended

Instructions for completing a departmental purchase requisition:

A. The departmental purchase requisition is available in the purchasing 

Department, Controller’s office, Outlook and online

B. The departmental purchase requisition should be printed neatly or typed

C. The white copy of the departmental purchase requisition is faxed or sent to the 

Purchasing department

D. The canary copy of the departmental purchase requisition is retained in the 

ordering department as a control copy.  The department must sign and return the green purchase order copy to Purchasing as soon as possible.  If the good(s) have not been received, please note this on the green copy.
E. Completing the departmental requisition:

1. Date Prepared:  Fill in the date the requisition was initiated

2. Date Required:  This box should be utilized when it is essential for a product to arrive by a certain date:  It is also recommended that you put the date required in the body of the text so that it will not be overlooked.

3. Item:  Starting with 1, number each separate item on the order

4. Quantity:  Total number of each described item

5. Unit:  this is a single quantity description (ie. each, dozen, box, gallon, case ect.)

6. Description:  Be specific and include any special instructions, part numbers ect.

7. Unit Price:  price per unit

8. Amount: Total price of item (unit x unit price)

9. Freight:  Include any freight or handling charges or an estimate of those charges.

10. Tax:  Inlcde all Washington state tax or Washinton state use tax (8.7%).
11. Total:  Total amount + freight + tax

12. Banner Vendor Number:  For Purchasing use only

13. Suggested Vendor and Complete Address:  Contact Purchasing for Assistance if you don’t have this information.

14. Budget Number:  Insert fund, organization and account codes as well as the total dollars to be charged.  The account code is required even when using a restricted fund.

15. Department:  Department that Purchasing will deliver goods and purchase orders to

16. Ext.: The extension Purchasing will call if there are any questions

17. Box:  AD/MSC box where the purchase order will be sent to

18. Please Select One of the Four Options Below:  check the box that most describes how you want the purchase order processed.

19. Requestor:  Person who is requesting the order item
20. Signature of Budget Officer:  Signature of the person who has been granted expenditure authority (ie. dues, memberships and purchases made in the month of May).

21. Purchase Order Number:  To be assigned by Purchasing

