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P-REQ # PAAS use only
Please e-mail completed form to
P-REQ DATE: / DATE NEEDED PREQ@USFCA.EDU
REQUESTING DEPT REQUESTOR SUGGESTED VENDOR
Contact :
CAMPUS DELIVERY LOCATION | E-mail:
Phone: VENDOR CONTACT
FOAP
Save p-REQ to your
QTry UOM  CATALOGH DESCRIPTION UNIT PRICE  AMOUNT . - .
desktop prior to filling it
$0.00
out.
$ 0.00
$0.00
$0.00
$0.00
$ 0.00
[:]ATTAC HMENTS ENCLOSED TOTAL $0.00
SPECIAL INSTRUCTIONS FROM DEPT PURCHASE ORDER DELIVERY
OMaiI to Vendor
~_
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&1 This file includas fillable form fieids.
= You can print the compieted form and save it to your device or Acrobat.com.

»Complete the p-REQ as you would complete a paper purchase

P-REQ # PAAS use oniy requisition.
Plesse &-mail completea form ta »As with any type of purchase requisition, departments may suggest a
. DA262015 09152015 FPRE USFCA.EDU . . )

RS T (e source of supply by including the Vendor’'s complete name, address

[ Purchasing | | contact [Dllan o | |cneam and contact information. However, Purchasing Services does have the
T P ] e final authority on vendor selection.

Hayes Healy Lower FOAP Barbara Smith . .

Level, Room 101 10000 oo moooe 1500] | e com »>If the suggested vendor is not an active USF vendor, the vendor must

2000 |GAL| 836

Warilla log Cosam

$4.00 | $8.000.00

1 |TAX o

$1,180001 | §1,180.01

$0.00

[]arractments encLosen

TOTAL £ 14, 75001

SPECIAL INSTRUCTIONS FROM DEPT

PURCHASE ORDER DELIVERY

Q) E-malito:

(CiFaxto:

{C) mall to Vendor

Q) Paper (=) POF copy of purchase order to department

(=)Phone onder : 415.400.4551
WILL CALL: O Rewrn to depariment

() Hioid for plck-up

SPECIAL APPROVALS (If necessary]

Plozese refer io web s ﬂmmﬂ; i ﬁm i
ard il appvovels:

for o st of mesinicied commod@ies

SMGNATURES Mame

E-mail

Signature

Budget Appeoal Luis Diaz

Idiaz6@usica edu |

WP ! Provest Approval

Eddiional Approval

For form inshuciors vist web wsfon edupurchesing reg

G om cuoas ] UNTFRCE MO complete the Vendor Registration form prior to PO issuance. Please
W EAL e R | $150.00 note this may delay the issuance of the PO. Vendor Registration forms
— Z L zx :';”:;2 are available at web.usfca.edu/Purchasing/Vendor Registration Form

»The requisition must contain the quantity, UOM (unit of measure), i.e.,
ea, pkg, box, other, etc., catalog number (if applicable) and a complete
description of the items or services being ordered. If cost is estimated,
please note in the special instructions section. If applicable, sales tax
will be added by PAAS if not already included.

»>|f additional order lines are needed, please continue on the p-REQ
worksheet (attached in download). Please do not submit an additional
p-REQ to complete the order.

»Please include any necessary attachments (i.e., quotes, order forms,
audit documentation, etc.) in PDF format and check the attachment
enclosed box.
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SPECIAL INSTRUCTIONS FROM DEPT PURCHASE ORDER DELIVERY > The purchase transaction may be split by

— B\ Ol to vendor dollar or percentage between multiple FOAPS
1100000-57100100500 X0 = 25% O)Emanto: as long as percentage total equals up to
(O)Faxto: 100%. Please list the additional FOAPs and
(&)Phone order : 415.400.4551 distribution in the Special Instructions block.
WILL CALL: () Return to department (See example).
i) Paper (%) PDF copy of purchase onder to department Hoid for plck-u ) ) L .
y © ek » Indicate how the PO is to be distributed in the
1 e b b ey Purchase Order Delivery Block.
» Indicate if you would like a paper or PDF copy
SMGMATURES Hamea E-mal Signature of the PO
Budget ezl || i Diaz Idiaz6@usfca edu |

Approvals/Signatures:

> In the signature block, only provide the
Addtional Appravel names and email addresses required to
approve the p-REQ. Signatures are not
required to submit the p-REQ as approvals
are obtained through Docusign.

VP | Provest Approval

For form instucions vist web wsfes edunurchasingreg rew. WE2S1S
SAVE AS PRINT RESET FORM
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p-nEQ DATE: O

CAMPUS DEL
HHILL

D DEN |nn..=...n.._—...|
Save As

Save As: | C.R.E.AM|.pdf

Tags:
Where:

& Downloads a

Save to Online Account E Format:  Adobe PDF Files E

Cancel

$5.00

$950.00

arills los Cram

$4.00 |$3.000.00

g
R

Tax

$1.190.01 | $1,100.01

$0.00

ATTACHMENTS ENCLOSED TOTAL | &14,78000

SPECIAL INSTRUCTIONS FROM DEPT

PURCHASE ORDER DELIVERY

(Z)mail to vendor

(DE-mallto:
(C)Faxto:
(®)Phone order: 4154004551
WILL CALL: () Return to department
{0 Paper (%) POF copy of purchase order o depariment (D) Hodd for pick-up
SPECIAL APPROVALS (If iy} I

e L
o a st of esiried sommecies e Toead ol

SIGNATURES | Name E-mal Signaturs
Budget Apgeanal Luis Diaz Idiaz6@usfca.edu
VP Pravest Appravel
Additional Approval
For frm instruciions vist weh sxfoa eduparchesingiveg v WEES1S
SAVE AS PRINT RESET FORM

Save

Use the ‘Save As” function and name the p-REQ the
suggested vendor’s name. Email the completed p-
REQ to:

preq@usfca.edu
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