
ACCOUNTS PAYABLE 
REQUISITION

BUSINESS OFFICE USE ONLY

      AB #

Check #

Date

Chadron State College

This form is to be used for payment of items not on a Purchase Order.  Route to Business Office.

City/State/Zip

Requisition Date

FID

   Invoice Date

Requisition Total

QUOTATIONS RECEIVED FROM:

I hereby certify that there are suficient budgeted funds within the department from which this request is made, that the items listed are required for 
the functions of the department, and that the items are not of a personal nature.  I further certify that the invoiced items have been received in good 
order.  If the funds are derived from Federal or State grant sources, I also certify the expenditure to be consistent with the grant terms and conditions.

Vendor Name Vendor NameAmount Amount

Explanation for Non-Bid Purchase:

State Contract GSA Contract E&I Contract Under $5000Only Source (list sources)

Other (be specific)

Approved ByRequested By

            REV 11/10

Please print on buff paper

Address

Attn

Vendor Name 

   Invoice Number    Amount    Cost Center/WBS    G/L

   Business Office  
Use Only

NOTE: A general description of the items submitted for payment is required by SAP; if it 
is left blank, the Requisition will be returned, as it cannot be processed.

Brief Desc of Item

DateDate
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