
Please wait... 
  
If this message is not eventually replaced by the proper contents of the document, your PDF 
viewer may not be able to display this type of document. 
  
You can upgrade to the latest version of Adobe Reader for Windows®, Mac, or Linux® by 
visiting  http://www.adobe.com/go/reader_download. 
  
For more assistance with Adobe Reader visit  http://www.adobe.com/go/acrreader. 
  
Windows is either a registered trademark or a trademark of Microsoft Corporation in the United States and/or other countries. Mac is a trademark 
of Apple Inc., registered in the United States and other countries. Linux is the registered trademark of Linus Torvalds in the U.S. and other 
countries.


PURCHASE ORDER/CHECK REQUISITION
This form is to be used when requesting goods or services from a Vendor.  Please use the following:
CHADRON STATE COLLEGE
1
2
3
Use Page 2 if ordering more than 3 items
ITEM
QTY
UNIT
UNIT PRICE
AMOUNT
Amount
Vendor Name
Amount
Vendor Name
QUOTATIONS RECEIVED FROM:
Only Source (list sources)
Other (be specific)
Under $2500
E&I Contract
GSA Contract
State Contract
Explanation for Non-Bid Purchase:
Approved By
Requested By
I hereby certify that there are sufficient 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.
(Ship to)
(Bill to)
COST CENTER/WBS
G/L
AMOUNT
PURCHASING OFFICE USE ONLY
TOTAL
Additional account distribution available on Page 2
If you are ordering more than 3 items go directly to Page 2  
NOTE: A general description of the items ordered on PO is required by SAP; if it is left blank, PO will be returned as it cannot be processed.
BRIEF DESCRIPTION OF ITEMS
Please print on green paper
Check #
Date
Business Office Use Only
Date 
Date 
PURCHASE ORDER/CHECK REQUISITION
EXTRA SHEET
            REV 11/10
AMOUNT
4
5
6
DESCRIPTION
QTY
UNIT
UNIT PRICE
7
8
9
10
11
12
13
14
15
16
17
18
AMOUNT
COST CENTER/WBS
ADDITIONAL ACCOUNT DISTRIBUTION
Page 2
AMOUNT
AMOUNT
COST CENTER/WBS
COST CENTER/WBS
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