@ Yale University 1 e Purchase Requisition

| 02 | MAY 2003 > R
-DO NOT FILL IN SHADED AREAS- DD MON YYYY 123455
FOR USE BY PURCHASING FOR USE BY THE REQUISITIONER
PURCHASE ORDER NO. VENDOR NO. REQUISITBIONER NAME JOhn Smith/Peterson Lab DEF’T4N/-\ME EEB
TERMS FOB PROMISE DATE V I P SEND PO COPY TO:/ DEPT. STREET ADDRESS BLDG NAME ROOM NO.
viPNo.11 1234567 5 EEB 165 ProspectSt. |6 OML |7 125
SHIP VIA CONF DATE JOB NO. (PHYSICAL PLANT ONLY) DELIVERY LOCATION
8
CONFIRMING (NAME) REQUISITION NO i
R PROJECT 12 7654321 266 Whitney Ave.
NOTE TO BUYER SUGGESTED VENDOR
TASK 12 00 9
Macalaster Bicknell
AWARD 12 0061AA PH: 624-4191
VENDOR IS SET UP? DATE REQUIRED
EXPENDITURE TYPE YES / NO (Expenditure Item Date;I-O 12 ‘ MAY ‘ 2003
[Do not write ASAP]

(SERVICE CONTRACTS ONLY)
ORGANIZATION 12 648002 Start Date: End Date:

UNIT PRICE
EACH LOT

VENDOR CATALOG # / DESCRIPTION OF ITEM OF SERVICE AMOUNT

1 13.40| case |Cat. # 23-1300 case of 13ml Falcon tubes 13.40

2 3.25| ea |Cat.# 18567 5009 bottle Sodium Chloride 6.50

NOTES / SPECIAL INSTRUCTIONS

REQUISITIONER NAME (PRINT) REQUSITIONER SIGNATURE PHONE DATE AUTHORIZER NAME (PRINT) AUTHORIZER SIGNATURE PHONE DATE

John Smith 14 2-2222 )2-MAY-2003

06/99 Send One Copy Purchasing Department Keep a copy for your records



INSTRUCTIONS: PURCHASE REQUISITION

General Information

Use this form to request goods or services from sources outside the University.
L] Complete the unshaded portions only.

L] Type or print.

For the current list of vendors Contracts, go to: www.yale.edu/purchase.

Requisitioner and Vendor Information

Enter the date the form is being completed, in the format DD/MON/YYYY
(e.g. 23/ APR / 1999).

Requisitioner information: Enter in the spaces provided at the top:

L] The requisitioner’s full name

L] The department name

L] The street address, building number, and room number of the department
office where a copy of the purchase order is to be sent

Delivery location: Enter the exact address (building and room number) where the
item being requisitioned is to be delivered.

VIP No: If ordering against a contract, enter the departmental 10-digit VIP
number.

Job No: Physical plant requisitions only. Enter the job number relating to the
requisition.

Distribution Code: Enter the PTAEO that the requisition will be charged against,
as follows:

1. Project: 7-digit numeric code that identifies the particular research
project, activity, program or function.

2. Task: up to 8-digit alphanumeric code that provides the detailed
division and subdivision of the Project.

3.  Award: 6-digit alphanumeric code.

4. Expenditure type: 6-digit numeric code that identifies the subdivision of
the object code.

5. Organization: 6-digit numeric code identifying the location of the
financial activity within the University.

Suggested vendor: If the requisitioner wishes to suggest a specific vendor, enter
the vendor’s name (and contact information, if known).

L] If the suggested vendor has a contract with the University, provide the
contract number.

Vendor set-up: Consult the web query tool to check on the status of the specified
vendor.

L] If the vendor is already set up in the vendor database, check YES.

L] If the vendor is not in the database, check NO. Complete a Vendor Set-up
Request form and submit it with the requisition.

Date required: Enter the specific date the item(s) will be required. Do not write
“ASAP” or “rush.” This should be the expected delivery date and will be the
Expenditure Item Date (EID) entered into the system.

Start/End dates: For purchases related to a service contract, enter the start and end
date of the contract.

Note to Buyer: Include any specific instructions or details regarding the purchase to
the buyer in this space, including a request for invoice approval.

Ordering information
Description: Provide a detailed description of the good(s) or service(s) required.

L] Include the vendor catalog number if applicable.

L] If you have already received the merchandise, or have placed the order, write,
“Confirming only. Do not duplicate order”. Provide the vendor name, address,
and date the order was placed.

Quantity: Enter the quantity being ordered.
Unit price: If you know the unit price, enter it in the "unit price" column.

L] Enter the cost for one commodity in a unit underneath the "each" column, or the
cost for one whole unit of a commodity under the “Lot” column.

Amount: Enter the total dollar amount for the quantity being ordered.

Notes/Special Instructions: Provide additional specific information to the buyer
regarding the purchase as necessary. Include any split distribution instructions in
this section, if you wish to charge more than one PTAEO for the purchase.

Signature and Authorization: Sign the form, and have the requisition approved by
an authorized departmental business manager or administrator.

Submit the Form

Send original requisition to the attention of the appropriate buyer at:

Purchasing Department
155 Whitney Avenue.
Phone: 203 432-9955, Fax: 203 432-9966

For a complete list of authorized buying agents and their assigned
commodities, go to: www.yale.edu/purchase

Retain copies 2 and 3 of the requisition for departmental records.
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