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First thing to do:
· Ask the vendor if they accept American Express. If so, check the corresponding box below.

· If American Express is not accepted and you’re unable to find a vendor that does, ask the vendor if they will accept a Purchase Order from the University. If so, check the corresponding box below.
· DEADLINE: 10 BUSINESS DAYS.  MUST INCLUDE QUOTE!
This form must be completely filled out, including signatures, or it will not be accepted.

	
CLUB  INFORMATION:
                                                                  

Club Name: _______________________________________________________________ Date:___________________________

Contact: __________________________________________________________________
Phone #:_________________________________________ E-mail:  ___________________________________________

	VENDOR INFORMATION:        
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Name: ​​​​​​​​​​​​​​​​​​____________________________________________________________________
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                Address: __________________________________________________________________                                              
City: _________________________________  State: ________  Zip: _________________

Phone #: __________-__________-_______________     Fax #: __________-__________-_______________

	Quantity

	Description of Purchases/Services


	Unit Cost


	Total



	
	
	TOTAL COST      $ ________________

	       Treasurer Signature: ______________________________________________________      Date: _________________________

       Adviser Signature: _______________________________________________________      Date: _________________________


OFFICE USE ONLY
	Date Received:



	Approved by: _________________________________________     Date: ____________________

GL Account: ____________  Cost Center/IO: 9090000568




PURCHASE REQUEST FORM


Club Sports Business Office








�    Vendor accepts American Express





�    Vendor accepts Purchase Order














