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First thing to do:
· If you are purchasing custom apparel or goods with BU logos, make sure the vendor is on the “Approved Vendor list”. List can be found on the Club Sports website
· Custom designs must be approved by your advisor prior to purchase

· Submit this form along with a quote or screenshot of shopping cart if items are available for purchase online.


	
CLUB  INFORMATION:
                                                                  

Club Name: _______________________________________________________________ Date:___________________________

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

	VENDOR INFORMATION:        
Name: ​​​​​​​​​​​​​​​​​​____________________________________________________________________
[image: image1]       
                Address (or web URL if ordering online:________________________________________________                                              
City: _________________________________  State: ________  Zip: _________________

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

	Quantity

	Description of Purchases/Services


	Unit Cost


	Total



	
	
	TOTAL COST      $ ________________

	       Treasurer Signature: ______________________________________________________      Date: _________________________

       Advisor Signature: _______________________________________________________      Date: _________________________


OFFICE USE ONLY
	Date Received:



	Approved by: _________________________________________     Date: ____________________

GL Account: ____________  Cost Center/IO: 9090010935




PURCHASE REQUEST FORM


Club Sports Business Office

















