	NEW MEXICO SCHOOL FOR THE BLIND AND VISUALLY IMPAIRED
Purchase Requisition

Use Only One Requisition For Each Vendor

	Instructions:  Requisitions over $5,000 must be approved by the Superintendent.  Requestor must obtain 3 quotes for all purchase requisitions over $5,000.**   Please complete by giving full description of item, unit cost and total cost.  Submit requisition in duplicate to Department Director for approval.  Forward  approved requisition to the Business Office for processing.

	Date:
	
	Please Check One:

	Department:
	
	
	Mail Purchase Order

	Extension:
	
	
	Fax PO  -  Fax#
	(     ) 

	Date Required :
	
	
	Return PO to me ; I will pick-up items

	Will this purchase be made with Grant Funds?  [    ]   Specify Grant -  

	Suggested Vendor:  
	Name:           

	
	Address:       
	Phone:  

	
	City/State:    
	Fax:   

	Quantity
	Description
	Unit Cost
	Total Cost

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	      
	
	
	

	Total 
	
	

	Quotes -  (provide 3 quotes for all purchase requisitions over $5,000)
	Business Office Use Only

	1.  
	 
	Are any items over capitalization amt:  Y     N

	2.  
	 
	Are items collectively functioning as one:  Y     N

	3.  
	 
	Can items be separated and retain functionality:  Y     N

	Approvals - (Supervisor/Dept. Director must approve all requisitions)
	Capitalization required:  Y     N

	Requested by:
	
	Notation:  

	Approval:
	(Grant Coordinator, when necessary)  
	Purchase Order #
	

	Approval:
	(Supervisor/Dept. Director)
	Date Ordered:
	

	Final Approval:
	
	Charge To:
	


Routing: Supervisor/Dept Director, Superintendent, Procurement
Color: Green
General Forms on ‘Alpha’ (J:)
Rev: 07/2008

