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Material Requisition/Purchase Order Procedure
All expenses over $500 must be pre-approved through the Purchase Order process
Submitting Material Requisitions
A material requisition (MR) is required to be turned in for every expense or event that will require amounts $500 and over. The material requisition form is to be submitted to the Accounts Payable Department.
When submitting a Material Requisition form, please make sure all required information is complete otherwise MR’s will be returned and it will delay the process.  
Required information on each MR:
1. To: Typically the vendor name
2. Deliver To: Dept name and individual that it needs to go to
3. Account number and object code- One account number per Material Requisition
4. Date
5. Brief description of products/services ordered
6. Amount
7. Signature of Account Signer
8. Please verify your account has the budget to cover the entire Material Requisition.
Once Purchasing receives the MR, we then date stamp and add MR to current batch. The Account Signer is verified and that the account has enough budget remaining to cover the expense. If any information is missing or the account does not have enough budget left the material requisition will be sent back to the department with a not explaining why it was returned.
Turn around time on Purchase Orders
Once the all the information on the material requisition is verified we will then create a Purchase order for the material requisition. The turn around time for Purchase Orders will be a maximum of 10 Days.
The Manager of Accounts payable approves each PO with his/her signature and PO’s are distributed to the departments.
You will then receive a vender copy and a department copy for your records of your processed Purchase Order. 
At this time, your department may order your products/services.  
Ordering Process
Once you have the completed Purchase order you are know approved to order the product or service. When ordering please make sure that the vendor has the name of the department that ordered the product or service and the PO number. This will make it much easier to get approval from the correct department when the Invoice is received by Accounts payable.
Approval of the Invoice
Once you receive the invoice you must verify that you received the product and that the amount is correct and then an authorized account signer must approve and return the invoice to the Accounts payable department.
Invoice Discrepancies
If an invoice is received and you did not receive the Item or the Item was returned it is the responsibility of the department to contact the vendor and work out a resolution.
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	Vendor:


Company Name


Address


City, ST Zip
	Date:

     

	Deliver to:


Your name/Dept.

	Charge to Job No.      



	QUANTITY
	SHOP KEEPER: PLEASE SUPPLY
	PRICE
	AMOUNT

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


	Priced By:
     
	Extended By:
     
	Checked By:
     
	Entered By:
     
	Signed:


MR’s are processed every Thursday for delivery Friday or Monday.
Crystal Valverde – Accounts Payable/Purchasing Processor
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