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Instructions for Preparation of University of Hawaii
Hard Copy Requi sition Form

General Cuidelines

The University of Hawaii Requisition should be used to request
t he expenditure of funds for goods, services, or construction
by purchase order or to place interdepartnental orders with
canpus vendors, e.g., UH Bookstore. All requisitions shall be
subm tted through appropriate staff and fiscal officers for
approval and purchasi ng action.

The fiscal officer shall reviewthe requisition and its
supporting docurents, certify that funds are avail able, verify
that the expenditure is in conpliance with state | aws, rules
and University policy, and type/issue the purchase order.

For expenditures beyond the fiscal officer's purchasing
authority, the requisition, conpleted to the extent possible,
toget her with supporting docunments, should be submtted to
OPRPM

OPRPM wi | | examine the requisition and its supporting
docunents, verify that the expenditure is in conpliance with
state laws, rules and University policy, and issue a purchase
or der.

Conpl etion I nstructions

Al fields must be conpleted unless noted as optional. Shaded
itens represent information to be conpl eted by OPRPM

1) Canmpus Enter appropriate Canpus
Code.

2) Dat e Enter date of preparation
(m dd/ yy).

3) Purchase Order No. Ent er purchase order or other
docunent nunber that will result
fromthis request, if known by
pr epar er.

4) Del i ver To Location where delivery
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shoul d be nmade (canmpus buil di ng,

5) Vendor

6) O her Vendors
Contacted and Their
Quot ati ons

7a) Account Code

7b) Federal Funds Apply

8) Requi sition Tel. No.

9) Requi si ti on Number

10) Vendor Code

11) Requi sitioner

12) Deliver On/Before

13) Deliver Prepaid Via

14) F.QB. Point

room nunber, street address,
city, state and zip code).
Del i very | ocation should not
differ fromthe delivery address
stated in the Request for
Quot ation (RFQ.

Enter conpl ete nane and
ordering address of vendor
sel ect ed.

Enter nanes of all other
vendors contacted and their
guot es.

Enter appropriate 6-digit SL
account code.

I ndi cat e whet her federal
funds apply.

Ent er phone nunber where
requi sitioner may be contacted.

Enter requisition nunber
i ssued by Fiscal Oficer or
designee (if applicable).

Leave Bl ank.

Enter name of i ndividual who
wi || accept goods or services.

Ent er nunmber of days after
recei pt of order by vendor,
e.g., 10 days ARO by which
itenms nmust be received by the
program Delivery tinme should
not differ fromthat stated in
t he RFQ

Ent er nmet hod of shi pnent
requested (Best Way, Air Parcel
Post, Air Freight, etc.)
F.OB. (free on board) point
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15)

16)

17)

18)

19)

Contract/Price/List
Quot ati on Number

Di scount Terns

| t em No.

Quantity

Description
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i ndicates the location at which
owner shi p of merchandi se and any
responsibilities thereto, i.e.,

i nsurance, transportation, etc.,
transfer fromthe seller to the
buyer. If the F.O B. point
differs fromthe delivery point
noted in Item4 above, enter
appropriate F. O B. |ocation.

O herwi se, | eave bl ank.

If itens are included on a
State or University

requi renents contract or price
list, enter appropriate contract
or price list nunber. |If
gquotations were solicited, enter
guot ati on nunber (if
applicable), the date of the
quot ati on and the nane of the
person who submtted the quote.

Ent er paynent discount as
stated on quotation, contract,
or price list (if applicable).

Enter itens to be purchased

in nunerical sequence fromtop
to bottom Segregate price |ist
and non-price list itens.

Ent er nunber of units of each
itemto be ordered.

Enter brief but exact
description of iten(s) to be
purchased. Include tax and
freight, if applicable as
separate itens bel ow description
of items. |If space is
insufficient, attach THREE

(3) copies of an item zed i st
and make reference to it on the
face of the form
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20)

21)

22)

23)

24)

25)

26)

27)

(bj ect Code

E/F

Unit Price

Anmpount

Tot al

Comment s

Equi prent to be
Locat ed

| ncorporated into
Exi sting Equi prent
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| f purchase is exenpt as

provi ded in APM Section A8. 220,
enter appropriate exenption
statenent as provided therein.

Ent er appropriate object code
for each item A sumary of
total dollars by object codes
for each account code should be
listed in the COVWENTS bl ock.

Enter estimated or firm

price. Cbtain firmprice from
vendor if possible. [If unable
to obtain firmaquotation, |ist
as "estimted".

Enter unit price per item{(if
nore than one unit of that item
wi |l be purchased) from

guot ation, contract, or price
list.

Ent er extended price per item
(Quantity x Unit Price =
Amount) .

Enter sumof prices in
"Amount" columm. Freight and
tax must be added if applicable.

A sunmary of total dollars by
obj ect codes for each account
code should be listed in this
section, if applicable. This
section may al so be used to
record additional informtion
pertinent to award of the
purchase order to the vendor

Ent er permanent | ocation of
equi pnment. (Note: My
differ fromdelivery |ocation.)

I f order consists of
conponents, parts or



01/2004

28)

29)

Approving Authority

Fund Certification
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addi tions to equi pnent already

on hand, indicate type of

equi pnent and decal nunber, or

P. O nunber if decal nunber has
not yet been assigned.

Si gnat ure of i ndi vi dual

aut horized to certify that the
pur chase supports program

obj ectives. This individual
nmust be sonmeone ot her than the
Fi scal O ficer/Purchasing
Oficer certifying as to fund
availability. |If federal funds
wi |l be charged, individua
signing for program approval
shoul d be the Princi pal

| nvesti gator or desi gnee.

Desi gnee shoul d be soneone ot her
than the Fisca

O ficer/Purchasing Oficer.

Si gnature of Fiscal Oficer
authorized to certify as to
availability of funds for the
account code(s) cited and as to
conpliance with applicable

Uni versity policies and
procedures. |nclude phone
nunber and appropriate F. O code
nunber .



