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GENERAL INFORMATION

When To Use A Requisition

An order requisition is used to request purchases of goods and/or services in excess of $500.00 or as otherwise required by purchasing, regardless of the dollar amount (e.g., insurance).

When to attach a notarized claim form

1.  Honorariums - The requisition must specify the services rendered; include date of service and payee's social security number.

2.  Postmaster - Requisitions must include meter number.

INSTRUCTIONS FOR COMPLETING A REQUISITION

Note:  Please type the form and check the final copy to be sure it can be easily read.

1.
Preferred Vendor

The requesting department should use this area to indicate the vendor preferred as a source of supply.  Type the vendor's full name and correct mailing address.  If a vendor is not "preferred", indicate by typing "unknown" in this field.

2.
1099

This space is for University Accounting Use only.

3.
TC

This space is for University Accounting Use only.

4.
Date

Enter the date the requisition is being prepared.

5.
Account Name

The account name will be the account title associated with the account number supplied in 6 , 9 , and 10.

6.
CC – Campus Code

The combination of 6 , 9 , 10 , and 11 make up the complete OSU account number to be charged.  Enter the two letters of the OSU account number in this field.

7.
Vendor Number
8.
FEI # (Federal Employer Identification Number)

The requesting department should use this field to indicate the vendor's federal identification number.  This field must always be completed in order to process payment.

9.
L - Ledger

Enter the first digit of the OSU account number in this field to indicate the subsidiary ledger.
10.
Dept - Department

Enter the next five digits of the OSU account number into this field.  If more than one department within the same campus code and subsidiary ledger is to be charged, enter "listed" into this field and list the department codes to be charged in the body of the requisition with their corresponding amounts.

11.
Subcode

Enter the four digit expenditure subcode which best describes this purchase (see Appendix 1).  If more than one subcode is to be used, enter "listed" in this field and list the subcodes with their corresponding amounts in the body of the requisition, leaving enough room between subcodes and amounts for Accounting to insert the object code.

12.
Object

The department should assign the object code based upon the information found in the "Description and Reason for use of Institutional Funds" (35).  Please refer to the OSU Expenditure Subcode Listing found in Appendix 1.

13.
Sub-activity

Enter "00001".

14.
Amount
15.
Fund

The combination of 15 , 16 , and  17  make up the state funding number to be charged.  (see Appendix 2).  Enter the first three digits of the fund into this field.

16.
Agency

Enter the next three digits of the state funding number into this field.

17.
Account

Enter the last six digits of the state funding number into this field.  Be especially careful to include the correct fiscal year in these digits (if appropriate).

18.
FY - Fiscal Year

Enter a "C" to indicate the expenditure is occurring in the current fiscal year.
19.
Vendor Designated by Purchasing Department

This will be completed by the Purchasing Department.  It will be the name of the vendor from whom the goods and/or services have been purchased.  It may or may not be the Preferred Vendor (1).

20.
Send Receiving Report to

Enter the name of the person to whom the receiving report is to be sent.  Include his/her campus address; this is the address to where the receiving report will be sent.

21.
Deliver to Room and Building or Address

To insure proper delivery of merchandise, enter the building and room number where delivery is to take place.  Note:  It is very helpful to indicate the name of an individual familiar with the order.

22.
Item No.

Any number of items of a like nature may be grouped on a single requisition.  Please indicate here the number of like item groups by numbering them sequentially.  Double space between items and single space within any one item.  Continuation sheets are to be used whenever appropriate.

23.
Quantity

Enter the quantity of each of the separate items listed in 22.

24.
Detailed Description

Requisitions must carry sufficient description and/or specifications to enable suppliers of the commodity to know exactly what is being ordered.  Included in this information should be sizes, dimensions, physical characteristics when pertinent, electrical operating requirements, performance data, etc.  Catalog numbers may be used as reference when properly identified; however, such numbers will not serve as a substitute for the description or specifications required.  A listing of all known alternatives of acceptable quality should also be shown.

25.
Unit Price

The price per unit for each item being purchased must be indicated.

26.
Item Total

The total placed in this field should be the product of the quantity (23) multiplied by the unit price (25).  

27.
Estimated Amount

If the cost of the item is an estimate, place an "x" in this field.

28.
Quoted Amount

If the cost of the item is quoted or known, place an "x" in this field.  Attach all quotations to the requisition.

If a quotation is included, completion of  29 - 31 are optional.

29.
As Per Quotation By

Indicate the name of the individual supplying the quotation.  Insert a copy of each quotation between the white and yellow copies of the requisition.

30.
Dated

Enter the date the quotation was given.

31.
Terms

If the order involves a discount for prompt payment, please indicate the terms of that prompt payment discount.

32.
F.O.B.

Please provide any freight instructions (usually stated on the quotation).  OSU prefers F.O.B. Stillwater to simplify claims for merchandise damaged during shipment.

33.
Inquiries

Enter the name of the individual to contact when questions arise regarding information provided on the requisition.  Also, include the individual's phone number.

34.
Wanted Not Later Than

Enter a realistic date of delivery indicating the month and day.  References such as "Rush" or "Please Expedite" are not recommended.  Approximately three weeks will be required to process a requisition requiring competitive bids.

35.
Description and Reason for Use of Institutional Funds

This field must contain a concise description of the materials or services being purchased and a short description of the use or purpose.

36.
Signatures

The requisition should be signed and dated by the department head and the dean or administrative officers as required by the Purchasing Authorization Matrix.  Send the Purchasing and Accounting copies to University Accounting.  All requisitions for subsidiary ledger 5 should be sent to Grants and Contracts Financial Administration first.
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