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Purchase Requisition for Bid Process (Form B) Instructions 
 
 

Agency Information: 
Enter agency name, contact name, telephone number and fax number of the Agency Representative 
coordinating the order. 
 
Delivery/Invoice Address: 
Enter the agency name and address for shipment of goods and/or service to be rendered, and enter the 
agency name and address the invoice is to be received. 
 
Commodities: 

 Enter “total projected cost” – the anticipated cost of the contract including all possible 
extensions 

 Report Category has been added as a mandatory field (select from drop-down box) 

 Enter the description of goods and/or service to be rendered. Enter the quantity to be 
purchased, the unit of measure (example: EA=Each, BX=box, TS=Thousand, ZLS=Lump Sum), the 
estimated unit price, and the estimated total price. 

 
Enter the appropriate account assignment. The account assignment indicates how an item is to be 
expensed; that is, to an asset, internal order, cost center, or project/WBS. It determines which financial 
elements will be required for entry; such as: 
 

• ASSET ‐ asset number 
• INTERNAL ORDER ‐ GL Account, Cost Center, and Internal Order 
• COST CENTER ‐ GL Account, and Cost Center 
• PROJECT/WBS ‐ GL Account, Cost Center, and WBS Element 


