Purchase Requisition to Purchase Order (Form A) Instructions

Agency Information:
Select the agency name from the drop-down. Enter the contact name, telephone number, email
address, and fax number of the Agency Representative coordinating the order.

Authorized Signature:
An authorized person or designee should sign the form. Check the box to the right of signature to
confirm you are an authorized signatory for your agency. Enter the date signed.

Agency 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.

Vendor (Supplier):
Enter the AASIS Vendor number and vendor name.
(Alternate: Or enter the vendor address, city, state, and zip code.)

Partner Vendor (Payment):

Enter the AASIS Vendor number and vendor name only if the vendor payment address is different than
the ordering address.

(Alternate: Or enter the vendor address, city, state, and zip code.)

Miscellaneous:

Select the appropriate category: Commodity, Service or State Contract.

Delivery Date: Enter the expected day of delivery for goods to be received.

State Contract Number: If utilizing a state contract, enter the number (it will start with SP or 46).

If utilizing a cooperative contract, also enter the Co-op contract number.

Service Type: If a service, enter the type of service (example: Professional, Consulting, Technical, etc.).
Validity Begins and Validity Ends: Enter the beginning and ending dates of the contract.

AASIS Outline Agreement: Enter the AASIS Outline Agreement (it will start with 46).

If a Professional /Consultant Service Contract Number: Enter the contract number.

Order Items:

Commodity (An article of commerce especially when delivered for shipment)
e Enter “total projected cost” — the anticipated cost of the contract including all possible
extensions
e Report Category has been added as a mandatory field (select from drop-down box)
e Enter the detailed specification of goods to be received.
e Select the unit of measure from the drop-down.
e Enter the quantity to be purchased.
e Enter the unit price.
e Skip the est. yearly cost.
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Enter the sub-total.

Select the sales tax code from the drop-down.
Enter the total price.

Enter the appropriate financial element.

Click “Add Item” button for more entries.

Service (An act or a variety of work done for others)

Enter the detailed specification of service to be rendered.
Select the unit of measure from the drop-down.

Skip the quantity and the unit price.

Enter the estimated yearly cost for services that vary monthly.
Enter the sub-total.

Select the sales tax code from the drop-down.

Enter the total price.

Enter the appropriate financial element.

e C(Click “Add Item” button for more entries.

Financial element examples:

Example 1: GL Account and Cost Center

Example 2: Asset

Example 3: GL Account, Cost Center and Project/WBS Element
Example 4: GL Account, Cost Center and Internal Order
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