INSTRUCTIONS:  This request must bear all necessary approval signatures and be complete before it is presented to the Bursar’s Office.  Retain a copy for your files.  INCORRECT REQUEST FORMS WILL BE RETURNED.

PURCHASE REQUISITION

Cypress College Bursars Office








          Fund-Account (Clubs, CRPA, Trusts)  

	Title of Account
	
	Fund-Org-Acct-Prog (Others)
	


	Requested by

Club/Org. Officer
	

	

	

	Approved by:

	
	
	 Date

	
	
(Advisor)
	

	 Date

	Authorized by:
	
	

	

	
	
(Division Dean)
	
	 Date

	Authorized by:
	
	
	

	
	
	
	 Date


Make Check Payable To:                                  Banner ID#
	Name (legal)
	

	Address & Street
	

	City, State, Zip
	                                                                     Phone #


	
	Will call for PO
	
	
	Will call for check
	
	
	Receipts attached

	
	Mail PO to vendor
	
	
	Mail check
	
	
	Change/receipts to be returned to Bursars Office with check number.

	
	
	
	
	Journal entry
	
	
	


If completed properly, requests should be processed within five working days of receipt by the Bursars Office.


	Quantity
	Description of Article or Service Required

(Include nature of event, location, date names)
	Unit Price
	Amount

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
Sales Tax
	
	

	
Date needed: Needed::
	
	
ESTIMATED  TOTAL 
	



A district employee whether full-time, part-time or hourly must be paid by District payroll, not by a Bursar Requisition.
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