
TO: Library Accounting Services LIBRARY ADMINISTRATIVE USE ONLY

234 Olin Library    REQUISITION

   NUMBER:

NOTE: PROCUREMENT CARD CAN BE USED FOR MOST  PURCHASES UNDER $500

(PLEASE CONTACT LIBRARY ACCOUNTING SERVICES FOR DETAILS)

REQUESTED BY:  REQUESTING SPECIAL PROCESSING

Dat e Req uest ed : 3/30/2010 (please check if applicable)

Con t act  Person :  Jinhee Roper Dep t . w ill p ick up

Phone No : 255-9897 Prep aym en t  req u ired

Dep ar t m en t : DLIT Con f irm ing o rd er

DELIVER TO: Please FAX o rd er YES

Room  No . & Bld g.:      Vend o r  FAX Num b er 518-486-6867

Sp ecial Inst ruct ions:

VENDOR INFORMATION: IF REQUIRED.    Please attach:

Nam e: New York State Office Of General Services a) Un iversit y ap p roved  b id  in f o rm at ion  ($10000 & over )

Com p let e Ad d ress: Procurement Services Group b ) so le source just if icat ion  ($10000 & over )

Corning Tower Building c) cop y o f  q uo t e o r  invo ice 

Empire State Plaza d ) cop y o f  con t ract

Albany, New York 12242 e) vend o r  o rd er  f o rm

Con t act  Nam e & Phone No . Melissa Gretten, 518-473-2010

*DESCRIPTION OF MATERIALS REQUESTED:

Descr ip t ion Un it To t al

Cat  # Page #  (nam e, m od el, co lo r , d im ensions) Quan t it y Pr ice Cost

E-QUOTE #: 1008246200358 

Optiplex 760 Energy Star Desktop 2 $1,062.00

Dell software 2 $10.00

INVENTORY INFORMATION  (required for University Capital Asset Reporting) Mat er ial Cost

User  Nam e:  Inst allat ion  Cost

Room  No . & Bld g: Sh ip p ing/Hand ling

TOTAL COST $1,072.00

(* ) If  you need  m ore lines, use ano t her  f o rm  and  com p let e m at er ial sect ion  on ly and  st ap le t o  1st  p age.

 Account Number to Charge: L85-3712-6685, $942      L69-4705-6680, $130

PURCHASE AUTHORIZATION SIGNATURES:

(Depar t m ent  Head ) (Dat e)

(Direct or , Finance &Adm in ist rat ion) (Dat e)

531.00

5.00

3/30/2010

ENDOWED LIBRARY UNITS PURCHASE REQUEST FORM


