
GORDON STATE COLLEGE 
REQUISITION 

 

DEPARTMENT:       No.       
FROM:       Date

: 
      

DELIVERY DATE REQUESTED       
VENDOR       FEDERAL I.D. #:       

ADDRESS:             

PHONE:       FAX:       
CONTACT PERSON       
APPROVED:    
  Department Head  VPFA 
 

ITEM QUANTITY UNIT 
PRICE 

TOTAL 
PRICE 

                   
                  
                  
                   
                   
                  
                   
                   
                  
                  
SHIPPING OR FREIGHT CHARGES         

TOTAL 
 
INSTRUCTIONS: 1. TYPE REQUISITION.  FORWARD 

ORIGINAL, FIRST, SECOND AND 
THIRD COPIES TO BUSINESS 
OFFICE.  FILE FOURTH COPY. 

2. INDICATE VENDOR.  INCLUDE 
SPECIFICATIONS AND/OR 
ILLUSTRATIONS.  BE SPECIFIC. 

3. SUBMIT REQUISITION WELL IN 
ADVANCE OF DATE ITEM IS 
NEEDED.  ALLOW 5 WORKING DAYS 
FOR CHECK ADVANCES. 

FOR OFFICE USE ONLY 
 AMOUNT 

A/C NO.  __________________________   _______  

A/C NO.  __________________________   _______  

A/C NO.  __________________________   _______  

TRAVEL APPROVAL  ___________________________  

P.O. NO.   _________ DATE  __________________  

 
PURCHASING (WHITE) (2) ORIGINATOR (GREEN) (3) ACCOUNTS PAYABLE (YELLOW) (3) CENTRAL RECEIVING (PINK) (4) FILE (GOLDENROD) 
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