University of Guelph – Department of Athletics - Sports Club Program

Purchase Request Form – Appendix O
This form is to be used to initiate a purchase of equipment or supplies.  

DO NOT use this form for entertainment or travel-related expenses.

Sport Club: ________________________________________________________________

Requested by: __________________ Phone: ______________ Date: _________________



       
         (club officer)

Approved by: ________________________________________ Date: _________________






(sport club director)


CHARGE TO:  Sports Club Funds

Purchase Under $1,500





Purchase Over $1,500
Vendor Name: _______________________________

Preferred Vendor: _______________________

Address: ___________________________________

Address: ______________________________

City/Prov/PC: _______________________________

City/Prov/PC: __________________________

Contact Name: ______________________________

Contact Name: _________________________

Phone #: ___________________________________

Phone #: ______________________________

Fax #: ______________________________________

Fax #: ________________________________

Date Items Needed by: _________________________

Date Items Needed by: ___________________

Please check all that apply below:



Justification for this Vendor:

  [  ]  Will deliver order to vendor and pick up items

______________________________________

  [  ]  Fax Order






______________________________________


[  ]  Deliver Items to Campus



______________________________________


[  ]  Pick Up Items/Return Receipt to Office

** Please attach a quote from the Vendor
	Qty
	Unit
	Catalog #
	Complete Description of Items or Services (or attach quote)
	Unit $
	Total $

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Purpose of Purchase:
	                                                                             Subtotal
	
	

	
	                                                                             Tax
	
	

	
	                                                                             Shipping
	
	

	
	                                                                             Grand Total
	
	





* Allow two weeks for Purchase Orders to be approved.

