
RensselaeR Union
Purchase Requisition Form FTR

PayPal
Money order
Direct Travel 
Club operating Fund

To be filled in by finance office:

P.O. #

Please PRinT neaTly
Vendor iD#

Vendor name

Vendor address

Corporation name for credit card orders 
(if not same as vendor)

Vendor Phone
Vendor Fax # (Required*)

Please Choose one:
Will Pick-Up Po

Please Fax Po*
Please Email PO

Will Pick-Up Check at Union

hold Check at Rice Bldg.
Please Mail Check

Club name

acct # To Be Charged

**From Budget:

item # Description (be as specific as possible) specific Details Qty. Unit Price extended Price

**By signing this, I the Club Officer signed below, affirm that the 
information provided is accurate and from our current approved budget. TOTal

DaTe

DaTeUniOn STaff SignaTUre

ClUb OffiCer’S SignaTUre

ClUb aCCT. # Org.

gOal PrOgram

sPeCial insTRUCTions:
_____ Rush _____ Mail attachments

Purchase order/Blanket 
Declining Balance Credit Card 
(For Travel and entertainment (Food) only)

Check Request (invoice necessary) 

PRe-aPPRoVal

Pick Up arrangements

Activity

Club Officer Name

Officer Position

Phone

Email

Today's Date:

Date Required:Program codeSub Account

NELSOH3
Typewritten Text

NELSOH3
Typewritten Text

NELSOH3
Line

NELSOH3
Line

NELSOH3
Line

NELSOH3
Line

NELSOH3
Line
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