Department of Purchasing
Request for RESERVED PURCHASE ORDER


Attention End User:

· Please fill out Section A below and e-mail as attachment to PurchAdmin@uthscsa.edu 
· Call Purchasing’s Central Desk at 2-6200 with any questions.

SECTION A

	Department  Name & Department ID
	             

	Contact Name
	     

	Phone
	     

	E-Mail
	     

	Project ID
	     

	Vendor
	     

	Reason for Repair / Reprint
	     

	Estimated Cost
	     


Instructions for Requesting Department (in order of occurrence):
The following must be done while processing requisition (Reference Chapter 4, Pages 1-2 in the Purchasing PeopleSoft Manual)
1.  
Requester must process requisition only once work has been completed and invoice has been received.
2. 
Requester must set the vendor equal to RESERVED.
3.  Requester must use the RP01 standard comment on their requisition and fill out this section completely.  This is extremely important because this comment will convey to the buyers the REAL name of the vendor and their information, the purchase order number that has been reserved and the invoice number that was given.
4. 
Requester must e-mail PurchAdmin@uthscsa.edu requisition has been processed and provide the requisition number.

5. 
Requester must write “RESERVED PURCHASE ORDER” on the invoice.  

6. 
Requester must write the Reserved Purchase Order Number on the invoice.
7. 
Requester must forward the original invoice to Accounting for payment processing.
8. 
Requester must forward a copy of the invoice to the Purchasing Department for finalization.
	SECTION B
(FOR OFFICE USE ONLY)


	Received by:
	
	Date:
	


	Approval for over $5,000.00
	
	Date:
	


RESERVED PURCHASE ORDER NUMBER: _______________________________

	Contact 
	Comments

	1.
	
	

	2.
	
	


	Final Status

	Requisition Number:
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