	PURCHASE
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	State of Nebraska
	  State Purchasing Bureau

301 Centennial Mall South

Lincoln, Nebraska 68509

Phone: 402-471-2401

	   Date:
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INSTRUCTIONS FOR COMPLETION OF A PURCHASE REQUISITION

Please refer to the illustration on the previous page.

1.
DATE


Enter preparation date.

2.
SHIP TO

Enter the name, address, and such other information pertaining to delivery.

3.
BILL TO

Always enter the following address:
NEBRASKA DEPARTMENT OF EDUCATION

CENTRAL ACCOUNTING SECTION

P.O. BOX 94987

LINCOLN, NE  68509

4.
AGENCY 

REQUISITION 
Enter the number assigned by your agency to the requisition. Generally, requisition numbers

NO.



are assigned sequentially. Care should be taken to avoid duplication in number assignment.


5.
AGENCY CONTACT/
Enter the name and telephone number of an individual who may be contacted if additional

PHONE


information is required.

6.
DATE


Enter the date by which delivery is desired. This should be an approximation and a realistic

REQUIRED 

expectation for the commodities involved. Avoid using terms such as "Rush", "Urgent", "As Soon As Possible", or "Immediately".

7.
DESCRIPTION


Double space between items. Enter the description or specifications of the item(s) desired.  The description should be detailed and include if appropriate:
(a) color; (b) size or dimensions; (c) model or style; (d) brand name; (e) fabric or material, or (f) any other identifying quality.

NOTE:  It is not necessary to complete a separate requisition for each different item desired; however, similar items should be grouped on the same requisition to simplify handling in State Purchasing. It is also not permissible to divide or fractionate requisitions in order to avoid the dollar value requirements for competitive bidding.

8.
QUANTITY



Enter the quantity or amount of each item desired.

9.
UNIT




Enter the standard of measurement associated with the quantity of each item desired.  (i.e. each, dozen, gross, pound, etc.).

10. UNIT PRICE &


Not required. A price previously determined by the requesting agency may be indicated; 

11. TOTAL




however, agency designed prices may be subject to change.

12.
TRANSACTION 


Enter the applicable coding. If the expenditure is to be charged to more than one funding

CODING 



source, indicate the proper distribution of the expenditure in the field "Percent".

13.
AUTHORIZED


Obtain an authorized signature, as evidenced by the Authorized Agent Card on file with DAS SIGNATURE


Materiel Division. (Signature stamps are not acceptable.)

14.
COMPLETE IF 


If a specific vendor or supplier is designated by your agency, specify the reason by marking

APPLICABLE 


the appropriate box. Sufficient written justification should be provided in support of your position. NOTE:  The indication of a suggested vendor does not preclude the procurement from another source if so determined by the State Purchasing Bureau.

