                                            Improved Purchase Order Submission Processes
Steps
1. [bookmark: _GoBack]Complete “Purchase Order Request” (see attached) – All blue areas must be completed.
0. Circle Department (AAE, MSE, ENE, WIEP, MEP, EPICS)
0. Enter vendor information
0. List Purpose/Specific Benefit to project (request will not be accepted without this info)
0. Source of Pricing (ie: quote, website, email) – Please mark and also attach this information.
0. Circle:  Order, Reimbursement or invoice
0. Enter Deliver to Information
0. Enter Account Information (ie: Fund numbers, Cost Center, Internal Order)
0. Item Description and Catalog number.
0. PI Signature (this can be an email approval from the PI)
	
1. A: ARIBA or Credit Card purchases entered by Business Office (if you have signature approval complete step 2, if not please proceed to step 3): Email completed Purchase Order Request to eboarms@purdue.edu.  Subject Line should read: Purchase Request:  School or Dept (MSE, AAE, ENE, EPICS, MEP, WIEP), PI last name, Requester last name, Vendor (ie: Purchase Request: MSE, Trice, Rueschhoff, McMaster).    Be sure to attach all pertinent information (ie: quotes, screen prints of website, shopping carts). - Request will not be accepted without this info. Skip to Step 5
B: ARIBA or purchases entered in your Department:  You will need to scan and attach all pertinent paperwork electronically to your order when you enter it. (ie: signed purchase request, email approval, copy of quote, etc.). Skip to Step 5
C: Credit Card purchases on Departmental Card: You will need to turn in the Purchase Order Request with receipts to the ARMS business office. Skip to Step 5
1. If you do not have approval authorization to sign the request you will need to email a copy of the purchase request to your PI and cc: eboarms@purdue.edu . Subject Line should read: Purchase Request:  School or Dept (MSE, AAE, ENE, EPICS, MEP, WIEP), PI last name, Requester last name, Vendor (ie: Purchase Request: MSE, Trice, Rueschhoff, McMaster).    Be sure to attach all pertinent information (ie: quotes, screen prints of website, shopping carts). - Request will not be accepted without this info.

1. The PI will in turn Reply All the approval.

1. ALL PACKING SLIPS WILL STILL NEED TO BE TURNED INTO THE BUSINESS OFFICE.  This can be either a hard copy or a scanned copy emailed to eboarms@purdue.edu.    If you email a scanned copy, the subject line should read:  “Packing Slip: Vendor, PO#”.

Other Important Information

· Any orders over $10,000 please involve procurement early since these will need to go out for bid.  
· Any questions please contact Suzanne Kennedy in the Armstrong Business Office (45149).
