
ROY MUNICIPAL SCHOOLS
PURCHASE REQUISITION

DATE: REQ #

         EMAIL-PRINT TO ATTACH SUPPORT

  -- REQUESTOR PLACES ORDER
        $0 - $10,000  Requires purchased at 
best available price (3 quotes if not using 
CES Vendor)
        $20,001+ Requires sealed bids in 
accordance with Procurement Code MAILING ADDRESS
            $10,001 - $20,000  Requires 3 quotes CITY STATE  ZIP
        Professional Services less than $50,000 
~ no bid.   (All purchases will be made in 
accordance with NMSA Ch. 13-1-1 through 
13-1-199, Public Purchases)

                                           New Vendor? Form W-9 from Vendor attached? 

EXPENSE ACCOUNT

ITEM NUMBER QTY ITEM DESCRIPTION - be detailed Unit Cost TAX TOTAL

Requested by: TOTALS

Club/Class Treasurer:                            S&H

Must have a fundraiser form approved by Stu. Coun. TOTAL

Administrator Approval:

Budget Authority: Date: 

        OFFICE PLACE ORDER

VENDOR INFORMATION:

NAME

PHONE/FAX/EMAIL __________________________________________                             

    PO # MUST BE ISSUED PRIOR TO 
OBTAINING ANY PURCHASE

INVOICE

YES 
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