






Provide us the information for the vendor you are working with. The name of the vendor and mailing address are 

required, but we recommend including all contact information you have so we can complete your purchase efficiently.  

 

Let us know if you will be picking up the purchase or if it will be delivered to the University. Please note ς student 

organizations are responsible for picking up items that are unable to be delivered.  

Upload an itemized list for the purchase. There is a excel spreadsheet document for you to complete for this step. 

Include a description, price, and quantity for every item purchased. The document will total it for you, so you do not 

need to add the amounts yourself.  

If you have a quote from the vendor (NOT an invoice), please upload it here as well.  

 




