






















REQUISITION FOR EQUIPMENT, SUPPLIES, APPARATUS & SERVICE 
TYPE OR PRINT IN INK 


Forms available in college Administrative Services office 
 


Suggested Vendor:  One vendor per requisition.  Please do not abbreviate vendor name. 
If vendor is new you must include address and phone number. 
*FOR REIMBURSEMENTS:  Enter payee name and W# and address 
 
Staff Member:  Person to receive delivery/placing order 
 
Date Written:  Date the request is being submitted.  
Date Required:  PLEASE do not use ASAP, an actual date is necessary. 
 
BE REASONABLE; CONSIDER PROCESSING FOR COLLEGE, DISTRICT, VENDOR AND WAREHOUSE.  ALLOW MINIMUM OF 4 WEEKS. 
 


Division/Department:  Division and department placing the order. 


Room Number:  Indicate location of installation, required for all capital purchases.   
PRODUCTS COSTING $1000+ WITH A USEFUL LIFE OVER 1 YEAR ARE NORMALLY CONSIDERED CAPITAL OUTLAY.   
 
Return Requisition To:  Person to receive copy of requisition after requisition number is assigned. (Ex: 
anyone who would need a copy for tracking/referencing purposes.) 
 
Description:  Product-type-size-color-stock number. (Please, no UPC or page numbers). 


• IF PRODUCT HAS BEEN RECEIVED & INVOICED:   Write "Pay Attached Invoice #XXX",  plus a short description. 


• FOR REIMBURSEMENTS:  Write "Reimbursement for Attached Receipts for Purchase of... “  describe the purchase(s). 
STAPLE RECEIPTS AND INVOICES BEHIND REQUISITION, DO NOT USE PAPERCLIPS. 
 
Unit: Order units as listed in vendor catalog.  Use bold abbreviation as listed below:    
bag  BAG bottle BTL box  BOX carton CTN     case  CS container  CON dozen  DZ 
drum OR each EA foot  FT gallon  GAL    gram  GM gross  GR                hundred C 
inch IN jar JAR lot  LOT meter  MET month  MO ounce  OZ               pad  PAD        
pack PK package PKG           pair  PR  piece  PC pint  PT  pound  LB               quart  QT 
roll RL ream RM set   SET  sheet  SHT spool  SPL thousand   M           yard  YD 
 
Quantity:  Number of units.  Unit Price:  Actual or estimated unit cost.  Always necessary. 
 
Extended Cost: Extend unit costs.  Total Cost: Total estimated cost, excluding tax and shipping. 
 EXCEPTION:   WHEN  RECEIPT  OR  INVOICES  ARE  ATTACHED  USE  ACTUAL TOTAL COST , INCLUDING TAX  AND  SHIPPING. 
 
 
 


Account Number:  Enter FUND - ORG - ACCT - PROG numbers to be charged. 
 
Approvals: Forward requisition to your Division Dean for approval/signature.  Division Dean attests to the 
appropriateness, accuracy, and completeness.  The Division Dean will forward approved requisitions to the 
college business office for required additional approval. 
 
Tax & Shipping: Please note that if you place an order with an outside vendor, we still must pay CA tax rate, 
out-of-state or if the vendor doesn’t include the taxes we still must pay. Please include the shipping, freight, or 
handling charges on the shipping line 






Requisition

		LAS POSITAS COLLEGE Equipment, Apparatus and Service Requisition												#R				0

		FOR REIMBURSEMENT:  List payee name & ssn.						TAX ID#

		SUGGESTED VENDOR																FOR OFFICE USE ONLY

		NAME OF STAFF MEMBER		DATE WRITTEN		DATE REQUIRED		DIVISION/ DEPARTMENT		For inventory purposes include room # where								RETURN COPY of REQUISITION TO:

										equipment will reside:

		DESCRIPTION		(PRODUCT, TYPE, SIZE, COLOR, STOCK NUMBER)										UNIT		QTY		UNIT PRICE		TOTAL

																				$   - 0

																				$   - 0

																				$   - 0

																				$   - 0

																				$   - 0

																				$   - 0

																				$   - 0

																				$   - 0

																				$   - 0

		Vendor Information/ Remit To:						Deliver To, include room # (optional):												$   - 0

								Las Positas College												$   - 0

								Attn:												$   - 0

								3000 Campus Hill Drive, Livermore, CA 94551												$   - 0

								(925) 424 -												$   - 0

		Comments:												Subtotal						$   - 0

														Tax				9.25%		$   - 0

										BT#				Shipping (if available):

		Original invoices and receipts must be attached for payment.  Include current taxes unless incorporated in price.																TOTAL COST		$   - 0

		ACCOUNT #

				FUND		ORG		ACCT		PROGRAM				Business Office

		APPROVALS

				Supervisor/ Coordinator/ Director								Dean/ VP/ President





Office Depot

		LAS POSITAS COLLEGE Equipment, Apparatus and Service Requisition												#R				0																Click here for step-by-step instructions on the Office Depot Ordering Process:

		FOR REIMBURSEMENT:  List payee name & ssn.						TAX ID#																										http://laspositascollege.edu/adminservices/assets/docs/Office%20Depot%20Instructions.pdf

		SUGGESTED VENDOR		Office Depot														FOR OFFICE USE ONLY

		NAME OF STAFF MEMBER		DATE WRITTEN		DATE REQUIRED		DIVISION/ DEPARTMENT		For inventory purposes include room # where								RETURN COPY of REQUISITION TO:

										equipment will reside:

		DESCRIPTION		(PRODUCT, TYPE, SIZE, COLOR, STOCK NUMBER)										UNIT		QTY		UNIT PRICE		TOTAL

		Office Depot Order #																		enter total here

																				$   - 0

																				$   - 0

																				$   - 0

																				$   - 0

																				$   - 0

																				$   - 0

																				$   - 0

		Vendor Information/ Remit To:						Deliver To, include room # (optional):												$   - 0

		Office Depot						Las Positas College												$   - 0

								Attn:												$   - 0

								3000 Campus Hill Drive, Livermore, CA 94551												$   - 0

								(925) 424 -												$   - 0

		Comments: NOTE: multiple orders may be listed on one requisition.												Subtotal						N/A														NOTE: Subtotal highlights red if subtotal is less than $50 (not including tax). There is a $10 fee for orders less than $50, so you are highly encouraged to order extra supplies to make the most of your funds!

														Tax				9.25%		N/A

										BT#				Shipping (if available):						N/A

		Original invoices and receipts must be attached for payment.  Include current taxes unless incorporated in price.																TOTAL COST		$   - 0

		ACCOUNT #

				FUND		ORG		ACCT		PROGRAM				Business Office

		APPROVALS

				Supervisor/ Coordinator/ Director								Dean/ VP/ President



http://laspositascollege.edu/adminservices/assets/docs/Office%20Depot%20Instructions.pdf



Amazon

		LAS POSITAS COLLEGE Equipment, Apparatus and Service Requisition												#R				0																NOTE:

		FOR REIMBURSEMENT:  List payee name & ssn.						TAX ID#																										Amazon lists "SKU" numbers for item pages in the URL. Please reference this "SKU" number first in each line item as it helps ensure the correct item is ordered (searching for the item by name/title does not always bring up the correct item, and some items are listed multiple times with slight variations).

In the example below, the "SKU" number is:
B07QG3ZXQC



Instructions for Requesting Items From Amazon:
1. Find each item on Amazon.com
     a. For each item, notate the "SKU" (mentioned above) on the Requisition
     b. Update the quantity requested and add to cart
     c. Put the "SKU" number, item name, quantity, and unit price for each item on the Requisition
     d. Repeat for each requested item
2. Once all items have been added to cart, view your cart and print the page. The page should show all requested items, their quantities, as well as the (1) subtotal, (2) shipping, (3) tax, and (4) estimated total.
3. Complete all necessary fields on the Requisition.
4. Staple the printed cart to the back of your Requisition and submit to your supervisor for first level approval.
     a. All Requisitions require signatures from
          i. Director/Coordinator/Supervisor
          ii. Division/Department Dean
          iii.  Vice President (or President if no VP above you)
5. Once approved up to the VP level, submit the packet to the Administrative Services Office. The Administrative Services Office will obtain final approval from the Vice President of Administrative Services.
6. Once final approval is obtained, the Administrative Services Office will order the items requested. Items will not be delivered until the order is approved by the District Office.

NOTE: item prices and overall cost may vary. The Requisition form will be updated with the final pricing once items are ordered.

		SUGGESTED VENDOR		Amazon														FOR OFFICE USE ONLY

		NAME OF STAFF MEMBER		DATE WRITTEN		DATE REQUIRED		DIVISION/ DEPARTMENT		For inventory purposes include room # where								RETURN COPY of REQUISITION TO:

										equipment will reside:

		DESCRIPTION		(PRODUCT, TYPE, SIZE, COLOR, STOCK NUMBER)										UNIT		QTY		UNIT PRICE		TOTAL

		Enter each item from Amazon on each line. List the SKU # first, followed by the item name (see right)																		$   - 0

																				$   - 0

																				$   - 0

																				$   - 0

																				$   - 0

																				$   - 0

																				$   - 0

																				$   - 0

																				$   - 0

		Vendor Information/ Remit To:						Deliver To, include room # (optional):												$   - 0

		Amazon						Las Positas College												$   - 0

								Attn:												$   - 0

								3000 Campus Hill Drive, Livermore, CA 94551												$   - 0

								(925) 424 -												$   - 0

		Comments:												Subtotal						$   - 0

														Tax				9.25%		$   - 0

										BT#				Shipping (if available):

		Original invoices and receipts must be attached for payment.  Include current taxes unless incorporated in price.																TOTAL COST		$   - 0

		ACCOUNT #

				FUND		ORG		ACCT		PROGRAM				Business Office

		APPROVALS

				Supervisor/ Coordinator/ Director								Dean/ VP/ President





@ amazon.com/CRAFTSMAN-Measure-Self-Lock-25-Foot-CMHT372255/dp/BOTQG3ZXAC/:







	Requester Name: 
	Division Name: 
	Equipment Location Building: 
	Room: 
	of classessections: 
	of students: 
	CostEquipment or Materials: 
	CommentsEquipment or Materials: 
	CostTaxes 95: 
	CommentsTaxes 95: 
	CostShipping or Delivery Charge: 
	CommentsShipping or Delivery Charge: 
	CostInstallation Costs: 
	CostMiscellaneous Costs: 
	CommentsMiscellaneous Costs: 
	CostFacilities Modifications: 
	CommentsFacilities Modifications: 
	CostOperator Training: 
	CommentsOperator Training: 
	CostMaintenance  Repair Training: 
	CommentsMaintenance  Repair Training: 
	CostStorage: 
	CommentsStorage: 
	CostOther: 
	CommentsOther: 
	CostVendor Discount: 
	CommentsVendor Discount: 
	Grand Total: 
	CostAnnual Service or Maintenance: 
	CommentsAnnual Service or Maintenance: 
	CostEstimated Parts Replacement Per Year: 
	CommentsEstimated Parts Replacement Per Year: 
	CostOutside Standardization or Calibration Costs: 
	CommentsOutside Standardization or Calibration Costs: 
	CostStorage Costs: 
	CommentsStorage Costs: 
	CostNew Supply Costs: 
	CommentsNew Supply Costs: 
	CostMiscellaneous Costs_2: 
	CommentsMiscellaneous Costs_2: 
	CostMaintenance  Repair Labor: 
	CommentsMaintenance  Repair Labor: 
	Other_2: 
	CostOther_2: 
	CommentsOther_2: 
	Is this in their current scope of duties: 
	Indicate cost to train key operator include in Initial Startup Costs above: 
	Indicate amount of time per month key operator will use equipment: 
	Indicate the person performing maintenance and repairs: 
	Indicate cost to train for maintenance and repairs: 
	Indicate amount of time per month maintenance will be required: 
	Title of Request: 
	Location Comments: 
	Program Review: 
	Program Review Wording: 
	Teaching: 
	Learning: 
	Outcomes: 
	TOC 4: 
	TOC 5: 
	TOC 6: 
	Train Key Operator: 
	Monthly Maintenance: 
	Section 1- Equp Descp: 
	Text2: 
	Date13_af_date: 
	Date15_af_date: 
	Date17_af_date: 
	Date21_af_date: 
	Date19_af_date: 
	TOC 1: 
	TOC 2: 
	TOC 3: 
	CommentsInstallation Costs: 


