Interdepartmental Requisition and Journal Entry Form

Need Merchandise from
Chemistry Stockroom

Yes

Chemical?

(i.e. MSDS)

Yes

Consumable?
(i.e. glassware,
etc.)

A

???
Jhunu
Jerry Horne Chatterjee
initials initials
A
Supervisor

initials

4

John Taylor/
Shavaughn
Robinson

Student takes form to Chemistry Stockroom,
picks up merchandise, brings receipt to A244
FAMU-FSU COE

[\

v

Requester’s
Mailbox

Student responsible for carrying the paperwork through this point



John
Callout
Student takes form to Chemistry Stockroom, picks up merchandise, brings receipt to A244 FAMU-FSU COE


Florida State University

* Required for projects only  ***  Optional for projects

Reset Form ( \

Interdepartmental Requisition and Journal Entry Form  Optional " Required for construction projects only J
DATE | DEPARTMENT NAME SEND TO: (Do Not Write in this Space)
Do not write here Do not write here Do not write here Do not write here
COINTACT TELEPHONE NO. |:| Printing Services |:| Bookstore D Campus Services -
|:| Union Copy |:| Computer Store D User Services e
_ APPROVED BY . ! _ APPROVER'S SIG'_‘ATURE |:| Chemistry |:| Parking Services |:| Biology BT —
| Do not write here Do not write here Do not write here Do not write here |
DATE REQUIRED _| LOCATION FOR DELIVERY [ other (please specify)
| Do not write here Do not write here Do not write here Do not write here | Refi [INVOICE]
T

BUYING DEPARTMENT CHARTFIELDS

DEPT ID FUND PROJECT CF1** CF2** CF3* RESRC RESRC RESRC BUD PC ACT| RESRC
* TYPE *** CAT **  |SUB-CAT *** [REF ***| BU* |ID *[ANLTYPE*

Do not write here Do not write here Do not write here Do not write here Do not write here Do not write here Do not write here Do not write here
| | | | | | | | | | | |

ALL PRICES ARE ESTIMATES UNTIL FINAL INVOICE

ITEM QUANTITY DESCRIPTION OF ITEMS OR SERVICES REQUESTED ACCOUNT UNIT EXTENDED
NO. PRICE PRICE

Include your merchandise information here. Include unit price and quantity. We will cross out any unused lines. This implies that there
| [will be no additions after the form is improved.

3. Supervisor's initials go in left-hand column. Jhunu Chatterjee or Jerry Horne (see flowchart) must 1
initial in left-hand column as well.

CONTRACTS AND, Do not fill out any other areas of this form.

APPROVED BY: Once we have filled out the account information, we will put this in your mailbox. You can then take
it to Chem. Stockroom.

SELLING DEPART

Return receipt from Chem. Stockroom to Room A244 FAMU-FSU College of Engr.

DEPT ID

l
_I Do not write here Do not write here Do not write here Do not write here Do not write here Do not write here Do not write here Do not write here |_



John
Polygon

John
Text Box
Supervisor's initials go in left-hand column. Jhunu Chatterjee or Jerry Horne (see flowchart) must initial in left-hand column as well.

Do not fill out any other areas of this form.

Once we have filled out the account information, we will put this in your mailbox.  You can then take it to Chem. Stockroom.

Return receipt from Chem. Stockroom to Room A244 FAMU-FSU College of Engr.

John
Line


Purchase Request Form

( Need Merchandise >

. Yes
Chemical?
(i.e. MSDS)
No
Y
Consumable? Yes
(i.e. Non-
Equipment)
A
Jhunu
Jerry Horne Chatterjee
No initials initials

Supervisor
initials

4

John Taylor/
Shavaughn
Robinson

Merchandise will arrive at A244 FAMU-FSU
COE. Requester may pick up merchandise

v

when their name has been placed on the box. N( L )
Requisition

Student responsible for carrying the paperwork through this point



John
Callout
Merchandise will arrive at A244 FAMU-FSU COE.  Requester may pick up merchandise when their name has been placed on the box.


Purchase Request Form

Please type all information. For reimbursement only, fill in ““‘Requester Information’ below and
have P1I sign.

| If reimbursement please check I:H

Requester Information
Name
Address [Your Information Here |
City, State, Zip
Phone
Email
Vendor Information
Name
Address
City, State, Zip [Vendor Information Here |
FEID#
Phone
Fax
Email
L . . . Extended
Item | Part# Description Qty | Unit | Unit Price Unit Price
1
2
3
g iMerchandise Information Here ]
6
7
8
9
10
Justification (required)
[Fill this out: Always |

A

For Office Use Only Notes
Project # [ -
Fund # I
PGM# |
Req. # I
Req. Date I /

|Always Required }—/ One of these required: See flowchart

Supervisor Approvalt: ___ Jejry nu Chatterj
*required for Student and Pest-Doc requests A

PRF0309



John
Text Box
Your Information Here

John
Text Box
Vendor Information Here

John
Text Box
Merchandise Information Here

John
Text Box
Fill this out: Always

John
Oval

John
Oval

John
Oval

John
Callout
Always Required

John
Callout
One of these required: See flowchart

John
Line
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