ASDA PURCHASE ORDER CONTROL FORM

Contact Name:_______________________ ________________________________________
Contact e-mail_____________________________________________________________
PO # ________________________________
Attached is your approved purchase request. Once signed by two ASDA officers you are authorized to make the purchase. Do not make a purchase until you receive a signed approval. To process the payment, complete the following:
________	Confirm the vendor address	
This is the address where the check will be mailed, not always where the purchase was made. If a change is necessary, draw a single line through the printed name and/or address and neatly print the correct information. 
________	Correct the actual purchase amount
If the amount requested on the encumbrance form was different than the actual amount of the purchase, draw a single line through the printed amount and write in the correct amount. Do not include NYS sales tax or bottle deposits for reimbursements to individuals. You can obtain tax exemption forms from Sub-Board I, Inc. at 645-2954 or 341 Student Union.
________	Attach the original, itemized receipt(s) or invoice(s)
The receipt or invoice must be original, not photocopied or faxed.  The receipt must be detailed- a credit card receipt showing only the total charge is not acceptable. Airplane boarding passes are unacceptable, you need the actual receipt.
________	Attach proof of the event
The proof of the event must show that it is a legitimate expense of your student group according to the SUNY Board of Directors guidelines. Proof of the event could be an e-mail, flyer, meeting agenda, invitation, etc..
________	Attach proof of purchase
If you have made a purchase and wish to be reimbursed, you must attach proof that you are the individual to be reimbursed. A credit card statement showing your name and the last 4 digits that show on the credit card receipt, a copy of your credit card with all digits except the last 4 blacked out, a copy of the front and back of your cancelled check are some possibilities. We need to trace your name to the credit card number or check. Cash purchases need no additional backup.
________	Sign the receiving report on the copy of the purchase order
This is the way that you personally verify that the goods or services your organization is paying for were indeed received.
________	Complete the attached Capital Equipment Form
Any purchase of equipment that costs over $500 and has a useful life of more than one year is considered to be capital equipment and must be tracked via an inventory database. The equipment will be tagged with an inventory sticker showing ownership by SBI.

***	Staple all requested documentation to the purchase order copy and mail to SBI via courier or to
	341 Student Union SUNY at Buffalo, Buffalo, NY 14260.
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