Purchase

Orders




Purchases of goods exceeding $2.500

e Determine the cost of the item
e Submit a purchase requisition
e Process the payment through Concur

e Contact Purchasing department at purchase@nmu.edu




e Have an estimate of cost
o Quote or printout

e Complete purchase requisition
o Attach supporting documents
o  Email purchase@nmu.edu
m  When vendor has an address that is different from
their W9 address ( remit to address), inform
Purchasing of different address so the PO can be
set up correctly

Note: Purchasing will email you with PO number
once they complete the processing of your request.

NORTHERN MICHIGAN UNIVERSITY
PURCHASE REQUISITION

REQUISITIONED BY DEPARTMENT APPROVED BY (Signature Required)

DELIVER TO (PERSON AND DEPT.) CHARGE TO PREAUDIT
IS THERE ANY DATA OR CONFIDENTIAL INFORMATION BEING SHARED: YES: NO: IF YES, A VENDOR PRIVACY AGREEMENT
IS REQUIRED
WANTED FOR ANALYSIS CODE PURCHASING APPROVAL DATE ORDERED |PURCHASE ORDER NO.
BID NO FED. 1.D. NO. NMU 1.D.
ORDER SHIPTO @ CENTRAL RECEIVING
FROM
OTHER:
PHONE #
o SHIP VIA
EMAIL
FOB DELIVERY DATE SPECIAL SHIP INSTRUCTIONS

DESCRIPTION

Note: Purchase orders will only be issued for purchases >$2,500 TOTAL:




Concur Settlement

e PO’swill feed overnight to Concur to
be processed by the person that
submitted the request

e Search for the PO number provided
by the Purchasing department

o Process like a normal invoice

Policy Name: ~ Invoice wiPO

Number:

mmmmmmmmm

Requested A KARLSTROM/PLANT OPS/906-

ndor
Afflated Steam Equip
few Detals | Edit
ttemization Summary
Line Number Description Quantity | niteice|  subtotal
10000 $100
[Account Code Distibuton Code Perceria et Arourt]
7121 2285215 100] $10,000.00




concur errors

e PO mismatcherror
o Verify vendor name and address is correct
o Verify you have the correct PO number
m Email venpay@nmu.edu if errors still exist (include invoice number)




Any questions?

reach out to
Vendor Payables
at
or ext 2339




