REQUEST FOR PURCHASE BY CREDIT CARD

Please complete this form and send it to the Procurement Services Department
(FAX #516.686.7433 or EMAIL: pbianco@nyit.edu *  rvillaum@nyit.edu* eziemak@nyit.edu)

Procurement staff will issue a Purchase Order upon receipt of the form and verification of sufficient budget.  You will then:
(a) be provided the credit card number and information to place the order; or 
(b) be asked to provide information (website, log-on ID, password) for Procurement to place the order with the vendor. 


Date:	

	Vendor Name:
	
	Vendor Contact:
	

	Vendor Phone #:
	
	Vendor Fax #:
	



If ordering via the internet, please attach a screen print of the web page.

	Requestor
	
	Department
	

	Extension
	
	Fax #
	

	Ship-to location
	Building

	Room #
	Campus (circle one)
   CI        NY       OW


	
	

	
	
	
	
	Contact person
	Phone #

	Account #
(required)
	CATEGORY
_________________________
	ACTIVITY CODE
________________________
	OBJECT CODE
________________________

	Total Cost
	
	Shipping
included?
	YES
	NO

	Provide a brief description of what is being ordered:




Approver’s Signature	Date:  	

   Requester’s Signature __________________________________Date: _____________________


THIS FORM MUST BE SIGNED BY THE AUTHORIZED APPROVER TO BE PROCESSED.



*** BELOW FOR PROCUREMENT SERVICES USE ONLY ***

	AmEx Card
	
	TD Card
	



Vendor (if different from above):  	

Actual Cost:  	



PO # Assigned  	

Signature  	
