
INTERNAL PURCHASE REQUISITION   Southwest Virginia Community College 
           276/964-2555 (Ph.); 276/964-9307 (Fax)  

 

 

 

 

 

Commodity 
Code Description Qty. Unit Unit Price Total Cost 

      

      

      

      

      

 Enter Total from Page 2     

 Enter Total from Page 3     

  
 CONDITIONS OF PURCHASE: 
 GOODS, PRINTING, AND NONPROFESSIONAL SERVICES.  Check appropriate box.  

 

            

 

  
 

  

 
 

 

Individual Receiving Quote:                 Date:   
 
 

Vendor: Federal ID#: Quotation by: Telephone: Amount: 
     
     
     

 Signature of Requester  Date          Signature of Vice President  Date 
 
 
 Signature of Dean/Supervisor /Grant Director        Date    Signature of President  Date 
 
Ordered for:     

Total Pages:  ______          Accepts VISA 

                                             YES   NO   

CONTRACT #________________________ 

       

VENDOR: 

PO#: 

Date: 

Purchase Order 

SHIP TO:   
Southwest Virginia Community College 
724 Community College Road 
Cedar Bluff, VA  24609 

Confirming Invoice 

Payment in Advance 

TOTAL

 

 
SOLE SOURCE:  Procurement (no other vendor available).  Contact Business Office for required information.   
                                 Attach justification form. 

 

CHARGE CODES

GRANT LINE ITEM 

 

$0 - $5,000:  One quote required from a DMBE certified small business.  Fill out form and submit to the Business Office. 

$5,000 - $50,000:  Solicit a minimum of 4 DMBE certified small business sources and attach written quotes.

EMERGENCY PURCHASE:  (health, safety, or equipment in jeopardy). 

AIR FARE:  Contact Business Office. 

CAR RENTAL:  Contact Business Office before trip. 

GROUP TRAVEL:  Can use travel contract or must bid.  Contact Business Office.

 Shipping Charges:  FOB Destination  Prepay & Add 

Revised 3/2011
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