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Effective Tuesday, September 2, 2008 all purchase requisitions must have the details mentioned in the comment boxes.  All purchase requisitions that do not have the required information will be rejected back to the originator for corrections.  


The following information must be placed in the Notes Print Before section of the Purchase Requisition:


When ordering from DIR – indicate DIR contract number and customer agreement number.


When ordering from Dell – indicate quote number and DIR customer agreement number.


When ordering from SHI – indicate DIR contract number and customer agreement number.


When ordering from Calence – indicate DIR contract number.


When ordering from US Tech – indicate DIR contact number and customer agreement number.


When ordering from TCPN – indicate TCPN contract number.


When ordering from Buyboard – indicate Buyboard contract number.


When ordering from awarded bids/proposals/qualifications – indicate bid number and item number.











