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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 PR Notes section of the Purchase Requisition:


When ordering vehicle parts – indicate the vehicle number and repair order number.  If the item is an inventory item, indicate bin number and where parts will be stored.


For repairs – indicate building location and work order number.


For contracted services – indicate Board approval date and contract amount.








