	Chautauqua County 

Office of Emergency Services

2 Academy Street, Ste A Rm 106

Mayville, NY  14757

(716) 753-4341 Fax (716) 753-4363 


	Purchase

Requisition/Receiving
Form


	Vendor Name/Address: Include State contract Award letter and #
	Ordered: Yes   FORMCHECKBOX 
  No   FORMCHECKBOX 
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	unit price
	amount

	
	
	
	

	     
	
	     
	

	     
	
	     
	

	     
	
	     
	

	     
	     
	     
	

	     
	     
	     
	

	     
	     
	     
	

	     
	     
	     
	

	     
	     
	     
	

	     
	     
	     
	

	TOTAL
	
	
	


Please be aware that you will need to submit 3 written quotes if total purchase is over $1,000.00.

	Requested By:
	
	Date:  

	Authorized by:
	     
	 FORMCHECKBOX 
 Approved
	 FORMCHECKBOX 
  Denied
	Date:       

	Comments:
Identify funding source
	     

	Account #:
	     

	Date received:
	     
	 FORMCHECKBOX 
 Received
	 FORMCHECKBOX 
  Refused
	Date Returned:      

	Received by:

Attach packing list 
or shipping label
Serial No. of item:
	     

	Invoice #        

	
	
	Paid date:      

	
	     
	Check #         


Requisitions
The Office of Emergency Services, in an attempt to keep a handle on spending, is initiating a requisition policy.  All purchases will need a requisition and approval before ordering.

· You will find the requisition form on the website http://www.chautcofire.org/ in the County Coordinator tab at the bottom of the page.

· Fill out for any purchases requested, please be specific.  If you have a website from which you wish to order, include this information even so far as printing the page off the internet and submitting as backup.  If over $1000, please include 3 written quotes.  
· If you know the account number you wish to use for the purchase, please enter it on the request form at the bottom where indicated.

· In the comments section please identify funding source. i.e. grant  and grant year, EMS budget, Hazmat budget etc. 

· Send completed form and all backup to Pat Cook at cook@chautcofire.org  or  by fax 753-4363 or by mail.

· After approval by Julius, copy will be emailed back you

· Pat will then order using the accepted County rules for purchases.

We will follow County rules for purchasing with the exception of one:  It will be our office policy to require 3 written quotes for any purchases over $1,000.00.  

Exceptions to this policy will be for emergency purchases necessary for completion of a project, or for a product or service needed in line of duty.  Either case needs to have a post-purchase requisition submitted with the receipt for the expense.

Be sure there is no sales tax on any purchase. 

Thank you for your help and co-operation in this matter.
\\ccso\dept\ES\Office\Forms\Requisition.doc
                                         return original to pat cook

