	PURCHASE REQUEST FORM
	FY
	16


	· Attach bid sheets, specs., photo copies, catalog cut sheets and/or other pertinent information.

· Budget Approval should verify correct Project I.D. charging and money available in budget.

· Shaded areas to be filled in by Tips Processor.
	SHIP TO (if different than HFSTB)

	
	     

	
	 

	
	     

	
	     


	DATE ENTERED:  ____________     TYPE:  (  ) REL/CONTRACT    (  ) AS1/PO1    (  ) CWO    (  ) LDO    (  ) P-CARD    (  ) INTERNET

	REQ NO _________________  PO NO __________________  AGENCY REQ NO ___________  TIPS AGENCY CODE __________

	REQUEST DATE
	7/29/2015
	BUREAU/OFFICE
	Hwy Maint
	REQUESTED BY
	Robert Spoerl

	CONTACT/PHONE
	608-266-8665
	PROJECT ID
	1032-05-60
	DATE NEEDED
	ASAP

	SUPERVISOR APPROVAL
	
	 FORMCHECKBOX 
 Send Copy of P.O. to Originator

NOTE:  This is your notification of purchase

	BUDGET APPROVAL
	
	

	
	
	

	VENDOR NO.
	
	Contract #
	
	Del Aro
	


	VENDOR:

(Give complete name, address, phone, etc.)
	Mettler Toledo Inc. 

	
	1900 Polaris Parkway

	
	Columbus, OH 43240

	
	(614)288-5882,  jess.helmlinger@mt.com


	ITEM DESCRIPTION
	(1) EACH/SET/PKG/LOT/BOX/CTN/YEAR/CASE/HOUR/ROLL/PAIR

	Quantity
	1
	
	LOT
	
	Kenosha SWEF preventative maintenance for weigh-in-motion 

	Unit Price
	4970.00
	
	
	
	and static weight scales.

	Extended Price
	
	
	
	
	93879, 2431

	
	
	
	COMMODITY CODE
	
	OBJECT CODE
	


	ITEM DESCRIPTION
	(1) EACH/SET/PKG/LOT/BOX/CTN/YEAR/CASE/HOUR/ROLL/PAIR

	Quantity
	
	
	
	
	

	Unit Price
	
	
	
	
	

	Extended Price
	
	
	
	
	

	
	
	
	COMMODITY CODE
	
	OBJECT CODE
	


	ITEM DESCRIPTION
	(1) EACH/SET/PKG/LOT/BOX/CTN/YEAR/CASE/HOUR/ROLL/PAIR

	Quantity
	
	
	
	
	

	Unit Price
	
	
	
	
	

	Extended Price
	
	
	
	
	

	
	
	
	COMMODITY CODE
	
	OBJECT CODE
	


	
	
	
	

	DATE QUOTE RECEIVED
	7/29/2015
	FROM
	Mettler Toledo

	TOTAL COST
	$4970.00
	S&H/FREIGHT
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No
	$ 

	


PLEASE, GET THIS TO THE TIPS REQUISITIONER WEEKS BEFORE YOU NEED A SERVICE OR ITEM!

Advance time varies with type of purchase.

	REQUISITION NO:
	
	PURCHASE ORDER NO
	


	ITEM DESCRIPTION
	(1) EACH/SET/PKG/LOT/BOX/CTN/YEAR/CASE/HOUR/ROLL/PAIR

	Quantity
	
	
	
	
	

	Unit Price
	
	
	
	
	

	Extended Price
	
	
	
	
	

	
	
	
	COMMODITY CODE
	
	OBJECT CODE
	


	ITEM DESCRIPTION
	(1) EACH/SET/PKG/LOT/BOX/CTN/YEAR/CASE/HOUR/ROLL/PAIR

	Quantity
	
	
	
	
	

	Unit Price
	
	
	
	
	

	Extended Price
	
	
	
	
	

	
	
	
	COMMODITY CODE
	
	OBJECT CODE
	


	ITEM DESCRIPTION
	(1) EACH/SET/PKG/LOT/BOX/CTN/YEAR/CASE/HOUR/ROLL/PAIR

	Quantity
	
	
	
	
	

	Unit Price
	
	
	
	
	

	Extended Price
	
	
	
	
	

	
	
	
	COMMODITY CODE
	
	OBJECT CODE
	


	ITEM DESCRIPTION
	(1) EACH/SET/PKG/LOT/BOX/CTN/YEAR/CASE/HOUR/ROLL/PAIR

	Quantity
	
	
	
	
	     

	Unit Price
	     
	
	
	
	     

	Extended Price
	     
	
	
	
	     

	
	
	
	COMMODITY CODE
	
	OBJECT CODE
	


	ITEM DESCRIPTION
	(1) EACH/SET/PKG/LOT/BOX/CTN/YEAR/CASE/HOUR/ROLL/PAIR

	Quantity
	     
	
	     
	
	     

	Unit Price
	     
	
	
	
	     

	Extended Price
	     
	
	
	
	     

	
	
	
	COMMODITY CODE
	
	OBJECT CODE
	


ESTIMATED DELIVERY TIMES: From time TIPS Requisitioner received to estimated delivery.

Purchase Requests up to $5000 (Low Dollar Orders):  Procurement (charge) Card is used in most instances.  Printed purchase order is printed overnight after approval.  Item is received in approximately 7-30 days, depends on vendor.  Office supplies are on a MANDATORY contract and are shipped within 48 hours after call/fax is completed.

Registrations/Conferences/Seminars (attended, but not set up by DTID):  Per vendor deadline.

Conferences/Seminars (set up by DTID):  See Event Planning Requisition located in the N:/oas/event planning/procedure directory or on the DOTNET at http://dotnet/dtid_admin_man/events/worksheets.htm

Purchase Requests $5001-$25,000:  Requires written or faxed quotes; 6-12 weeks estimated delivery.

Purchase Requests over $25,000:

· Requires preparation by DOT Purchasing Unit

· Methods include Sole Source, Request for Proposal and Official Sealed Bid

· May take several months 

Out of State Travel:  Need prior approval with a signed form DOA-6264 (formally ADA38)

N:/oas/purchasing/purchase request form


