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The Agriculture Program 
Departmental Purchase Request 

 
Date Order Placed  
With the Vendor:      DOC No.:      
 
Requested By:  ______   Account:      
   
Phone No.:   ______    Dept Approved:      
 
Additional Accounts/Support Accts: (Indicate part 06/07/02 and amount or percentage of 
purchase)                
 
               
 
 Description Quantity Unit Estimated 

Unit Price  
Extension 

 
1 

     

 
2 

     

 
3 

     

 
4 

     

 
5 

 
 

Shipping & Handling (Estimated Amount  ) 

    

 
Totals 

 

 
Form: Phone Quote (per ___________________); Official Quote; Catalog Order; Other: ____________ 
Suggested Source (Include Phone & Fax Numbers) 
 
Company:      
 
Address:      
 
       

Contact:      
 
Phone:        
 
Fax:       

 
Information required on Purchase Orders (per the State Comptroller’s Office 11/2003): 

Vendor name 
Date the order is placed with the vendor 
Detailed description of items/services ordered 

  Include quantity of each item 
  Include unit price of each item 

State whether freight or other charges are to be paid, and the actual amount (if the actual 
amount is not known, state the estimated amount) 


	The Agriculture Program 
	Departmental Purchase Request 
	Description


	Date: 06/27/2008
	DocNum: L813598
	Request: Kristi Smith
	acct: 154000-28000
	dept: 
	Text1: 
	Text2: 
	desc1: Cartridge- Fax Machine
	qnty1: 1
	unit1: ea
	price1: 77.99
	ext1: 77.99
	desc2: Double Sided Tape
	qnty2: 2
	unit2: ea
	price2: 2.99
	ext2: 5.98
	desc3: Double Sided Tape
	qnty3: 2
	unit3: ea
	price3: 3.99
	ext3: 7.98
	desc4: Folders
	qnty4: 1
	unit4: ea
	price4: 34.89
	ext4: 34.89
	Check Box14: Off
	qnty5: 
	unit5: 
	price5: 
	ext5: 0
	total: 126.84
	per: 
	other: 
	company: Office Express
	contact: 
	address1: 2712 Finfeather
	phone: 845-7471
	address2: Bryan,TX 77801
	fax: 
	phone2: 


