
   Purchase Requisition 
 

DEPARTMENT 

REQUISITION NUMBER 

ACCOUNT NUMBER 

ENTERED BY 

 REQ. DATE 

 

 

 

 

INV. STORE 

AP TYPE OBJ CODE 

  

  

 

 

ITEM 

 

QTY 

 

UNIT DESCRIPTION UNIT PRICE EXTENSION 

APPROVALS 
 
______________________________ 
Department Head     Date 
 
______________________________ 
Senior Administrator     Date 
 
______________________________ 
President      Date 
 
______________________________ 
Purchasing      Date 

ACCOUNTING USE ONLY 
 
___________________________ 
Amount Paid 
 
___________________________ 
Voucher # 
 
___________________________ 
Date Paid 
 
___________________________ 
Audit/Date 

TRAVELER’S SIGNATURE 
 
_____________________________ 
     Date 
 
Receiving Information: 
 
 
Date Received: ________________ 
 
 
Received By: __________________ 

TOTAL

10.000

394.290

04/28/2020

Old Main Conference Chairs

Delivery and Installation 10$ per chair

Jason B. Keith

1 of 1

TASCOSA OFFICE MACHINES

K909

HEAF Fiscal Affairs10-0155001-62-7334

2

1

P O Box 3548

Amarillo, TX 79116

16,171.60

7334

400.00

15,771.60

0097381

40 EA

40 EA

04-29-2020

E&I Contract CNR-01328

PO 97045

04.29.2020



 Purchase Order 

WTAMU IS AN EQUAL OPPORTUNITY EMPLOYER 

PURCHASE ORDER NUMBER

REQUISITION NUMBER

G/L ACCOUNT NUMBER

DATE

ITEM      QUANTITY      UNIT     SHIPPED          DESCRIPTION  UNIT PRICE      EXTENSION 

TOTAL To expedite payment, invoices should include WT Purchase Order No. & 
Federal Tax No. Contact bo@wtamu.edu for direct deposit.

Dept. Initiator: 

Authorized by: 

BILLING ADDRESS:
PURCHASING DEPARTMENT      
WTAMU 61001
CANYON, TEXAS 79016-0001      
806.651.2105
FAX   806.651.2109 

SHIPPING ADDRESS:
CENTRAL SUPPLY
2403 RUSSELL ONG BLVD.      
CANYON, TEXAS 79015      
806.651.2155
FAX   806.651.2156 

Return This Copy To Purchasing Dept. 

RECEIVING COPY  
Date Received___________    
Received By_____________ 

10.000

394.290

0.000E&I Contract CNR-01328

Old Main Conference Chairs

Delivery and Installation 10$ per chair

10-0155001-62-7334

04/29/2020

2

1

1 of 1

40

1

40

P0097045

3

TASCOSA OFFICE MACHINES

16,171.60

P O Box 3548

Amarillo, TX 79116

400.00

0.00

15,771.60

0097381

EA

EA

EA

04.29.2020





 

 

TO  
West Texas A&M University 

  
 

  
Canyon, TX 

  
Project: Old Main Conference Chairs 

  

 

1005 W. 8TH AMARILLO, TEXAS 79101 (806) 373-6268 
 
 

 
 DESCRIPTION 

 
 

 

 

 
 
 
 
 
 
 
 
 
 
 

 

Global Accord High Back Upholstered Chair 
 

   
 
 
 
 
 

 
 
 

 
 
 
 
 
 

E&I Cooperative Pricing   
List Price 

(Each) End User Price (Each) Quantity End User Price (Extended) 

$1,011.00 $394.29 40 $15,771.60 

        

  Delivery and Installation ($10 Per Chair)   $400.00 

        

  Total Project Cost   $16,171.60 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
           
 
 
 
 
 
 
 
 
 

 
 
 

  

*QUOTATION DOES NOT INCLUDE SALES TAX.  
 

 

 

 

 
April 28, 2020  

                                                                                                       By: Zack Lancaster  
 
 

Quotation Accepted by:        ___________________________________________ 

                                          Name                                        Date 

 

 

 

Notes: 

- Please include Global E&I contract 

number CNR-01328 on all purchase 

orders 

- Quote includes delivery, installation 

and packaging removal  

4/28/20
zlancaster@ytom.com

scrocker
Highlight



From: Chew, Elaine
To: Crocker, Steven
Cc: Miller, Kasi A.
Subject: FW: WT- Old Main Conference Chairs.pdf
Date: Wednesday, April 29, 2020 10:55:50 AM
Attachments: WT- Old Main Conference Chairs.pdf

image001.png

Approval (see below for Randy R’s approval) and quote.
 
Thanks,
 
Elaine Chew
Director of Procurement & Contracts
West Texas A&M University
806-651-2110
echew@wtamu.edu
 
Strengths: restorative, learner, responsibility, intellection, input

 

From: Keith, Jason B. <jkeith@wtamu.edu> 
Sent: Tuesday, April 28, 2020 2:24 PM
To: Chew, Elaine <echew@wtamu.edu>
Subject: Re: WT- Old Main Conference Chairs.pdf
 
Elaine,
 
I have created the requisition for the Old Main conference Chairs the requisition number is
97381. I have also attached the invoice to this email as well.
 
Sorry you had to do this on your day off.
 
Thanks 

From: Chew, Elaine
Sent: Tuesday, April 28, 2020 10:02:29 AM
To: Keith, Jason B.
Subject: Fw: WT- Old Main Conference Chairs.pdf
 
Jason
 
Please can you create a requisition for me.  The account number is below.

mailto:echew@wtamu.edu
mailto:scrocker@wtamu.edu
mailto:kmiller@wtamu.edu
mailto:echew@wtamu.edu



 


 


TO  
West Texas A&M University 


  
 


  
Canyon, TX 


  
Project: Old Main Conference Chairs 


  


 


1005 W. 8TH AMARILLO, TEXAS 79101 (806) 373-6268 
 
 


 
 DESCRIPTION 


 
 


 


 


 
 
 
 
 
 
 
 
 
 
 


 


Global Accord High Back Upholstered Chair 
 


   
 
 
 
 
 


 
 
 


 
 
 
 
 
 


E&I Cooperative Pricing   
List Price 


(Each) End User Price (Each) Quantity End User Price (Extended) 


$1,011.00 $394.29 40 $15,771.60 


        


  Delivery and Installation ($10 Per Chair)   $400.00 


        


  Total Project Cost   $16,171.60 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
           
 
 
 
 
 
 
 
 
 


 
 
 


  


*QUOTATION DOES NOT INCLUDE SALES TAX.  
 


 


 


 


 
April 28, 2020  


                                                                                                       By: Zack Lancaster  
 
 


Quotation Accepted by:        ___________________________________________ 


                                          Name                                        Date 


 


 


 


Notes: 


- Please include Global E&I contract 


number CNR-01328 on all purchase 


orders 


- Quote includes delivery, installation 


and packaging removal  


4/28/20






West Texas A&M

UNIVERSITY





 
Elaine Chew
Director of Procurement & Contracts
West Texas A&M University
806-651-2110
echew@wtamu.edu
 
Strengths: restorative, learner, responsibility, intellection, input

 
 

From: Rikel, Randy
Sent: Tuesday, April 28, 2020 9:41 AM
To: Chew, Elaine
Subject: WT- Old Main Conference Chairs.pdf
 
Thanks.  Please pay out of 10-0155001-62.
 
rr

mailto:echew@wtamu.edu
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