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PURCHASE ORDER CHECKLIST 
  
 Payee information lists name and address 
  

 “Ship merchandise to” lists where goods should be delivered on campus 
  

 Contact information is complete 
  

 
Description of goods or services being purchased is complete. Provide quote and/or 
supporting document.  

  

 ASC Project number is listed and currently active 
  

 Object code is part of the project 
  

 
Compliance questions are answered regarding IT Expenses, hospitality, and if vendor 
will be on campus 

  

 IT Authorization number is provided, if applicable  IT Purchasing - IT Purchasing | CSUF 
  

 
Approved Sole Source/ Bid Form is provided for purchases over $5000 2-Competitive-
Bid-Form.pdf 

  

 
Approved Hospitality Justification Form is provided for applicable purchases hospitality-
justification-form.pdf 

  
 Authorized signer has reviewed, signed and dated request 
  
  
  
  
  

 

https://www.fullerton.edu/itpurchasing/
https://www.fullerton.edu/asc/finance/forms/2-Competitive-Bid-Form.pdf
https://www.fullerton.edu/asc/finance/forms/2-Competitive-Bid-Form.pdf
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Ffinancialservices.fullerton.edu%2Fcontroller%2Fap-travel%2F_resources%2Fpdfs%2Fforms%2Fhospitality-justification-form.pdf&data=05%7C02%7Cdgaytan%40Fullerton.edu%7C9b6ed5fd22a74b80f0eb08dd20514d56%7C82c0b871335f4b5c9ed0a4a23565a79b%7C0%7C0%7C638702255739855670%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=LXrAuw9eJX6DMDo%2BZIbKMsb26OfWxfKuLVKdeEZ41IM%3D&reserved=0
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Ffinancialservices.fullerton.edu%2Fcontroller%2Fap-travel%2F_resources%2Fpdfs%2Fforms%2Fhospitality-justification-form.pdf&data=05%7C02%7Cdgaytan%40Fullerton.edu%7C9b6ed5fd22a74b80f0eb08dd20514d56%7C82c0b871335f4b5c9ed0a4a23565a79b%7C0%7C0%7C638702255739855670%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=LXrAuw9eJX6DMDo%2BZIbKMsb26OfWxfKuLVKdeEZ41IM%3D&reserved=0

