	
	
	
	
	
	
	

	UNIVERSITY OF ST. LA SALLE

	Bacolod City

	REQUEST FOR PURCHASE ORDER 

	



	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Requesting Department:   DEPARTMENT/COLLEGE/CLUB
	
	
	
	

	Items to be used for: 
	
	Date requested: 

	purpose of requests:  
	
	Date needed: 

	
	
	
	
	
	
	

	Item Description
	Color 
	Size
	Brand
	Quantity 
	Price 
	Remarks

	
	
	
	
	
	
	

	
	
	
	
	
	
	  

	
	
	
	
	
	
	 

	
	
	
	
	
	
	

	Charged to:  (DEPOSITORY ACCOUNT)
	
	Requested by:  TREASURER’S NAME

	Budget verified by:  ___________________________________________
	
	
	(name /signature /position) 

	Budget balance to date: _____________________________________
	
	
	
	

	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	

	Endorsed by: Mr. Andre F. Tagamolila
	Assessed by: 
	
	

	                      (Supervisor /Director/Dept. Chair)
	
	for computers &/or networking: ______________________

	
	
	
	
	
	           (AVC-ITS)

	Approved by: Dr. Annabelle C. Balor
	
	for library books & periodicals: ____________________

	                       (Principal /VC/AVC)
	
	
	
	
	          (Internal Auditor) 

	
	
	
	for installations &/or repairs: ________________________

	Noted by:       Name of Commissioner
	
	[bookmark: _GoBack]
	
	
	           (ESO)
	

	                       (Commission on Audit)
	
	
	for depository or special fund:    ___________________

	
	
	
	
	
	         (Finance Services Office)





		

