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The Purchase Order is the basic procurement contract issued to an
off-campus source for goods or services, (attached) . This
document 1is a legal contract binding the University and the
vendor. The back of the form contains the University's standard
Terms and Conditions. This form is generated by the Purchasing
Department from a Purchase Requisition.

Types of Purchase Orders

Regular Purchase Order - This type of order is issued for a one
time purchase. These orders are encumbered by our accounting
system. The vendor supplies the items requested and submits an

invoice to Accounts Payable.

Blanket Purchase Order - Orders which are valid over time and
allow for multiple shipments, invoices and payments to vendors on
a prearranged delivery schedule. These orders call for specific

items of tangible personal property or services and include
pricing which is valid for the term of the Blanket Purchase Order.
These orders are encumbered by our accounting system.

Open Purchase Orders - Orders which are valid over time and allow
for multiple invoices and payments. In most cases it authorizes
purchases of broad groups of items and pricing may be based on a
discount from 1list price. The order requires a release by an
authorized University employee that is listed on the Open Purchase
Order before the contractor performs any service or delivers any

goods. All Open Purchase Orders include a maximum dollar amount
which can be spent. These orders are encumbered by our accounting
system. Contact the Purchasing Department to discuss vyour

situation if you feel an Open Purchase Order 1is appropriate for
your requirement.

Small Purchase Orders - Orders under $500 which are wvalid for a

one time purchase of multiple small wvalue items that are to be

picked-up by the buying department. Prepare the description

section of the purchase requisition, in the following format:
"Small Purchase Order for miscellaneous (1) for the (2)
department. (3) is authorized to pick up items under this
purchase order."

1) State category of items to be purchased.

¢2) State department name.

3) State employee(s) or NMHU authorized representative(s) who is
authorized to pick-up goods on behalf of NMHU.

Revision: Added Small Purchase Order section.



NEW M [ Purchasing Deparmment SAMP
‘ MEXICO New Mexico Highlands University .
HIGHLANDS Las Vegas. NM 87701 PURCHASE ORDER
Telephone: 503/454-3195
UNIVERSITY d?’u.-&Olele
FarMa 99999
APPLE SUPPORT CENTER OaTE October 6, 1992
2420 RUDGEPOINT DRIVE s
AUSTIN, TX 78754
roa
ATTN: TANYA MANIER
MAIL INVOICES IN TRIPLICATE TO: SHIP TO:
New Mexico Highlands University Buildings & Groundas Recesving Cerser
FC. Box 13 Las Vegas. New Mexico 87701
Las Vegas, New Maxics B7701
[ account CUANTITY |JUNESED. DESCRIPTION UNIT PAICE EXTENSION
10333-700 1 ea 111 M5361 MACINTOSE SE/30 HD4O CPU 3019.00 3019.00
10444-700 1 ea 11 M5610 MACINTOSE IICX aD&0 CPU 332%.00 3329.00
10444-700 2 ea 1|1 APPLE KEYBOARDS 90.30 180.60
10333-700 1 ea 1]1 AFPLE MACINTOSE PORIMAIT MONITOR 769.30 769.30
10444-700 1l ea 111 MOL19 MAC II PORTRAIT DISPLAY VIDZ0 419.30 419.30
CARD
10444-700 Il ea 11 ME210 LASEXWRITER II NT 3349.00 3349.00
10644-700 1 ea 1]1 IMAGEMARER II/SYSTEM PERIPHERAL 8 405.00 405.00
CABLE
TEIS ORDEX IS PLACED IN ACCORDANCE
WilH APPLI COMPUTER BEPP II PRICE
AGREEMENT
11471.20
PUACHASE CROER IS VALID ONLY WITH THE WRITTEN
o IMPORTANT INSTRUCTIONS TR AS EOE s LD LY WiT PUREHASING
- A SyNCae % - 2 CFFICER'S SIGNATURE.
1 Thes Purcheas Oroer P be on ab e Shppey
"‘"ﬂlllﬂl-“
3 B8 SCAINDARINE Srter And BOVISS SHEDING data
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