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L. Purpose
The purpose of this guidelineisto define a procedure for completinga “P.0O. Received Form”.

II. Procedure
There are instances when adepartment may have to pick up an order, require services such as a repair,
or have attended a conference where apurchase orderwasin place. When those instances occur, itis
imperative forthe departmenttofill outa “PO Received Form”. The completedformistobe faxedto
Central Receiving at extension 3146 when the items are picked up or the service is complete. A copy of
the form isincluded inthis manual orcan be obtained fromthe Purchasing website underforms at
http://www.fredonia.edu/admin/purchasing/ .

i Req#

i PO #

PLEASE NOTE: IF ITEMS ON THIS PURCHASE ORDER ARE NOT RECEIVED THROUGH
CENTRAL RECEIVING, IT IS YOUR RESPONSIBILITY TO INFORM CENTRAL RECEIVING
UPON RECEIPT. Examples of when to use this form are:

1. Items picked up directly from vendor
2. Items delivered directly to you from vendor bypassing Central Receiving

Fax this form to Central Receiving at x3146 when items are received.
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Partial items received:

Line # Quantity Rec'd
Line # Quantity Rec'd
Line # Quantity Rec'd
Line # Quantity Rec'd
RECEIVED BY: DATE
Comments: : (Ex. damaged, incorrect, etc.)

If there is a problem with the merchandise received, please contact the Purchasing Dept at x3438
for return instructions.
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