Step by Step Instructions to Submit Purchase Requests

Submitting your purchasing request

1. Create your event on BullsConnect. Refer to the step by step instructions provided by CLCE.
Fill out the SG Purchasing Form (form can be found on SBS BullsConnect page). It is very important that you save
the form in Excel only (No Screen Shots of the form or Annotations will be accepted). It is also important that
only one vendor is included for each requisition you submit.

3. Sample SG Purchasing Form:

STUDENT GOVERMMENT PURCHASING REQUEST FORM

STUDENT ORGANIZATION INFORMATION y 4 Fill out the form in its
Full Student Organiztion Name Rocky the Bull Fan Club \ entiretl!-
[Financial Officer First and Last Name Larry Berry \
IUSF Email bermy@mail.usf.edu
Phone Number 813-555-5555

MOTE: The name of the Finandal Officer on this form must be the same as the person who will submit in FAST.

EVENT OR PROJECT INFORMATION
MOTE: Diate and Time sre not required for PROJECT

MAME OF EVENT OR PROJECT: Recruiting Sodal
Diate: 07/06/17
Time: START [AK/FM) 1FM EMD [AM/PM) IPm
*Location: MSC 2707 Link to event posting in
[For events, and paste link from BullSync: httpes/foresync.com /862 84 /events 193 1450/ occurrence s/ 4490407 .

RS, Copy A o B = BullsConnect required.
[Detailed Purpose of Event or Project:

Wiz wish to have 8 social with food coen to all students with the purpoe of inkrod dOng aur o ub to meewr shudents.

Estimated Attendance 5] sk Tampa Students I:lNCIN USF Tampa Stucents
1. ks this for members of your organiztion gonby® RO - S :
_ yourer ' For questions 1-4: Remember: all
2. Will alcohel be served or present? ju] —Please select from the drop down list. i
3. Will there be fundraising of any kind? RO —if you answered YES to any of them, please questions must be
4. Will your organization charge anyone to participate? KO expiin below. answered.
MOTE: ALL shipments will be delivered to Student Business Services, MSC 24300. You will be nosified via emailed when your
=pproved purchases arrive.
**Storape Ll:-l:al:inr:| | ***Need by Date
VENDOR INFORMATION
Mame of Vendor Papa Johns
Phone Number E13-503-5001
Email or Website www. paipajohns.com Verlfy with the
Maime of Contact or Manager Gramt
(Quote Date 07,0117 vendor the types
[PAYMENT METHOD [Please selzct from the drop down list) Credit Card over the phons of payment they
**%¥ st and Describe Reguasted ltems Link or ltem No. Oty. Cost Total accept
1 [Large Cheese Pizza Fi 49.00 518.00 pt.
2 |Large Peporoni Pizza z 50.00 518.00|
3 |Delfvery Fee 5250 5250
4 |Tip 1 55.00 55.00) Tip can be no
& £0.00
bl 0
5 000 more than 15% on
\\ 50.00 food cost only if
£0.00
N 000 budget can
Make sure you have NI 5000 support it.
Item numbers, 50.00
S0.00
completed the form & colors, sizes, or o e T
: H links are important i
save it as an Excel file. P This column

© 86 website for an OF-Campus Event kem a

for items to be automatically
. uitkon, cther ALY fusded organitatons, asd for Au

ordered online or

ur e will arrévee on me ich they are received. ‘We will only sary for

TEIPping with ARS fees over the phone!

[+ #4¥ b e Bems pou are requesting o be purchased enline & weeb link for the Rems in the

“Link o Ress he. Column™ s o July 3017

populates.

4. Email your request to SG'RM DPURCHASE@ USF.EDU
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o This email address is only for purchase requests, please use SG-RMDORGHELP@USF.EDU for all
questions, receipts and inquiries.

e Only the approved Financial Officer may submit purchase requests, the name on the SG Purchase
Request Form must match the USF student email address of the submitter.

e One email per request, with all attachments. (Purchase request form must be in Excel).

e One event with two vendors requires two SG Purchase Request forms submitted in TWO separate
emails.

e The subject line of your email must be in this format: STUDENT ORGANIZATION NAME, VENDOR
NAME, EVENT DATE (if applicable)

Note: to be an approved financial officer, you must attend training, submit request form signed by another officer,
and be an officer (verified in BullsConnect).

You have now submitted your purchasing request for review!
If you have any questions you may reach Student Business Services
By email: SG-RMDORGHELP@USF.EDU
By phone: (813) 974-7100

In Person: USF Marshall Student Center (Monday to Friday from 9:00 AM to 4:00 PM)

¢ You will be emailed should we need more information from you

¢ You must respond to all our request within 2 business days

e When your request is approved, we will send you a detailed
email with more instructions on how to proceed
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