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Research Purchase Order Request
Name, phone, e-mail
PO Type:
Indicates what the PO is primarily composed of (commodities, or services).
Primary type of PO.  Commodities (supplies, equipment), or Services (outsourced labor)
*
*
*
*
*
*
* Required 
Description
Qty
Unit
Stock Num
Unit Price
Amount
Sub Total
Shipping
Grand Total
Adobe Systems Incorporated
Adobe LiveCycle Designer Sample
Purchase Order
EQUIPMENT AND SUPPLY PROCUREMENTS VHA SOP 160-010-01
1)
2)
3)
Is this a sole-source requirement? (only a specific brand or vendor can be used)  
If yes, complete the Sole-Source From expanded below.
4)
5)
If this is an urgent order or there are specific delivery requirements, provide an explanation in the "Special Instructions" field on the main page.
6)
Market Research.  Attach, with your purchase request, your preferred vendor's quote and at least, two other quotes.  This applies for sole-source requirements as well in order to provide price comparisons for Contracting.
7)
Does the order involve the sharing of “VA sensitive information?”
VA sensitive information is defined as, "Data, on any storage media or in any form or format, which requires protection due to the risk of harm that could result from inadvertent or deliberate disclosure, alteration, or destruction of the information. The term includes information whose improper use or disclosure could adversely affect the ability of an agency to accomplish its mission, proprietary information, records about individuals requiring protection under various confidentiality provisions such as the Privacy Act and the HIPAA Privacy Rule, and information that can be withheld under the Freedom of Information Act." - VA Handbook 6500.6 
If yes, you may be requested to provide additional information concerning access, use, and transmission of data.
JUSTIFICATION FOR OTHER THAN FULL AND OPEN COMPETITION DUE TO SOLE SOURCE REQUIREMENT
1)
2)
3000
	Please enter the order date using MM/DD/YY format.: 
	Reasonable delivery date: 
	Today: 
	Priority: 
	Provide full and legal business name of vendor: 
	Provide mailing address of vendor: 
	Provide city, state, and zip code of vendor: 
	Provide name and contact information about individual making PO request: 
	Commodities (supplies, equipment): 
	Services (outsourced labor): 
	Vendor point of contact.  Include phone and/or e-mail if known: 
	Vendor's phone number: 
	Typically, a three-digit fund account assigned by the Budget Analyst.  If you do not know your sub-control point(s), call: Jo Ann Skupa, 995-3538.: 
	Delete line item: 
	Provide a thorough description of the item or services.  Vendor catalog descriptions are recommended. : 
	Enter the quantity of units (whole numbers only): 
	Select from the list provided, the most appropriate unit that the item is sold in: 
	Vendor stock number or part number: 
	Price per unit: 
	numAmount: 
	Add new line item: 
	numTotal: 
	numGrandTotal: 0.00000000
	numShippingCharge: 0
	Add or clear special instructions: 
	Include any special instructions to the purchaser (e.g. handling, delivery, etc.): 
	Submit PO Request as attachment to an e-mail message.: 
	SubmitHid: 
	Detailed justification for purchase based on one vendor or brand: 
	SSource: 
	SpecInstr: 
	SI: 
	DropDownList2: 



