	VENDOR:
	
	REQ #
	
	PO #
	

	SUBMITTED TO FEMA FOR SOURCING
	YES  FORMCHECKBOX 
     NO   FORMCHECKBOX 

	DATE
	
	TRACKER #
	

	FEMA 
	PW #
	CATEGORY:
	A   FORMCHECKBOX 

	B   FORMCHECKBOX 

	C   FORMCHECKBOX 

	D   FORMCHECKBOX 

	E   FORMCHECKBOX 

	F   FORMCHECKBOX 

	G   FORMCHECKBOX 


	Buyer
	
	Date Order Submitted
	
	Vendor Contact Name
	

	Receiving Information:  
	Date Received:
	
	Received By:
	

	Comments:



The above information is to be completed by Procurement Staff.
CITY OF PUNTA GORDA PURCHASING REQUEST

PROJECT:    FORMCHECKBOX 
                           FORMCHECKBOX 

	REQUESTOR’S NAME:
	     
	DEPARTMENT
	     
	DATE
	     

	DELIVERY LOCATION:
	     
	INSURABLE:  
	YES  FORMCHECKBOX 

	NO   FORMCHECKBOX 



THE FOLLOWING INFORMATION MUST BE FULLY COMPLETED IN ORDER FOR YOUR REQUEST TO BE PROCESSED.  DESCRIPTIVE PRODUCT AND/OR SERVICE INFORMATION MUST BE SUPPLIED.  
**DUE TO FEMA REGULATIONS INADEQUATE DESCRIPTIONS AND

JUSTIFICATIONS WILL BE DENIED**

	Reason for Request:       

	Who will receive benefit from this request:        

	How long will this commodity or service be needed:        

	ACCOUNT CODE:  Charge to single account? Yes  FORMCHECKBOX 
    No   FORMCHECKBOX 
  If yes, #113-     -     -        
If no, indicate account numbers below

	QTY/UOM
	DESCRIPTION
	UNIT PRICE

	     

	      
Account #113-     -     -            
	$       

	     

	     
Account #113-     -     -               
	$       

	     

	     
Account #113-     -     -             
	$       

	     

	     
Account #113-     -     -               
	$       


	VENDOR:
	
	REQ #
	
	PO #
	


CITY OF PUNTA GORDA PURCHASING REQUEST – Continuation Sheet
HURRICANE       PROJECT:   
Page ____ of ____

	QTY/UOM
	DESCRIPTION
	UNIT PRICE

	     

	      

Account #113-     -     -            
	$       

	     

	     
Account #113-     -     -               
	$       

	     

	     
Account #113-     -     -              
	$       

	     

	     
Account #113-     -     -               
	$       


DISTRIBUTION:  WHITE – PROCUREMENT               YELLOW – FINANCE                            PINK – WAREHOUSE/RECEIVING DEPT

