SAMPLE PURCHASE REQUEST LOG

REQUESTED BY :

NAME:
________________________________________________

DUTY POSITION/TITLE:
____________________________________

UNIT/ACTIVITY:
__________________________________________

PHONE/E-MAIL:
__________________________________________



SIGNATURE / DATE:
____________________________________

SUPPLIES/SERVICES:
____________________________________

SPECIFICATIONS / QUANTITY / COST: 
________________________

(See attached list)

APPROVED FOR

PURCHASE BY:


 

NAME:
________________________________________________



DUTY POSITION/TITLE:
____________________________________



SIGNATURE / DATE:
____________________________________

PROPERTY BOOK 

OFFICER’S APPROVAL:

 NAME:
________________________________________________

 SIGNATURE / DATE:
____________________________________

 PBO ACCOUNTABILITY:  YES  /   NO        DOC #:
____________

RECEIVED BY:


NAME:
________________________________________________

DUTY POSITION/TITLE:
____________________________________



SIGNATURE / DATE:
____________________________________

Sample Purchase Transaction Log:

ORDER


TYPE OF
PURCHASE
BUDGET
BALANCE
IMPAC
AMOUNT
DIFFERENCE


DATE
VENDOR
DESCRIPTION
CURRENCY
AMOUNT
AMOUNT
AVAILABLE
STATEMENT DATE
BILLED
BUDGET/BILL
REMARKS

1-Oct-00
1ST QTR 01




 $    5,000.00 





1-Oct-00
KAUFHOFF
MISC. ITEMS
DM
52.6
 $    29.11 
 $    4,970.89 
10/23/2000
 $   30.05 
  $   0.94 


1-Oct-00
MAC PC 
FRAMES
BF
6320.8
 $  169.68 
 $    4,801.21 



 

2-Oct-00
FERDI SCHMIDT
RUBBER STAMPS
DM
78.9
 $    43.66 
 $    4,757.55 
10/23/2000
 $   44.82 
$    1.16 


5-Oct-00
MAINSTAY
PAPER
$
306.97
 $  306.97 
 $    4,450.58 
10/23/2000
 $ 306.97 



7-Oct-00
MATHSOFT INC
COMPUTER EQUIP
$
806.1
 $  806.10 
 $    3,644.48 
10/23/2000
 $ 806.10 



8-Oct-00
BAUHAUS
TOOLS
DM
325.9
 $  180.37 
 $    3,464.11 
10/23/2000
 $ 187.29 
 $    6.92 


9-Oct-00
MAC PC 
DISKS
LIRA
307,677.45
 $  174.91 
 $    3,289.20 
10/23/2000
 $ 181.95 
 $    7.04 


15-Oct-00
AAFES
MILITARY ITEMS
$
371.6
 $  371.60 
 $    2,917.60 
10/23/2000
 $ 371.60 



18-Oct-00
AAFES
OFFICE SUPPLY
$
35.95
 $    35.95 
 $    2,881.65 
 




22-Oct-00
BMS SUPPLY
TONER
DM
1,687.00
 $  933.69 
 $    1,947.96 





24-Oct-00
AAFES
HEATERS
$
80
 $    80.00 
 $    1,887.96 





24-Oct-00
GOVT PRINTING
MANUSCRIPT
$
72
 $    72.00 
 $    1,795.96 





29-Oct-00
ADDL FUND OF
$5,000.00 



 $    5,795.96 





Sample Purchase Transaction Log: (Continuation) 












BUDGET RATE FY 01: 

FY 02:









EURO -

EURO - 




 






 













































Sample Payment Transaction Log:

JOHN DOE - 4716-3045-0000-0000















Month
Purchases
For Payment
Prev. Balance
Payment
SQI
REMARKS









23-Aug-99
 $                 -   
$                  -   
 $                 -   
 $                -   
 $          -   


23-Sep-99
 $    2,100.86 
 $     2,100.86 
 $                 -   
 $                -   
 $          -   


23-Oct-99
 $       652.69 
 $        652.69 
 $    2,100.86 
 $                -   
 $          -   
 

23-Nov-99
 $       254.47 
 $        254.47 
 $    2,753.55 
 $   2,100.86 
 $          -   
$103.00 INTEREST LATE TO FIN.

23-Dec-99
 $       804.78 
 $         804.78 
 $       907.16 
 $      652.69 
 $          -   
DOV # 203177 - 27DEC99

23-Jan-00
 $       185.20 
 $         185.20 
 $    1,059.25 
 $      254.47 
 $          -   


23-Feb-00
 $    3,576.66 
 $      3,576.66 
 $       989.98 
 $      804.78 
 $          -   


23-Mar-00
 $       476.31 
 $         476.31 
 $    3,761.86 
 $                -   



23-Apr-00
        $  
    $ 
$       476.31 


NO TRANSACTIONS


































 $    8,050.97 
 $       8,050.97 
 $   11,572.66 
 $   3,812.80 
 $          -   
   

