
Ship to: Other:
Auraria Receiving (Subject to Purchasing approval)
1201 Fifth Street
Denver, CO   80204

Bldg:
Room #:

(Bldg/Room) Attn:

Phone:

Fund: Fax: Number:

Org: Message Ext.

Acct:
Prog:
Actv: A. B. C.
Loc:

accountspayable@msudenver.ed

  accountspayable@msudenver.edu

Accounting Approval (signature/date)Additional Approval where required (signature/date)

EXTENDED 
COST

MSU Denver, Accounts Payable
CB 98, PO Box 173362

MSU 
Denver

Auraria Higher Education Center

Purchase 
Requisition

SUGGESTED VENDORS (Name, Address, Telephone Number, Fax Number, and Contact Person)

UNIT PRICE

Campus BoxDate Needed:

I certify to the need for the above merchandise and that sufficient 
funds are on hand for its purchase.

See instructions next page.Denver, CO 80217-3362

This is not a Purchase Order
INTERNAL USE ONLY: This form signed or un-signed does NOT constitute an 

agreement with a vendor for any given amount.

BILL TO ADDRESS:

Special Handling Remarks:

Cost Center (FOAPAL) Approval (signature/date)

-$                                          

PR TOTAL:

Requisition Number

Reference this PR number
when requesting status

PR

from Purchasing
Institution: Department Name: F/Y:

Please submit your Purchase Requisition to Accounts Payable:

BUYER'S COMMENTS

Incomplete forms will not be processed and will be returned to requestor.

Contact Person:FOAPAL:

ITEM QTY UNIT DESCRIPTION: Including manufacturer, model or product number, style, size, color, 
and start/end dates for services, etc.

X
0
A
O

X
0
A
O

Rev 2/1/22

mailto:accountspayable@msudenver.edu


Instructions: Rev 02.01.2022

Please submit your purchase requisition via email to accountspayable@msudenver.edu
ADD your PR number + vendor name to the subject line of your submission email.
If this is a new vendor, you must include a W-9, and bank information (if they will be paid via ACH). 
Please DO NOT email any sensitive information - when including the W-9 or bank information, use the Secure Drop Box.
Secure Drop Box:

Downloadable Forms: https://www.msudenver.edu/controller/accounts-payable-corporate-cards-and-travel/downloadable-forms/

For Services:
Please submit a State of Colorado CPS form with your Purchase Requisition, if you are buying services.
See Downloadable Forms.

For Sole Source:
Please include an AHEC Sole Source Form for large purchases where only one vendor is an available option.
See Downloadable Forms.

https://secureshare.msudenver.edu/filedrop/securedropbox
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