School of GeoSciences

PURCHASE ORDER REQUISITION FORM

	Priority  (please tick)
	Order No:
	
	
	
	
	
	
	

	Normal  (    )       Urgent  (    )
	Date Processed:
	
	
	
	by
	
	
	








    (Office use only)

	Supplier:

_______________________________________

_______________________________________

_______________________________________


	Account No:       ______________________

Quotation Ref:  ______________________

FAO:                  ______________________

	Tel:
	

	Fax:
	


	Qty
	Cat. No.
	Description
	Price each

Exc VAT
	Total Price

Exc VAT

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	           Normal
	delivery   (    )   or   Express delivery  (    )
	
	

	
	
	
	VAT
	

	
	Deliver to:-
	
	TOTAL
	


	    Darwin
	
	  Drummond St
	
	   Grant Inst
	
	 JCMB
	
	     John Muir
	
	       SAC
	


Charging Details:  See over  for instructions
	Cost Centre
	Account Code
	Job Code
	Amount £
	Authorised by

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	VAT Code ie , IR, ST, EX, ZE
	
	
	


Ordered by:      _____________________________   Tel ext: ________________________

(Please Print)

Authorised by: _____________________________    Date: __________________________

Notes:-

Ordered by  This should be the person requesting the goods, so that the person taking delivery knows who to contact when they arrive.

Authorised by  All purchases MUST be approved by either the principal investigator on a research grant or the budget holder on department accounts.

Charging Details  This section MUST be completed.  Please use the list below when filling out the Account Code.

Commonly used Account Codes

Departmental Grant Expenditure (G)                                                                   Research Grant Expenditure 

	4401
Printing
	4523
Binding Expenses
	
	3102
Research Other Costs

	4402
Stationery
	4524
Inter-library loan
	
	3138
Research Consumables

	4403
Paper
	4532
Clothing
	
	3202
Travel – UK

	4404
Photocopying/Duplicating
	4533
Laundry
	
	3204
Travel – Other EC

	4410
Telephone and Telex
	4549
Consumables
	
	3206
Travel – Other Outside EC

	4420
Postage & Franking
	4554
Subscriptions
	
	3302
Equip (>50K, RC owned)

	4430
Computer Software
	4653
Memberships
	
	3304
Equip (>25K<50KRC owned)

	4434
Computer Materials
	4701
Vehicle hire
	
	3306
Equip (<25K, RC owned)

	4437
Computer Cabling
	4702
Fuel & Oil
	
	3312
Equip (>50K UoE owned)

	4503
Audio Visual Aids
	4704
Vehicle Repairs
	
	3314
Equip (>25K<50K UoE owned)

	4504
Photography
	4706
Freight/Transport
	
	3316
Equip (<25K UoE owned)

	4505
Books
	4707
Taxi Hire
	
	

	4506
Papers & Periodicals
	4708
Air Travel
	
	

	4507
Advertising
	4709
Rail Travel
	
	SHEFC Equipment Expenditure

	4508
Insurance (Exc. Eqp & Vehicle)
	4711
Travel
	
	4851
Computer Purchase (SHEFC)

	4509
Catering Services
	4713
Hotel Accom & Meal costs
	
	4853
Computer R&M (SHEFC)

	4513
Miscellaneous
	4714
Subsist & Accommodation
	
	4854
Equipment (SHEFC)

	4515
Conf &Course Fees
	5301
Materials
	
	4856
Equipment R&M (SHEFC)

	4520
Courtesy Expenses
	5302
Laboratory Supplies
	
	

	4522
Maps
	5303
Chemicals
	
	


VAT There are four main codes

EX
(Exempt)

IR
(Irrecoverable) This is the usual VAT rate at 17.5%, where the full cost of VAT is 
borne by the grant

ST
(Standard) Here the VAT is recoverable and never appears as charged against the 
grant.  This applies to all EC Grants

ZE
(Zero)

