
BASICS OFBASICS OF 
PURCHASING AT 

CAMDCAMD 



Purchasing Reminders:

1.Request for Purchase Forms is1.Request for Purchase Forms is
mandatory , especially for:

• University StoresUniversity Stores
• Petty cash 
• Purchases using a departmental credit• Purchases using a departmental credit 
card.  
Th i f ti id th• The more information you provide the 
less confusion and problems occur. 



Completed Request For Purchase FormCompleted Request For Purchase Form



Purchasing Reminders:

2 A P h F i2. A Purchase Form is 
required for work donerequired for work done 
at campus machineat campus machine 
shopsshops.   



Completed Form for Campus Machine 
h d bShops and Labs



Purchasing Reminders:

3 A Request for Fax Quotes (RFQ):3. A Request for Fax Quotes (RFQ):

• Must be on the official RFQ FormMust be on the official RFQ Form

• The RFQ Form includes all 
requirements that vendors must
meetmeet.   



Filled out RFQ FormFilled out RFQ Form 



Page 2 of RFQ FormPage 2 of RFQ Form



Vendor QuoteVendor Quote



Purchasing Reminders:

7 Repairs:7. Repairs:
• Do not require a requisition if the 

repair is to be done by the Originalrepair is to be done by the Original 
Equipment Manufacturer(OEM) or an 
th i d d lauthorized dealer.  

• An Authorized Dealer Form must be 
filled out and returned to me prior to 
the repair work starting.p g



Authorized Dealer Certification FormAuthorized Dealer Certification Form



Quote for Repair from VendorQuote for Repair from Vendor



Purchasing Reminders:

5 PRO:5. PRO:
• The new purchasing system.
• All vendors must be registered 

in the PRO system.in the PRO system.  
• If vendors are not registered, 

it will delay paymentsit will delay payments.



Vendor Enrollment in PROVendor Enrollment in PRO

To enroll online:To enroll online:
• Click the e‐PRO icon at the following 
linklink. 

• Non US companies cannot register 
lionline.

http://www.fas.lsu.edu/purchasing/vendorinfo.htm#apply



Reminders

• If you need overnight or 2nd day• If you need overnight or 2nd day 
shipping, please write it on the 
requisition form. 

• I have not been receiving the 
receipts from University Stores. 
Please turn those in immediatelyPlease turn those in immediately 
after your order comes in.  


