How to Use the Payment Request Form:

Enter the PO number and then click any
other field on the form. If the PO number
is valid, the form will display the supplier
name on this page.

Choose Partial or Final Payment for this
supplier on this PO.

Enter the required information on Page 2

Fill in the Preparer and Project Director
information just like you do on the
Purchase Requisition Form, and then
Forward or Approve it. Your payment
will be applied against the PO you
requested.
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PAYMENT REQUEST FORM

Services Office, Bishop Hall, Room 28, Phone: 716.878.4144, Fax: 716.878.4039

S heachments |8

%) Check Status

PO Nun * == [CFTTEEE el
Eaton Office Supply Company Incorporated —=

[DI==Tely 101 HI This is & partial payment for IT servicess

4 Partial Payment

$100.00

Supplier: M Final Payment

£d on Project 1099857 during the April 2016.

Special

Instructions:

Preparer:

M rorwarded I Forward for Approval
m Peter Projetto 0 projetto@buffalostate.edu m 878-6700

Project Director: {7 sameasthePreparer ] Approved [l Corrections Required I Return for Corrections I Approve

The charges represented on this invoice appear to be appropriate for the services/ products received.

Peter Projetto projetto@buffalostate.edu

Comments:

Paymaster: H Approved [l Corrections Required I Return for Corrections I Approve
Name: j Email: | rfpurchproc@buffalostate.edu Signature
Comments:
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PAYMENT REQUEST FORM Papes?
1 Prog op il F hasing Services Office, Bishop Hall, Room 28, Phone: 716.878.4144, Fax: 716.878.4039
Q Attachments [[£2) PO Number: R106599 SUNY *"! | BUFFALO STATE
The Research The State University of New York
Supplier: Eaton Office Supply Company Incorporated Foundation for k
9 Check Status 9 Th Seato Undosesay of N York
| Splitby % 2 Base Amount $ $100.00
Project | Task | Award Expenditure Type Organization (Percent) Amount
1130212 1 73925 LSE - Lease and Services Equipment Center for Development of Human Services 6.37 $6.37
1130222 1 73925 LSE - Lease and Services Equipment Center for Development of Human Services 7.57 §7.57
1130237 1 739390 LSE - Lease and Services Equipment Center for Development of Human Services 13.04 $13.94
1130238 1 739390 LSE - Lease and Services Equipment Center for Development of Human Services 13.55 $13.55
1130239 1 739390 LSE - Lease and Services Equipment Center for Development of Human Services 10.36 $10.36
1130252 1 73946 LSE - Lease and Services Equipment Center for Development of Human Services 6.37 $6.37
1130256 1 73948 LSE - Lease and Services Equipment Center for Development of Human Services 0,05 £9.96
Enter your Distribution information in a R Conter for Development of Human Sentces Lz sl ]
L. . . 1130251 1 73946 LSE - Lease and Services Equipment Center for Development of Human Services 7.17 §7.17
similar fashion to how you entered it on 1130253 11 7996 | 5= Lo md Services Equipmant T e T ]
the Purchase Requisition Form. The total 1130311 |1 73988 | LSE- Lease and Services Equipment Genter for Development of Human Services 7.97 $7.97
amount ShOWI’I Wl" be applIEd towards 1130316 1 739901 LSE - Lease and Services Equipment Center for Development of Human Services 5.08 £5.98
1130317 1 739901 LSE - Lease and Services Equipment Center for Development of Human Services 2.30 $2.39
the PO.
L5158 100.00%
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