
COMMONWEALTHPF THE NORTHERN MARIANA ISLANDS 
SAIPAN, MP 96950 

Procurement & Supply Off ice 
Saipan, HP' 96950 

D ~ S T R ~ B U T ~ O N :  O R I Q I N A L  - ACCOUNTS P A Y A B L E ,  F dr A Y E L L O W  - PROC. S U P P L Y  . P I N K  - REQUISITIONER 

Lower Base 
Saipan, MP 96950 
At ta :  -ention Office 

hi- Pick-up Am Required 

FOB POINT: SHIP VIA DELIVERY TIME: 

DESCRIPTION 

Open Account for office 

&tppliee 

, NET/TOTAL 

$soO.OO 

DISCOUNT 
PRICE 

UNIT 
PRICE 

Lot$SOo.OO 

ITEM 
NO. 

1, 

FUND1 
ORG 

"1594 

SUB 
ACCT 

6304 

COST 
CENTER QTY 

1 



Instructions for Preparing Purchase Requisitions 

The requesting office shall prepare and submit to the  Division of Finance and  
Accounting an original and two copies of purchase requisitions as follows: 

1 - ~ k m e  and address of the requesting office. 

2 - Name of Preparer. 

3 - Date. 

4 - Control No. assigned by the requesting office. 

6 - Name and address of supplier. 

6 - Indicate in this box the respective P & S, such as Tinian, Rota or Saipan. 

7 - In this box, indicated the point where the supplier is relieved of all cost 
responsibilities, such free alongside ship or carrier warehouse. 

8 - Type of transportation desired, such as air or surface. 

9 - Date supply is required. 

10 - Indicate line item number. 

11 - Funding Organization code, such; Procurement and Supply, 1223 etc. 

12 - Expenditure category code, such as 4224 for repair and maintenance, etc. 

13 - Applicable to Federal Accounts. 

14,15,16, and 17 - self explanatory 

18 - Unit Price less discount price. 

19 - Complete description of the item, including model no., if applicable. 

20 - The total net cost of the item(s). 

21 - Enter total freight and handling cost(s). 

22 - Enter other charges, such as delivery, storage, etc. 

23 - Enter total amount (add 20,21 and 22). 

24 - Indicate for what purpose the item is to be used. 

25 - Name and signature of the respective expendture authority. 

26 - Name and signature of the Secretary of Finance or his designee. 

27 - Name and signature of the Director , Procurement and Supply, or his designee, or 
Resident P & S Representative for Rota or Tinian. 



COh .... JNWEALTH OF THE NORTHERN MARIAII.. ISLANDS 
SAIPAN, MP 96950 

PURCHASE REQUISITION 

PCC-95-886- 

1 s e n - m r t  I MARPANDS I 
Procurement C Supply Office 
Saipan, MJ? 96950 

L 

Pre-Convention Office 

Lower Base 

Saipan Pick-up A s  Required 

DIRECTOR PROCUREMENT AND SUPPLY 

FOB POINT: SHIP VIA 

kdward B. Palacios 
DI5TRIBVTION: ORIGINAL - ACCOUNTS P A Y A B L E .  F h A YELLOW - PROC. h SUPPLY PINK - REQUISITIONER 

TOTAL REQUISITION AMOUNT $500 -00 

JUSTIFICATION: 
To purchase required of f i ce  supplies for  the operation of the ! 

ITEM 
NO. 

1 . 

NET/TOTAL 

$500.00 

UNIT 
PRICE 

Lot$SOO.CO 

I 

DESCRIPTIOPI 

Open Account for o f f i c e  

Supplies 

DISCOUNT 
PRICE 

FUND1 
ORG 

1594 

SUB 
ACCT 

6304 

COST 
CENTER QTY 

1 


