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“WILL CALL” PURCHASE CARD PURCHASE PICK UP FORM

(Authorization for Non-Cardholder Pick Up)


CARDHOLDER:  ______________________________________
EXT.: _______________________


WILL CALL PERSON: _______________________________________________________________


PURCHASE REQUEST #: ______________________________



TOTAL PRICE:   $ ___________________________


STEPS:




1)
CHECK FOR THE FOLLOWING


 FORMCHECKBOX 

TOTAL PRICE MATCH


 FORMCHECKBOX 

NO SALES TAX


 FORMCHECKBOX 

NO PURCHASE CARD USE CHARGE


 FORMCHECKBOX 

ITEMIZED RECEIPT


 FORMCHECKBOX 

NO SUBSTITUTIONS



2)
COMPARE MATERIAL TO ITEMIZED RECEIPT



3)
DO NOT ACCEPT MATERIAL OF QUESTIONABLE QUALITY



4)
SIGN VENDOR DOCUMENTATION FOR MATERIAL RECEIPT 


5)
IMMEDIATELY FORWARD THIS FORM AND VENDOR DOCUMENTATION TO THE CARDHOLDER

PC-3


4/03





State of Rhode Island


Department of Administration








PURCHASE CARD PROGRAM





� EMBED MS_ClipArt_Gallery  ���








_1110880146

