








             REQUEST FOR ORDER NUMBER -  TO BE APPROVED BY THE PRINCIPAL BEFORE ORDERING
	Supplier Name & Address:

	
	Office Use Only

 Order Number: ______________________

 Project Code: ________________________

 Expense Code: _______________________

 Approved:___________________________


	
	
	


	Date:
	
	Name of Person ordering:
	

	Location/Room No:
	
	Course Title:
	

	Quotation Attached with Completed Analysis of Quotes Form (if Applicable): Yes             No            Reason if No: ______________________




	Attachment Must be Attached from Supplier  - 
Order cannot be processed without this as it is required to be scanned by HO
	Total Cost Including VAT of  Goods/Service 

	Attachment from Supplier should Include the following:

1. Quantity

2. Unit of Measure

3. Description

4. Vat Rate

5. Unit Cost Excl VAT

6. Discounts

7. Delivery Charges

8. Total Cost Including VAT including any discounts/delivery charges
	


NB: Please inform the Company that they can email accounts@stjohnscollege.ie with any invoices to ensure prompt payment or they can be posted to the Accounts Department, St Johns College, Sawmill Street, Cork.

Under no circumstances should they be posted directly to you as they are subject to Compensation and Interest Charges after 30 days. 
Companies should also be advised that Invoices will not be paid if they do not match the Order.   
