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Policies: 
- If the vendor does not accept credit cards, submit an IFAS PR.  For all purchases $5,000 and over, 

type “P5” in Req Code Box 8.  This only applies to state accounts. 

- Additional paperwork may be required for some purchases $5,000 and over: 
- http://www.fhsu.edu/purchasing/State-Formal-Bid 
- http://www.fhsu.edu/purchasing/State-Informal-Bid 
- http://www.fhsu.edu/purchasing/prior-authorization 

- Contact the Purchasing Office with any questions. 

 

 
Ship To should be 
WAREHOUSE if the Purchasing 
Office needs to fax the order to 
the vendor. 
 
 
If the vendor does not need the 
order faxed, type NOSHIP in the 
Ship To tab. 
 
 
Type “P5” in Req Code Box 8 to 
send the PR to the Purchasing 
Office. 
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