
                                             NEW BEDFORD PUBLIC SCHOOLS 
 

REQUISITION 
 
 

 
 
Bill To: 0BNEW BEDFORD PUBLIC SCHOOLS 

1BSuggested 
Source: 

 

Check One:    Bookkeeping Department (Vendor Name)  
    Fiscal Office   

 
 
 

 
12BQuantity 

 
Stock/Model  

# 

 
7BDescription 

 

 
5BContract Name & Number 

 
6BUnit Price 

 
9BTotal Price 

      
      
      
      
      
      
      
      
      
      
      

 
 

8BTOTAL DUE: 
 

 $ 
 
 
 
   
 

Deliver To:   10BDate:  
   Account #:  

   Order/Req. #:  
   Vendor #:  
   11BTotal Amount: $ 

2BRequested By:  

 (Print Name) 

3BSigned By:  

 (Principal / Supervisor / Director) 

4BApproved By:  

 (Assistant Superintendent) 

Revised January 2020 



         
 

 

 

Requisition Submission Process 

 

 
 

 

 

 

 

 

 

 

 

 

Contracts  
 
Contract Name & 
Number listed on 
Requisition. Copy 
of signed 
Contract, if 
applicable 

 

Bid Sheet 
 
Use to get at 
least 3 solicited 
Quotes from 3 
vendors 

 

Appropriate 

30B Letter 
 

For ALL 
Requisitions 
under $50K that 
are not under 
contract 

 

 

  To make any purchase, you must open a Purchase Order (PO) first.  
  Obtain Quote from vendor. Quotes open Purchase Orders.  
   

 
 
 

 

Complete NBPS Requisition Form & Attach Quote to the back. 

 

Attach one form of Procurement documentation and/or indicate which type is 
used/attached under “Description” line of the Requisition. 

 

COMMBUYS 
Requisition 

 
Use when 
ordering 
through 
COMMBUYS 
 

 

Step 1 
 

Step 2 
 

Step 3 
 

State Contract 
Certification 
Form 
 
Use when on state 
contract but not on 
COMMBUYS. 
Signed by vendor. 
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