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IN CASE YOU MISSED OUR OTHER NEWSLETTERS!
Click Here February Issue

Click Here January Issue

Always submit the appropriate taxpayer
information (W9/W8) and email address 

for a New Vendor

Some things to remember for requisitions...

Do not split purchases - purchasing limits need to be
adhered to.

Use "Supplier Unknown" when submitting a Requisition
for a product or service that will be bid.  

Chart Code in MT$ource defaults to M for University. 
 Change Chart Code to F when using a Foundation Index.

Enter Requisitions BEFORE obtaining
services/products - otherwise you are making
an unauthorized purchase.

PREPARE FOR YEAR END NOW!
Please begin reviewing purchase orders that should be closed and 

multi-year contracts that need to be renewed or re-bid.  
June 30th will be here before we know it! 

For Purchasing Card (P-Card) Users

If you're planning to be away from the university for an
extended period of time, you need to fill out a P-Card
Change in Cardholder Status Form to temporarily disable
your P-Card.  

The university is tax-exempt for all purchases.  You can
request a copy of our Sales and Use Tax Certificate.  

Both forms are available here: 
 https://www.mtsu.edu/boffice/forms.php

Procurement Hints and Highlights

Only the President and his designees can sign documents
that obligate the University.

PURCHASE@MTSU.EDU | 615-898-2944

Click Here for MT$ource - Staples Receipts and Returns Tip Sheet

Contract (or Quote) and W9/W8 (if new vendor) need to be
attached when submitting a Contract Office (or Non-
Catalog) Form.  

https://www.mtsu.edu/procurement/docs/Newsletters/Final_Feb2023_Newsletter.pdf
https://www.mtsu.edu/procurement/docs/Newsletters/Final_Feb2023_Newsletter.pdf
https://www.mtsu.edu/procurement/docs/Newsletters/Final_Jan2023_Newsletter.pdf
https://www.mtsu.edu/procurement/docs/Newsletters/Final_Jan2023_Newsletter.pdf
https://www.mtsu.edu/boffice/forms.php
https://www.mtsu.edu/procurement/docs/TIP_SHEET_STAPLES_20230321.pdf

