Product/Service Description (You must provide information for all bullet points listed for your "Type of Purchase.")

	Type of Purchase
	Information Needed in Description

	Goods/Items/Uniforms
	· Quantity
· Description
· Product number, if applicable
· For any uniforms/ merchandise, printing, etc. using Vermont, the University’s name, marks, logo, seals or symbols you must complete a Licensing Approval form before you can place an order. Instructions: https://site.uvm.edu/license/?page_id=34

	Bus Rental
	· Must create event submission for ANY date off campus: https://www.uvm.edu/sites/default/files/UVM-Student-Government-Association/Trainings/Off-Campus_Event_Approval_Training.pdf
· Travel Location
· Dates (or range of dates if blanket PO)
· Quote from bus company

	Vehicle Rental
	· Must create event submission for ANY date off campus: https://www.uvm.edu/sites/default/files/UVM-Student-Government-Association/Trainings/Off-Campus_Event_Approval_Training.pdf
· Vehicle type and size
· Number of vehicles to be rented
· Dates of rental
· Confirmation number
· Name of driver(s) – Must be certified by UVM Risk Management.
· Instructions: Driver Training and Certification | UVM Risk Management and Safety | The University of Vermont

	Hotel/Conference Registration/Sporting Event/Retreats/Trainings/etc.
	· Must create event submission for ANY date off campus: https://www.uvm.edu/sites/default/files/UVM-Student-Government-Association/Trainings/Off-Campus_Event_Approval_Training.pdf
· Location (or virtual)
· Dates
· Names of participants

	Food Purchase
	· What is the purpose?
· Location
· Date
· Who is expected to attend (if there are less than 8 people, names must be provided)
· Snacks: Must be individually packaged.
· Pizza: No catering waiver required. But you can only use your 131 fundraised funds, no tax may be paid (you have to call to order), no tip can be paid with SGA card, and ONLY pizza can be purchased.
· Catering Waiver rules apply and a copy of the waiver submitted with this form.

	Renting Facility Outside of UVM
	· Must create event submission for ANY date off campus: https://www.uvm.edu/sites/default/files/UVM-Student-Government-Association/Trainings/Off-Campus_Event_Approval_Training.pdf
· Name and address of Place/ Business
· Attach a W-9: https://www.irs.gov/pub/irs-pdf/fw9.pdf
· Attach the Company’s Certificate of Insurance (COI), listing themselves as the Policy holder.

	Paying an Individual/ Company (Ex. A DJ or Photograher)
	· Name of Person/ Business
· Attach a W-9: https://www.irs.gov/pub/irs-pdf/fw9.pdf
· Performance, speaker, or services agreement may be required
· An Invoice or initial quote from the company

	Gas
	· Must create event submission for ANY date off campus: https://www.uvm.edu/sites/default/files/UVM-Student-Government-Association/Trainings/Off-Campus_Event_Approval_Training.pdf
· Travel approval must be granted before leaving campus.


 

