
BLANKET PO CHECKLIST 

 

Before approving your PO please check that your blanket has the following: 

 PR number starts with a BR 

 Where is the PO shipping?  If it is a pick-up, did you change the receiver? 

 Did you put the total PO amount on the blanket tab? 

 Did you use all required req codes? 

 Did you  use the correct product and budget codes? 

 If this is a pick-up, did you list everything you were purchasing in the description on line 1? 

 Did you add a line for shipping? 

What to do with a Blanket Pick-up PO after approval: 

 Print a receiving sign-off sheet (from the dashboard) 

 Bring this sheet to purchasing 

 Purchasing will have you sign an acknowledgement form and give you the PO. 

 Go shopping! 

 Within 24 hours bring the receipt to purchasing.  It will be checked against the receiving 

check-list.  You will then sign the checklist and purchasing will forward all documents 

(including receipt) to accounting. 

What to do with other Blankets after approval: 

 If this PO is being delivered over a period of time, follow instructions given by accounting by 

using their spreadsheet. 

 If this is a blanket with an attached list, when boxes are delivered, please take out the 

packing slip, sign it and send it to accounting with the PO number noted.  If PO is complete, 

please write complete on the packing slip.  If it is not, please send an e-mail to Becky 

Schuessler asking her to keep the BR open. 

What to do if this is a Blanket PO for a contract: 

 Since nothing is shipping, the ship to location can be either w/h or dept. 

 A receiver MUST be named 

 Use a n/b req code since the vendor is not awarded on a bid 

 Attach a copy of the contract to the PR and use the req code AT 

 Don’t forget a shipping line! 


