    HOW TO PURCHASE SUPPLIES

· Purchase order (PO)

· Purchase orders are the most convenient way of purchasing items

· Many local restaurants and stores will accept purchase orders (including Giant, Dominos, & Papa Johns)
· Send an email to the Office of Residence Life (reslife@lafayette.edu) at least 2 days before an event to request a purchase order

· In your email request, include the following information:

· Your name and box number

· Your residence hall

· Date of event

· Name of business at which you will use the PO

· Go back to Residence Life on the week-day before your event to pick up your purchase order from Angie (the Secretary)
· When paying for your items, fill in the total amount and remember that the college has a 10% gratuity policy

· You must bring your receipt back to residence life within 24 hours of making the purchase.  At this time, you must hand in the programming form with your receipt!

· Cash reimbursement

· If the store or restaurant does not take a purchase order you may pay cash

· Don’t forget to get a receipt!

· Fill out a reimbursement form and attach your receipt

· In order to be reimbursed you must hand in both the reimbursement form and the programming form

· These forms can be handed in to the RHC mailbox in Residence Life (132 Farinon) or to an Executive Board Member at the Council of Presidents’ (COP) Meetings

· At the next COP mtg, you will receive a slip to be taken to the Cashier’s Window (2nd floor of Markle hall) for your refund.

NOTE:  if your reimbursement is for more than $100, the College will issue you a check.  Checks are cut once per week and are sent to student mailboxes.
