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ATTENTION!!!
This document must be completed using Adobe Reader or Adobe Acrobat (version 9.1 or greater).
Please CLOSE this document and re-open it in either application for proper and full compatibility.
 
If needed, you may download the latest free version of Adobe Reader (aka Adobe Acrobat Reader DC) from Adobe's website at: www.get.adobe.com/reader
 
NOTE: 
Other third-party PDF viewers such as FoxIt Reader, Nitro Reader, PDF XChange (all versions), Sumatra PDF, Nuance PDF Reader, Power PDF, or any other application besides Adobe should NOT be used to complete this document, even if the document opens and appears to look and function OK.
Using any of the aforementioned software (other than Adobe Reader or Acrobat) will likely cause several
formatting and/or calculation errors.
 
This message will disappear upon opening the document in the proper version of Adobe Reader, or Adobe Acrobat.
RESEARCH ORDER FORM
INSTRUCTIONS:
Please complete this form by entering all required information below. After completing all required fields and checking both acknowledgment boxes in the shaded sections below, you may submit this order form for processing. To submit the form, click the "Submit by Email" button below. An outgoing email, addressed to the Research Accounting Team, will be automatically generated with a completed copy of this form attached. Please complete the email and add any additional instructions if applicable, and save a local copy for your records.
NOTES: 
Use Tab key or click to move between fields. 
All fields auto-wrap text. If you feel you’ve lost text, click out of the current field and it will display your current entry.
All required fields (outlined in red) must be completed before you can submit this form.
Invoice No.
Invoice Date
Terms
Payment Date
Job Location
Case Number
VENDOR NAME:
VENDOR PHONE
VENDOR WEB SITE:
YOUR NAME:
YOUR EMAIL:
YOUR PHONE/EXT:
PI'S NAME
PI'S ACCOUNT #
DELIVERY BUILDING & ROOM
I acknowledge that the justification provided below may not be a reason to bypass mandatory sources. If mandatory sources are used, I understand and agree that item, price, quantity, and/or minimum order amount may be adjusted as needed. 
DESCRIPTION OF ITEM
CATALOG NUMBER
QTY
UNIT
PRICE
TOTAL
COMMENTS (auto-expandable fields)
SHIPPING/HANDLING/ICE/ETC:
ORDER TOTAL:
I certify that I have validated this vendor is active under www.sam.gov. If this vendor is not active within this website, it is my responsibility to ensure they are.
If you are requesting a vendor other than mandatory sources (GSA, GIP, NIB, etc.) please provide a justification in the field below. Please note that price is NOT a reason for bypassing the mandated sources of supply per Federal Acquisition Regulation (FAR Part 8).
Justification: (auto-expandable field below)
10.0.2.20120224.1.869952.867557
This field is required.
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