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*This process takes about 3 weeks from beginning to end



Complete PRF Packet Includes…

• PRF

• Invoice

• Flyer (if food is being ordered)



Organization Name Allocation # or Budget Line Today's Date

Initiator (print) Phone Advisor Name (print) Date of Event (if applicable)

E-Mail Address Advisor Signature Event Location (if applicable)

Recommended Vendor Contact

Address

City/State/Zip Phone 

Email
Item # Quantity Unit Price

Vendor Payment Options:   Credit Card Check Grand Total 

Justification / Use of item(s) - REQUIRED

Benefit to the Student Body - REQUIRED

IDT BY:  Other  ASF Acct #

P.O.  P-Card 

Authorized Signature (1) Date Authorized Signature (2) Date ASFBO Accountant Signature  Date ASFBO
Requisition
Approver

Print Name Print Name Requisition #  Initials  Date

(A&SF Business Office Use Only)

TotalDescription - Attach all quotes and/or any documentation

Only those individuals or positions on the A&SF Business Office's authorized signature list may sign below, and only those Student Organizations registered 
with the Office of Student Involvement that have received an SGA-approved allocation or bill may request funds for purchases. All purchase requests need to 
be made at least TEN (10) BUSINESS DAYS prior to the time that items and/or services are required. Please take into consideration required production/
shipping times of the vendor. All purchse requests must follow all guidelines set forth by the Student Government Finance Code and the A&SF Business Office's 
Financial Training.  All authorized signatories must have successfully completed the A&SF Business Office's Financial Training.  By signing below, you are 
certifying that you understand these rules and will abide by them.

-

Purchase Request Form

Revised 7/17 
Previous Form Obsolete

Dept Name Dept #

P-Cardholder Name

Fiscal Year 2017 - 2018



Completing a PRF

• All requests for purchases must be submitted via a purchase request 

form (PRF) to the Student Council Treasurer 3 weeks prior to the 

date of the event

• Vendors paid over phone by main campus accountant via credit card

• Vendors have to agree to be paid by credit card over the phone

• Takes up to three weeks after the event date for a check to be cut



Completing a PRF cont…
• You need to fill out one PRF for each vendor you are using 

(either business/individual)

• For speaker fees/honorariums, must provide invoice and W9

• For online purchases, put vendor’s website on the address line 
and attach document with a screenshot of your shopping cart 
(with all of the items you want to order in it)



















Completing a PRF cont…

• Do not sign the form or have anyone from your group sign the 

form

• For any event involving food, must include a flyer with SGA logo

• Financial Training available for all students -

https://osi.ucf.edu/blog/rso-info/asf-financial-training/

https://osi.ucf.edu/blog/rso-info/asf-financial-training/


Important Points
• Do NOT purchase items with your own money. Main campus 

will NOT reimburse you! 
• Businesses/individuals not already approved by UCF main 

campus as vendors must fill out and turn in an UPDATED W-9 
before receiving funds

• This can take up to 8 weeks to process; be aware of that for your 
events

• Cannot sign a contract as representing UCF



Commonly Used Vendors

Dining
• Publix (ONLY the Cornerstone 

at Lake Hart location) – must 
submit invoice from Apron’s 
Event Planning

• Papa John’s, Domino’s, Pizza 
Hut (call for discount!) – make 
sure to add tip on your PRF

• Chick-Fil-A
• Check out the new COM Cafe

ITEMS
• Amazon – NO PRIME!!!
• Dollar Tree
• Oriental Trading
• Staples
• Walmart



Commonly Used Vendors cont…

• When ordering pizza you MUST get a receipt at either pick up 
or from the delivery person and bring it to either Casey or 
Soraya the day of. 

• When ordering pizza or food for delivery make sure you give 
the person’s name who will be picking up the order and group 
name for the order. 



Speaker Funding
• What can speaker funds be used for?

• Honorarium 
• Travel Expenses 
• Hotel
• Meals 
• Transportation 

• BUT – you do not specify this on the PRF!
• Submit a “speaker fee” PRF with invoice
• Cannot provide a speaker fee to UCF faculty or staff
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