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REQUISITION/PO ATTACHMENT TRANSMITTAL LABEL - AMHERST 
CAMPUS:   
 
“DESCRIPTION ONLY” (NON-MARKETPLACE) PURCHASE ORDERS WILL 
CONTINUE TO PRINT AND BE MAILED TO THE VENDORS BY THE 
PROCURMENT DEPARTMENT.  PLEASE SEND YOUR  ATTACHMENTS TO 
PROCUREMENT USING THE NEW TRANSMITTAL LABEL. 
 
COMPLETE AND ATTACH THE LABEL THAT APPEARS ON THE NEXT PAGE 
TO ENVELOPES THAT CONTAIN ATTACHMENTS FOR YOUR 
REQUISITONS/PURCHASE ORDERS.  REFERENCE THE NAME OF THE 
PROCUREMENT BUYER WHO IS ASSIGNED TO YOUR DEPARTMENT ON 
THE LABEL.     
 
TO DETERMINE THE NAME OF THE PROCUREMENT BUYER WHO IS 
ASSIGNED TO YOUR DEPARTMENT, MAKE NOTE OF THE DEPARTMENT 
ID THAT IS CHARGED TO YOUR PURCHASE (CHARTFIELD) AND GO TO 
THE PROCUREMENT DEPARTMENT WEB SITE AT 
http://www.umass.edu/procurement/.   CLICK ON THE BUYER 
ASSIGNMENTS LINK, AND FOLLOW THE INSTRUCTIONS THERE. 
 

 
 
  
 
 
 
 
 
 

http://www.umass.edu/procurement/


 
 

REQ. NO:_____________ 
 
REQ. ATTACHMENT FROM: 
 
 
(Purchasing Operator) 
 
 
(Department) 
 
 
(Building) 
 
 
 

     TO: 
 
 
(Procurement Buyer Name) 
 
Procurement Department 
4th Level 
Goodell Building 

 
 
 
 
 

REQ. NO:________________ 
 
REQ. ATTACHMENT FROM: 
 
 
(Purchasing Operator) 
 
 
(Department) 
 
 
(Building) 
 
 
 

     TO: 
 
 
(Procurement Buyer Name) 
 
Procurement Department 
4th Level 
Goodell Building 

 


