
   WKU FOUNDATION 
        Your Gifts.  WKU’s Future. 

 

   PURCHASE ORDER TIPS 
 
This is the only WKU Foundation form not located on- line. We keep track of the Purchase Order number, 
which is located on the upper right hand corner. They are located in our office in Craig Alumni Center Rm 200.  
 
** Be sure to reference the Purchase Order number on the Expense Voucher when the invoice arrives to 

be paid.  
 
The white copy of the Purchase Order goes to the vendor  
The Yellow copy is for the department  
The Pink copy is for the WKU Foundation.  
 
 

 

** Please send the Pink copy 
of the Purchase Order to us 
as soon as order has been 
placed.  

Pre-Assigned #  

VENDOR NAME 
This is for the Department’s Name and 
address (where the product will be 
shipped.)  Please include the department 
3-digit shipping code too! 

Account Administrator’s Signature  


