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	               Purchase Order (“PO”) for Services

	PURCHASE ORDER NUMBER

Show This Number on All Papers and Packages Pertaining to This Order

	Contractor Information

  Legal Name: [Insert Full Legal Name or Business Name]
  Mailing Address used for Tax Reporting:

  Street/PO Box: [Insert Street Address]
  City: [Insert City]  State:  [Insert State] Zip Code: [Insert Zip]
  Email Address: [Insert Email Address]
  Phone #: [Insert Contractor Phone #]     
If the Contractor is either a Foreign Individual or Entity, please contact Business Affairs Tax Analyst regarding tax withholding prior to issuing this PO to Contractor.

	Department Contact Information

  Contact: [Insert Dept. Contact Name]
  Name: [Insert Name of Department]
  Address: [Insert Department Address]
  Contact Phone #: [Insert Phone # for Dept. Contact]
  Email Address: [Insert Dept Contact Email Address]      



	
	Note: This Purchase Order (“PO” or “Contract”) may only be used for agreements with one-time event speakers and performers under $5,000

	Contract Term:  Start Date [Insert Start Date]    End Date  [Insert End Date]
      This Purchase Order is not valid for a Contract Term lasting more than seven consecutive days

	Statement of Work
	Contract Fee:

	[---Work may not include unsupervised contact with minors, work outside of US, or services provided by a current employee. Please be sure to check the Purchase Order for Services instructions for further details. Delete this section before completing the rest of this agreement.---]
[Provide a description of the services. Note: This document may only be used for agreements with one-time event speakers and performers under $5,000 lasting no more than seven consecutive days.   Example: Contractor will give a presentation on [TOPIC] on [DATE OR RANGE OF DATES] at/from [TIME] at [LOCATION INCLUDING ROOM NUMBER] with exact date, time, and location subject to change in University's sole discretion.
	[Insert Fee $0.00]


	 FORMCHECKBOX 
  Expenses and Reimbursement †: If this box is marked, Contractor will not be paid any reimbursements or expenses by University under this Contract.

 [---If the Expenses and Reimbursement box above is marked then delete this entire section before completing the rest of this agreement.---]

Not to Exceed (“NTE”) Reimbursable Expenses †: 

   University will reimburse Contractor’s expenses, including travel, up to the following not to exceed (NTE) amount of †:  [$0.00]
     Individual itemized expenses may be revised, but total amount reimbursed may not exceed the NTE listed above.
Not to Exceed (“NTE”) Direct Expenses †: 

   University will pay Contractor’s expenses directly to third parties, on Contractor’s behalf, up to the following not to exceed (“NTE”) amount of †: [$0.00]


	

	Not to Exceed Contract Maximum Compensation
	[Insert Maximum Compensation $0.00]**

	By providing goods or services under this PO, Contractor agrees to the terms and conditions contained in this PO and the University Standard Terms and Conditions found at http://pcs.uoregon.edu/content/forms.  
If checked the following insurance requirements apply:    FORMCHECKBOX 
 Commercial General Liability Required;   FORMCHECKBOX 
 Commercial Automobile Liability Required.

	Unless otherwise noted on the face of this PO, Contractor shall invoice University only upon completion of this order.  University of Oregon is not subject to federal excise tax.  

    **Contract Maximum Compensation includes the sum of all fees and reimbursements paid to Contractor and all expenses paid by University on behalf of Contractor. Contractor payments under this Contract will be reported on Form 1099.
    †All Expenses and Reimbursements are subject to the limitations of University’s published reimbursement rates found at the following web address:

http://ba.uoregon.edu/content/travel-reimbursement 

	Prepared By:

     
	Phone Number
     
	Other Approvals:

     

	Funds Authorized By:
     
	Phone Number
     
	Purchase Order Signature*:
     
	Date:
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                                                              *This Purchase Order is not valid unless signed by an individual with the appropriate Delegated Contracting Authority
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