
Purchasing Department 
BPO Renewal Request Form 
May 2021 

BPO RENEWAL REQUEST FORM 
INSTRUCTIONS: 
1. Complete all fields. Incomplete forms may be rejected.
2. Attach supporting documentation (Quotes, Contracts, Proposals, etc.) to this form before submitting for approval.
3. Route for signature approval via Adobe Sign.

Requestor: Site: District 
Fiscal Year: EVC 

Department: SJCC 
Building & Room: Milpitas 

Previous BPO#: 
Vendor ID: 

Vendor Company Name: 
Vendor Contact Email: 

Description of Goods or 
Services: 

______________________________________________________________________
______________________________________________________________________ 
______________________________________________________________________ 

Term: Start:   End:    Multi-Year (If Applicable): Year ___ of ___ 
Authorized User(s): 

Invoices Approved By: 

 Total BPO Not to Exceed Amount: $_____________________       Multiple GL lines must total Not to Exceed Amount 

GL Account Amount 
$ 
$ 
$ 
$ 
$ 

 APPROVALS 
Department: 

Business Services: 
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