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Packing Slip Guideline  
Effective June 16, 2017 
 
Scope  
 
Packing slips or proof of service documentation is required for all purchases including those made using 
a purchase order or PCard. Documentation that goods were received or a service provided is necessary 
to prove that the University received what was paid for. The documentation must be attached to the 
eRequest before it can be completed and closed by the College Business Office (CBO) fiscal team. All 
CoP faculty and staff must adhere to these guidelines for purchases they have initiated ensuring that 
each transaction remains University compliant. Furthermore, this applies to all purchases made through 
eRequest. 
 
Guidelines 
 
The faculty or staff member who initiates the request is the person responsible for the proper 
documentation even if the good or service is received by someone else. The CBO is responsible for 
ensuring that all required documentation is attached to the request before it is completed and closed. 
Additionally, the CBO is responsible for ensuring that all source documentation is retained per the 
University’s Document Retention Schedule. The initiator and CBO must work collaboratively so that 
documentation can be secured and attached in a timely manner.  
 
The CBO has implemented procedures to assist initiators in meeting these requirements in a manner 
that is most efficient for each individual. There are two procedures detailed below and the initiator is free 
to choose either option for each transaction they initiate.  
 
Procedures 
 
Option 1: 

• The initiator will write their name and the PR number on the packing slip. 
• The initiator can scan or take a picture of the packing slip themselves and attach the file to the 

eRequest. 
 
Option 2: 

• The initiator will write their name and the PR number on the packing slip. 
• The initiator can bring the documentation to the Business Office in Parks 216 and the fiscal staff 

will scan and upload the documentation to the request. 
• The CBO has a packing slip folder hanging on the file cabinet right inside the door. 

 
Special Note on Services Provided or a Lost/Unavailable Packing Slip: 

• If the purchase made is for a service that was provided, no packing slip is available. In these 
cases, the initiator is responsible for entering a comment on the eRequest that the service has 
been completed. 

• If the purchase is for a good but the packing slip has been lost or is otherwise unavailable, the 
initiator is responsible for entering a comment on the request that the good has been received. 


