Crosswalk from Formatta to Bengal Buy

	FORMATTA
	BENGAL BUY
Click this link

	Direct Payment Voucher
(invoice or receipt / goods or services have been received)
	Special Request Form


	Purchase Req (becomes an Open PO)
Encumbrance for a lump sum of money and an extended period of time
	Standing Order Form
(encumbrance for lump sum / extended period of time /
partial payments)

	Purchase Requisition
(itemized orders ie supplies / closed once goods are received) 

	Punchout (where available) or
Non-Catalog Item



Please enter the Business Purpose on the Comment / Business Purpose Tab

	FORMATTA
	PDF

	Independent Contractors Form
(Working Relationship Form, W9, invoice(s) when services are complete)
	Independent Contractor Form
Working relationship form, W9, (invoices when services are complete)

	Participant Stipend Form
(W9 – if not on file / need new W9 if address has changed)
	Participant Stipend Form


	Subrecipient Procurement Form
	Subrecipient / Subcontractor



Travel – continue to use the Travel Reimbursement Form (excel) or iExpense

[bookmark: _GoBack]BOA Reconciliation / Procurement Card Monthly Transaction Summary (excel doc on website)

