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I.  Overview of Agency Purchase Orders (APO)  
 
The ‘Agency Purchase Order’ form is used by colleges and departments to order commodities and /or 
services from vendors and to encumber funds.  Once completed, approved, and released, the form is 
then sent electronically to the Controller’s Office where it is uploaded into the Financial Information 
System (FIS).  Audits to ensure compliance with applicable purchasing guidelines are accomplished 
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 3. 
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 9.  Trustees 
 
  
 
 
 
 
 
 No trustees are necessary for this form.  However, if you should happen to have any 
Position Trustees, they would be listed here at this time. 
 
Once you have completed the entries, click on the ‘Next’ button or the ‘Final Form’ tab. 
 
 10.  




