PURCHASE REQUISITION
	REQUISITION NO.

	DATE REQUESTED

	DATE NEEDED BY

	PRIORITY



	REQUESTED BY (NAME, TITLE, EMAIL)

	DEPARTMENT

	COST CENTER / GL CODE / BUDGET



	SUGGESTED VENDOR (COMPANY, CONTACT, QUOTE NO.)


	DELIVER TO (LOCATION / ATTENTION)




	REASON FOR PURCHASE / BUSINESS JUSTIFICATION





	Item
	Description / specification
	Qty
	Unit
	Est. unit price
	Est. total

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	Subtotal
	

	Estimated shipping / other
	

	ESTIMATED TOTAL
	


	APPROVALS


	REQUESTER SIGNATURE / DATE


	DEPARTMENT MANAGER APPROVAL / DATE


	FINANCE / BUDGET APPROVAL / DATE




	PURCHASING USE ONLY


	APPROVED / REJECTED

	PO NUMBER ISSUED

	PO DATE

	BUYER



Free template from Drip Capital (www.dripcapital.com).




