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REQUisition form sample

XXXX Public Library

Requisition Form

EXPENDITURE REQUEST: Submit in duplicate. Include with this form any relevant order forms, contracts, contract wording, etc. No orders for materials or service may be placed until this request is approved.

	VENDOR NAME:
	
	REQUESTED BY:
	

	Complete for New Vendors
	

	Street Address:
	
	Date:
	

	City State Zip:
	
	
	

	Phone:
	
	Department:
	

	Fax:
	
	Requested By:
	

	E-mail/Web Address:
	
	Supervisor
	


	DATE REQUIRED
	PAYMENT METHOD
	
	REASON FOR PURCHASE:

	
	Check ___
	Credit Card ___
	Purchase Order ___
	


	QUANTITY
	ITEM
	UNITS
	DESCRIPTION
	DISCOUNT %
	UNIT PRICE
	TOTAL

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	Subtotal
	

	
	
	
	
	
	Shipping
	

	For Accounting Office Only:
	
	
	Miscellaneous
	

	FUND#
	ACCOUNT
	AMOUNT
	
	
	Balance Due
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	PO Number Issued:
	
	Supervisor’s Approval:

Date:


	

	Issued By:


	
	Director’s Approval:

Date:
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