REQUISITION

UTICA UNIVERSITY










No. 

INSTRUCTIONS:
1.
Prepare this form in duplicate, send the original (white copy) to the PURCHASING DEPT., for the



Procurement of all equipment, supplies, General Stores Items, and other services.



(Use Work Order Request Form for maintenance and repairs by the Maintenance Staff.)


2.
Include on each requisition ONLY ITEMS that are to be charged to the same account.


3.
PLEASE ALLOW TIME FOR THE PURCHASING DEPT. TO OBTAIN QUOTATIONS.


4.
PLEASE TYPE OR PRINT.

5.
FOR FURTHER INSTRUCTIONS, REFER TO BUSINESS OFFICE 



PROCEDURE MANUAL OF 4/93.

PLEASE ORDER THE FOLLOWING FOR:

	DEPT.

	CHARGE TO:

ACCOUNT NO.


	BLDG.

	ROOM NO.

	ACCOUNT NAME


	REQUESTED BY

	DATE:


SUBMITTED

	APPROVED BY___________________________________________

(DEPT. CHAIRMAN OR ADMINISTRATIVE OFFICER)
	NEEDED


(PLEASE INDICATE A SPECIFIC DATE)


	
	QUANTITY
	ARTICLE & DESCRIPTION

(EXPLAIN UNUSUAL PURCHASES & SOURCES OF SUPPLY)
	ESTIMATED COST

	
	
	
	UNIT
	TOTAL

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Processed By___________________________________________________________________Date_______________      Order No._______________________

Vendor___________________________________________________________________________________________
Oblig. No._______________________

