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  Purchase Requisition Form            Requisition Number: RQ 
 
 

Date:  Date Needed:  Purchase Order Number:  
 

Suggested Source:  Deliver To: 
Vendor #:  Company:    HSC                              Main                         LERC 

Address: 
 

 Building:  
College / Dept.:  

Phone #:  Fax #:  Room:  
 

Accounting Unit  / 
Index # 

Acct. Part # Description Qty. Unit Cost Total Cost 

       

       

       

       

       

       

       

       

Total:  
 

Requested by: 
Print Name:  Signature:  Phone:  

Authorized Approver1: Authorized Approver2:
Print Name:  Date:  Print Name:  Date:  

Signature:  Signature:  

Grants Approver: Foundation Approver:
Print Name:  Date:  Print Name:  Date:  

Signature:  Signature:  

Capital Approver: Facilities Approver: 
Print Name:  Date:  Print Name:  Date:  

Signature:  Signature:  
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