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Date: 

August 12, 2015 


Request for Purchase
	Deliver Items To:


	
Account Numbers:


	Recommended Vendor:

	Budgets & Contracts Signature                                        
Procurement Officers Signature                                  


Person making the request should keep a copy of same and send three (3) legible copies to the Office of Fiscal Affairs. Purchase requests to vendor(s) shall be issued ONLY from the Procurement Office, an official purchase order forms.  

Requisition(s) must be received by the Office of Fiscal Affairs, Accounting Department, at least 14 working days prior to date needed.  All requests must bear true handwritten signatures.  Rubber-stamped or xeroxed signatures will not be accepted.

	Item No.
	
GCC Number
	
Description
	Quantity &Unit
	Unit Price
	Total Price

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	                                                                                                                                                                                  Grand Total 
	


Order by Dept. / Div.:   ___________________
Charge To Dept. / Div.: _____________________ 
Authorized Signature: 
____________________   
Authorized Signature:   _____________________
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