
 
 

PURCHASE REQUISITION FORM 

Property Management 
 

Updated 7/1/2016 

Requested By:       Request Date:       

   

Purchase to be made from [list vendor(s)]  

   

Purchase to be made using [check one]:  Cash  Credit  Check 

   

Approvals:    

 Operations Manager  Date 

 

Please complete the information below for each item that needs to be purchased.  Note, only 

purchases that are for business-related needs will be considered for approval.  Receipts must 

be submitted to Accounting within 24 hours of purchase being made. 

 

Quantity 

List Below What Needs to be Purchased and 

Why Location (Address) Program Cost 

     

     

     

     

     

     

     

     

     

     

     

Grand Total  
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