
 
 

PURCHASE REQUISITION FORM 
Office & Medical Supplies 

 

                                         A-2: Purchase Requisition Form – Property Management                             

Requested By:  Request Date:  

   
Purchase Approvals: Supervisor:  Date:  

    
 Director of Finance:  Date:  

   
Please complete the information noted with an * below for each item that needs to be purchased.  Note, only purchases 
that are for business-related needs will be considered for approval.   

 
* Qty. 

Needed * 
Qty. in 

Storage 
Qty. 

Purchased * Product Desc. * * Purpose / Location * 
Projected 

Cost 
Actual 
Cost 

Balance 
Due 

        

        

        

        

        

        

        

        

        

        

        

        

        

        

Grand Totals    

 
                                                     * FOR ADMINISTRATIVE USE ONLY * 
         

Are any of the requested items in our storage 
area?  If yes, indicate how many in “Qty. in 
Storage” above.  Yes  No Office Manager:  Date:  

     

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

     

Ordered From:  Ordered By:  Order Date:  
         

Received By:  Received Date:  Problems w/ Shipment?  Yes  No 
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