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Purchase Requisition Form

Directions:  This form is to be filled out and signed by Department Coordinator only.

1. Department:

2. Item(s) to be purchased:

3. Reason for purchase:

4. How much do you expect to spend?

5. Who will be purchasing the items?

6. Date item(s) needed by:

7. Company previously utilized to order these items (if applicable):


	
	Department Coordinator’s Name – Please Print
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Department Coordinator’s Signature
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	FOR OFFICE USE ONLY
	
	
	
	
	
	

	
	Board Approval (if necessary):
	
	
	Approved
	
	
	
	Disapproved
	

	
	Signature
	
	
	
	
	
	
	
	
	
	Date
	
	
	

	
	Final Approval:
	
	Approved
	
	
	Disapproved
	

	
	Signature
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Title
	
	
	
	
	
	
	
	
	Date
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