	
	PURCHASE REQUISITION
WORK SHEET
	
	Date
	     

	
	

	Requisition Writer:
	
	
	Phone number:
	

	Account Name:
	
	
	Account  No.:
	

	Person in Charge of Project:
	          
	
	WBS No.:
	

	

	Supplier of

Product or

Service
	
	
	Supplier Phone No.
	

	
	
	
	Req'd Delivery Date:
	

	
	
	
	Required Source?
	NO

	
	
	
	Rush Delivery?
	

	
	
	

	Are these electrical items?
	YES
	 FORMCHECKBOX 

	NO
	 FORMCHECKBOX 

	
	If this requisition is for outside contractor services, is 

	If so, Are they NRTL Listed?
	YES
	 FORMCHECKBOX 

	NO
	 FORMCHECKBOX 

	
	the risk classified as: High  FORMCHECKBOX 
Medium  FORMCHECKBOX 
 or  Low  FORMCHECKBOX 
?*

	A short phrase for item(s):     


What are "electrical items?"   How can I tell if they are NRTL Listed?     What does “Quality Level” mean?

	ITEM #
	QUANTITY
	UNIT
	DESCRIPTION
Catalog number, if any; followed by noun, then adjective, as “Flasks, Erlenmeyer, Pyrex glass, 500 ml.” Give all the particulars you know: size, weight, color, material capacity, voltage, etc.
	Quality Level *    (A,B,C or D)
	Radioactive Material? * (Y/N)
	ESTIMATED
NET  UNIT
PRICE
	ESTIMATED
NET TOTAL
PRICE

	1
	     
	    
	     
	 
	   
	$0.00
	$   0.00

	  
	     
	    
	     
	 
	   
	$0.00
	$   0.00

	  
	     
	    
	     
	 
	   
	$0.00
	$   0.00

	  
	     
	    
	     
	 
	   
	$0.00
	$   0.00

	  
	     
	    
	     
	 
	   
	$0.00
	$   0.00

	  
	     
	    
	     
	 
	   
	$0.00
	$   0.00

	  
	     
	    
	     
	 
	   
	$0.00
	$   0.00

	  
	     
	    
	     
	 
	   
	$0.00
	$   0.00

	  
	     
	    
	     
	 
	   
	$0.00
	$   0.00

	  
	     
	    
	     
	 
	   
	$0.00
	$   0.00

	  
	     
	    
	     
	 
	   
	$0.00
	$   0.00

	  
	     
	    
	     
	 
	   
	$0.00
	$   0.00

	
	TOTAL
	$   0.00

	Highlighted areas MUST be completed for each item.

	* For help with these items, contact Tom Mullen (2-2879)


