MANUAL PURCHASE REQUISITION FORM PROCESS
The requisition process consists of the following:
· Department obtains a quote from the vendor.

· Requisition preparer completes the ‘Purchase Requisition Form’ based upon the information provided on the vendor’s quote.  Vendor’s federal identification number must be provided.  If a new vendor, submit completed Vendor Data Entry form and W-9 form along with requisition.
· Requisition preparer attaches a copy of the vendor’s quote to the ‘Purchase Requisition Form’ and submit paperwork to all necessary approvers.  Requisition Form must have Office of Planning and Budget approval.
· Department submits fully approved requisition and supporting documentation to Procurement Services for processing.

· Procurement Officer reviews and processes the requisition according to procurement guidelines.
· The Procurement Officer will print the purchase order, distribute to vendor, as well as provide purchase order number to requisitioning department.

(Note: All highlighted areas are to be completed by the requesting department)
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