
[YOUR COMPANY]  ·  ACCOUNTING

Purchase Requisition
Request approval before committing spend. Approved requests receive a requisition number.

REQUEST

REQUESTED BY (required) DEPARTMENT

VENDOR NAME NEEDED BY (date)

AMOUNT (required) GL ACCOUNT

JUSTIFICATION (what is this for, and why now)

OFFICE USE ONLY

REQUISITION NUMBER (auto-assigned)

REQUESTOR SIGNATURE DATE

Starter template - replace the header with your organization's name and edit fields in any PDF form editor. Field names match the Content Central guide.
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