
Vendor Name, Addr, Phone, Fax, , e-mail & web address

Contact name & e-mail:  

Quantity Unit Unit Price

TOTAL

OK to pay:

Date:

Description-not just the item(s) but what they are for

VENDOR FEDERAL ID#

ATTACH WRITTEN  QUOTES.  NOTE IF VENDOR IS MWBE! 

Object Code: 

Commodity Code: NYS CONTRACT # 

MWBE Vendor____ YES   ____ NO, if not, reason?

IF YOU ALREADY HAVE PRICE QUOTATIONS, PLEASE ATTACH THEM

Requisition #

Requisitioned by:  Approved By:  

2. Account # 4. Account #

1. Account # 3. Account #

Building:  

Date:  

PURCHASE REQUISITION

If not MWBE, provide reason

Date Encumbered

Order #

Amount

Deliver To:  

Requisitioner's Phone #:  
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