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Education and Workforce Development Cabinet

Office of Career and Technical Education

Purchase Requisition

	Date Order Sent to Vendor: 
	
	PROCARD PC #:
	

	Vendor:
	
	
	MARS Order #:
	

	Address:
	
	
	Request Date:
	

	
	
	Requested by:
	

	Vendor #:
	
	
	Justification:

	Phone #:
	
	
	

	Fax#:
	
	
	

	School Phone #: 
	
	Approved by:
	

	Ship to & Bill to Address:
	
	Order Placed by:
	

	(Enter School Name & Address)
	
	Credit Card No.:
	

	
	
	Expiration Date:
	

	
	
	Tax Exempt No:  
	

	
	
	Master Agreement No:  
	


	Comments:  
	


NOTE:  Master Agreement items must have reference information such as:  item #, page #, price list #, catalog #, etc.  Repair items must reference tag number and serial number of item being repaired.

	FUND
	DEPT
	FUNCTION
	ACTIVITY
	UNIT
	LOCATION
	OBJ
	DEPT OBJ CODE
	PROGRAMS

	
	531
	
	
	
	
	
	
	


	Item Number
	Description (List Item First, Description Second, Brand Name, Model Number)
	Rec’d
	Quantity
	Unit
	Unit Price
	Total

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	TOTAL$
	


	MERCHANDISE RECEIVED:

	MARS:
	 
	(Date) All goods/services received.  Order ready for payment: 
	Received By:
	

	PROCARD:
	Items not checked (() have not been received as of (date).
	
	Signature:
	

	Payment Document #:
	
	Amount:
	
	Release Needed:
	


Equal Education and Employment Opportunities M/F/D

PURCHASE REQUISITION (Continued)

	Date:
	


	School Name:
	
	Phone Number:
	

	School Address:
	
	Fax Number: 
	

	
	
	
	


	Item Number
	Description (List Item First, Description Second, Brand Name, Model Number)
	Rec’d
	Quantity
	Unit
	Unit Price
	Total

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Total $
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