PURCHASE REQUEST

	Requisition


	Order no.

	Page
of


	Processed by

	Letter(s) to be added to the order no.
  V - Inventory                               R - Registration
  C - Chemicals                             K – Approved by applicant
	


	Request submitted by

	Faculty/Service

	Financial officer

	Telephone

	Room

	Building
	Chair/Department

	Telephone


	Supplier (preferred)


	Reasons for preferring this supplier

	Supplier data (if necessary)


	Requested delivery date
	
	


	Position
	Description (be as clear as possible)
	Quantity
	Unit
(number, kg, metres, etc.)
	Estimated price per unit
	To be filled in by Purchase Dept

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	Position
	OFI number (8 figures)
	Estimated Total Amount (excl. VAT)
	Appr. Financial Officer
	Remarks

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Date

	Signed



More information at http://www.utwente.nl/fb/inkoop/ 
Purchase
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