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	Internal Purchase Requisition





Shaded areas are for Office Use only 
To choose an option circle your choice
	Financial unit
	Status of Req:
	Financial unit reference:

	Finance One input by:
	Positive certification required
	Y
	N
	End user name:

	Req'n no:
	Unit inventory:
	Y
	N
	End user phone:

	Date goods req’d:
	
	
	
	End user branch:

	Buyer:
	Order Type:
	Std
	Bkt
	Sta
	MU delivery point:

	

	Supplier name:
	
	Contact name:

	Supplier address:
	
	

	
	
	

	
	
	

	Supplier phone:
	Supplier fax:
	Vendor code (TC):

	

	Quotes obtained *: (Attach evidence of quotes if requisition totals more than $5,000(excl GST) , otherwise list oral quotes)

	1:

	2:

	3:

	* Prices quoted are GST     Inclusive      Exclusive   (circle one)

	Description of the goods you wish to purchase
	Qty
	Units
	Unit price *
	Total *

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Delivery and other charges
	
	
	
	

	Total amount of requisition
	
	
	
	$

	

	Ledger Code
	Account name
	Account number (11 digits)
	Amount

	
	
	
	

	
	
	
	

	
	
	
	

	Total amount of dissection
	$

	

	Signature of Requester orSupervisor
	Date
	Signature of Officer with sufficient financial authority
	Date


Office of Financial Services
This form is available on-line under Forms at www.ofs.mq.edu.au/ofs_web/index.htm
25/07/2000
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