
Purchase Order Request Form Online 
Requester Name: ________________________________________​
Department: ________________________________________​
Email: ________________________________________​
Phone Number: ________________________________________​
Date of Submission: ________________ 

Requested Items 

Item Name Quantity Price per Unit ($) Total Price ($) 

    

    

    

    

    

    

    

    

Preferred Vendor Details 

●​ Vendor Name: ________________________________________ 
●​ Vendor Contact Number: ________________________________________ 
●​ Vendor Email: ________________________________________ 
●​ Website (if applicable): ________________________________________ 

Order Urgency 
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☐ Immediate Purchase ☐ Next Available Stock ☐ Scheduled Purchase​
☐ New Supplier Order ☐ Recurring Order 

Shipping Details 

●​ Preferred Delivery Date: ________________ 
●​ Shipping Method: ☐ Ground ☐ Air ☐ Express ☐ Other: ________________ 
●​ Delivery Location: ________________________________________ 

Approval Section 

●​ Supervisor’s Signature: ________________________________________ 
●​ Finance Department Approval: ☐ Approved ☐ Denied 
●​ Budget Code (if applicable): ________________________________________ 
●​ Date of Approval: ________________ 
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