The Principia—Department Purchase Requisition
	Instructions: (1) Complete all applicable entries. All starred [*] entries must be completed, (2) Forward to Purchasing                                      v. 4/28/10


1. *Approvals							2. *Purchase Order Information
	*Originator:
	*Date:
	Purchase Order #

	*Dept. Head Signature: 
	*Charge to: This FY  Next FY 
	


3. Suggested Vendor					               4. *Ship To:
	Name
	
	Principia College, Elsah, IL
	

	Address
	
	The Principia School, St Louis, MO
	

	City
	                                St:      Zip:
	Our Pick Up
	

	Contact (Full Name)
	
	Attention (person):
	

	Phone #
	                               Fax:
	                       Dept:
	

	Email address
	
	


5. *Description of Goods or Services requested.
	* Qty
	*Unit (Each, etc.)
	*Description
	*Unit cost
	*Total
	*Organization or Fund
	*Acct. code

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	Requisition
Total
	

	6. Project Manager/Owner’s Rep:


7. Miscellaneous                                                                             (Purchasing use only)
	Has this order been placed?
	
	Insurance?:
	
	Purchasing Agent

	If “yes”, by whom & date:
	
	Date entered:
	
	



