	PURCHASE REQUEST WORKSHEET

	
	Date:
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	Creator:
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	Person in Charge of Project:
	[bookmark: Text40]     
	
	Supplier Phone:
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	Project #:
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	Project Phase #
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	Sole Source?
	[bookmark: Dropdown2]

	Project Task #:
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	Req’d Delivery Date:
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	Category Code:
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	[bookmark: Notes]Notes:     

	Click for:
	Category Code Guide
	
	



	Are these electrical items?
	YES
	☐	NO
	☐	
	If this requisition is for outside contractor services, is

	If so, are they NRTL Listed?
	YES
	☐	NO
	☐	
	the risk classified as: High ☐   Medium ☐   or Low ☐?*

	*Click for:
	Help on Risk classification for outside contractors



	Item #
	Quantity
	Unit
	DESCRIPTION
Catalog number, if any; followed by noun, then adjective, as “Flasks, Erlenmeyer, Pyrex glass, 500 ml.” Give all the particulars you know: size, weight, color, material capacity, voltage, etc.
	Quality Level*
(A, B, C or D)
	Radioactive Material? * (Y/N)
	Estimated Net Unit Price
	Estimated Net Total Price
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	TOTAL
	$   0.00



	Please complete applicable shaded areas.

	*For help with items regarding risks or quality levels, contact Erika Glombicki (2-6120)
**For financial or form questions, contact Jenny Hill (2-4001) or Jamie Hayley (2-3991)



