Requisition Checklist

· Check requisition against quote and make sure everything matches or if any changes are noted (if applicable)

· Make sure all boxes on the requisition are filled out. (date ordered, PO number, etc.)

· Get number and type advancement order if necessary

· Call, email or go online and place the order

· Name of person contacted and/or website

· Name:________________________
· [bookmark: _GoBack]Contact Info:___________________
· Date:_________________________
· ETA:__________________________

· Make pricing corrections in the log if needed

· Make copies and distribute to the correct departments

· Date completed:___________________
Attach this form to the purchasing copy of the requisition.
