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PURCHASE REQUEST NUMBER:_____________________





Contract #:    

	(1) Purchase Order #:
	(2) Date:
	(3) Page      of   

	(4) Invoice To:


	(5) Buyer Name/Number:
	(6) Suggested Source (if known):

	
	(7) Account Code:
	(8) Need Date:

	(9) Vendor/Vendor Number:


	(10) Ship To:


	(11) Priority

( AF Critical   ( Co. Critical

( < 5 Days       ( <15 Days

( <30 Day

	 No.
	Catalog

No.
	Catalog

Part No.
	Manufacturer

Part #
	                                                            Description
	Qty
	Unit

Price
	 Extended

Price

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	(12) ORIGINATOR (As Applicable)
End Item Model #:____________________________________  Serial #:____________________________________

Motor Info. Model #:__________________________________   Serial#:_____________________________________

Frame:___________________  HP:__________________ RPM:__________________ Voltage:____________________

Work Order #:_________________________TARE #:___________________________           ( Pricing Only!

COMMENTS/REMARKS:_______________________________________________________________________________________

	(23) 

	(24) 

	(21) Originator/Date:


	(22) Lead Approval/Date:


	(23) Manager Approval/Date:
	(24) Facility #:



NOTE: For instructions on completing this form, see next page.

Instructions for Completing Purchase Request Form

 Purchase Request (PR) Number: This number will be assigned by Work Control for each PR individually. 

Block 1 This number is automatically generated by MP2 in sequence and input by Subcontracts/Logistics personnel

.

Block 2 The originator will enter the Date that the form is prepared.

Block 3 Enter the number of pages associated with this Requisition, e.g., 1 of 1, 2 of 2.

Block 4  Self-explanatory.

Block 5 Buyer Name/Number (This is a purchasing function; leave blank.)

Block 6 Enter the name of the vendor(s) if known 

Block 7 Enter the Account Code if known for the work being done, other wise leave blank.

Block 8 Enter the Need Date that the material, equipment or service id required. (Note: ASAP is not a date!)

Block 9 Leave the Vendor/Vendor Number block blank.  This block will be filled in by purchasing personnel.

Block 10 Self-Explanatory

Block 11 Enter the Priority Code for the item(s) being purchased.

Block 12 Enter the sequence number for each item you are requesting to be purchased on this PR.

Block 13 If applicable, enter the catalog number where you found the required part/item being purchased.

Block 14 If applicable, enter the catalog part number.

Block 15 Enter the manufacturer’s part number, if known.

Block 16 Enter a description of the item requiring purchase. (NOTE: If more than nine items purchased, continue on another 
  form.)

Block 17 Enter the quantity required, e.g., 1 each, 1 lot, 1 box, etc.

Block 18 Enter the unit price for the item being purchased, if known.

Block 19 Enter the extended price (if known), i.e., Block 17 X Block 18 equals Block 19.

Block 20 Enter the information as it pertains to the items being ordered. If not applicable, mark N/A.

Block 21 The originator prints name and enters the date in the Originator/Date block.

Block 22 The lead signs and enters the date in this block, if applicable.  Otherwise leave Blank.

Block 23 Manager’s Approval and Date (Self Explanatory) (NOTE: A manager approves all requisitions, save bench stock 
   
  restocking.)

Block 24 List the building number where the material, equipment, or service will be used.  
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