REVISION NO. | 03 |
M( I REVISION DATE [ March 3, 2016__|

Malayan Colleges Laguna

PURCHASE REQUISITION FORM

PROCEDURE IN ACCOMPLISHING THIS FORM

REQUISITIONING OFFICE/DEPARTMENT/COLLEGE ACCOMPLISH THIS FORM COMPLETELY. IN PLACING ITEMS, PLEASE INCLUDE THE SPECIFICATION OF EACH ITEM REQUESTED.
THE DEPARTMENT HEAD SIGNS THE P.R. FORM.

THE ACCOUNTING MANAGER/CONTROLLER RECOMMENDS THE FORM.
THE VICE PRESIDENT FOR FINANCE/CFO APPROVES THE FORM.
THE PURCHASING OFFICE RECEIVES AND REVIEWS THE APPROVED FORM AND AFFIXES THE SEQUENCE P.R. NUMBER.

REQUISITIONING OFFICE/DEPT/COLLEGE DATE SUBMITTED DATE NEEDED “

QUANTITY UNIT COMPLETE DESCRIPTION OF ITEM(S)

AN N NN

PURPOSE/REASON FOR THE REQUEST

REQUESTED BY / DATE ENDORSED BY / DATE BUDGET INFORMATION (FOR ACCOUNTING OFFICE USE ONLY)

TOTALBUDGET | |
REQUISITIONER DEPARTMENT HEAD BUDGET USED | |
PURCHASING OFFICE BUDGET BALANCE | |
RECEIVED BY / DATE REVIEWED BY / DATE
THIS PURCHASE REQUEST | |
AVAILABLE BUDGET | |
PURCHASING ASSISTANT PURCHASING OFFICER

RECEIVED BY/DATE FILLED OUT BY/ DATE RECOMMENDED BY / DATE

NOTED BY / DATE APPROVED BY / DATE

EVP/ COO VP FINANCE-CFO/CONTROLLER BUDGETASSISTANT BUDGET ASSISTANT CONTROLLER

COPY: WHITE — ACCOUNTING OFFICE; PINK— PURCHASING OFFICE; BLUE — REQUISITIONING DEPARTMENT FORM PO - 001A

THIS FORM IS AVAILABLE AT THE PURCHASING OFFICE
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