PURCHASE REQUEST FORM
Internal request and approval form · ready to print and sign
Request header
	Request No
	PR-2026-001
	Request Date
	…

	Requested By
	…
	Department / Branch
	…

	Phone / Email
	…
	Cost Centre / Budget Code
	…

	Need-by Date
	…
	Urgency
	Normal / Urgent

	Delivery Address
	…
	Delivery Notes
	Time window, floor, dock, etc.



Requested items
	No
	Item name & specification (standard, size)
	Brand · model preference
	Equiv. OK?
	Qty
	Unit
	Notes

	1
	Copy paper A4 80 gsm (box = 5 reams)
	Preference: local brand
	Yes
	20
	Box
	Keep off wet floors

	2
	Nitrile gloves, powder-free, EN ISO 374-1 · size M
	—
	Yes
	10
	Box
	Box = 100 pieces

	3
	
	
	
	
	
	

	4
	
	
	
	
	
	

	5
	
	
	
	
	
	

	6
	
	
	
	
	
	

	7
	
	
	
	
	
	

	8
	
	
	
	
	
	

	9
	
	
	
	
	
	

	10
	
	
	
	
	
	

	11
	
	
	
	
	
	

	12
	
	
	
	
	
	


The first two lines are examples — delete them and enter your own items. Writing the quantity in <pack units> rather than <single pieces> gets the quote right the first time.
	What the “Equiv. OK?” column does: with “Yes”, the supplier may also quote an equivalent of the requested brand. With “No”, only the stated brand and model is quoted — if it is out of stock, the lead time grows. Leaving the column blank works like “No” in practice.



Approval block
	Requested by (name / title)
	Approved by (name / title)
	Budget / purchasing approval

	


Date / Signature: ………………………
	


Date / Signature: ………………………
	


Date / Signature: ………………………



How to use: (1) Number the request in your own system (PR-2026-001, for example) — all later correspondence refers to that number. (2) Describe the item by measurable properties rather than by brand (“Copy paper A4 80 gsm, box = 5 reams”). (3) The “Equiv. OK?” column lets the supplier offer an alternative; if it is left blank, no equivalent can be quoted and the lead time may grow. (4) Always state the pack unit and the delivery address — if either is missing, the quote can be delayed. (5) Do not send the form to a supplier until the approval block is complete.
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