PURCHASE REQUEST FORM

This is a fillable form.  Type your entries in the gray block a top any text in that field.  

You can just delete all text and print the form out that way if you want to fill it in by hand.

Clicking the mouse in a field will display help text in the gray bar above the ‘start’ bar.

Attach all special endorsements, catalog pages, etc, when you take this to Supply.

	PRIORITY     FORMDROPDOWN 

	JON
	Requestor


	Generic description


	Item 1 Nomenclature
	Part#
	Qty
	CostEA
	Totalcost

	Item 2 Nomenclature
	Part#
	Qty
	CostEA
	Totalcost

	Item 3 Nomenclature
	Part#
	Qty
	CostEA
	Totalcost

	Item 4 Nomenclature
	Part#
	Qty
	CostEA
	Totalcost

	Item 5 Nomenclature
	Part#
	Qty
	CostEA
	Totalcost

	Item 6 Nomenclature
	Part#
	Qty
	CostEA
	Totalcost

	Item 7 Nomenclature
	Part#
	Qty
	CostEA
	Totalcost

	If you need more lines,                                                Shipping and Handling
	     

	Please enter two items per line                                    Total cost of this order
	     


	Justification


	Name of source 1
	Name of source 2
	Name of source 3

	Phone of source 1 
	Phone of source 2
	Phone of source 3

	Street address of source 1
	Street address of source 2
	Street address of source 3

	City, state, zip of source 1   
	City, state, zip of source 2   
	City, state, zip of source 3   


	___________________________________

Requestor signature
	___________________________________

Department Head signature

	___________________________________

Reviewed IAW SECNAVINST 5230 (if IT)
	___________________________________

Supply Officer signature (if PRI 3 or 6)


