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What is a Purchase Requisition?

▪A request to buy goods or services from an established 

university supplier

▪ Includes:

▪ Supplier Name

▪ What needs to be purchased

▪ Quantity

▪ Cost

▪ Accounting Code Information (Budget)

▪ Business Justification

▪A requisition is routed for approvals BEFORE an order is 

placed
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How does a purchase requisition work?

Purchase

Requisition

Purchase

Order

Sent to Supplier 

to Fulfill Order
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Why are requisitions important?
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Verify budget availability

Capture business justification upfront before purchase is made

Provide visibility to department purchasing and business teams

Prevent unauthorized purchases

Create a documented approval/audit trail
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Purchase Requisition Sneak Peak
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Purchase Requisition Sneak Peak
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Catalog/Punch Out Supplier
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Employee needs to buy a laptop
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Non-Catalog Supplier
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Department needs to buy a $5,000 piece of equipment that is not available 

through a catalog supplier in the Marketplace
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Project Updates

Update on 

Forms

Name 

Announcement!

Upcoming 

Focus

Areas
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Thank you for 

sharing your 

time with us. 

What questions do 

you have?
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We welcome your 

feedback!
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https://forms.office.com/r/NhDvFpKes6 
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