	Expense requisition Form
	Document No.   :

Document Date : 
	Format No.

Rev. No. & Rev. Date.

	Items 
	Procured for
	Unit / Project No. & Date

	
	
	

	Request Date
	Requested by
	Department
	Allowanced budget
	Requirements

	
	
	
	
	

	Supplier Proposal 

	Supplier – 01
	Supplier – 02

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	

	Assets & Justification

	

	Description of Goods
	Quantity
	UOM
	Planned Price
	Actual Price
	Estimated Price
	Compensation

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Required Delivery Date
	Required Delivery Place
	Supplier Delivery Terms
	Packaging & Transportation

	
	
	
	

	Payment Terms
	

	Other Terms 
	

	Approvals / Rejections


	Approvals / Rejections



	Department Manager – Sign.
	General Manager – Sign.
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