
	[Name of School]Requisition/Purchase order (Goods)


	
	
	
	
	
	
	
	
	

	
	Name and address of supplier
	
	Date delivery required by
	
	Internal requisition number
	

	
	
	
	
	
	
	

	
	
	
	Invoice address
	
	Order number
	

	
	
	
	
	
	
	

	
	
	
	
	
	Requisitioner’s name and telephone number
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	Delivery address
	I confirm that I have delegated authority and my budget is sufficient to cover the purchase below.
	

	
	
	
	

	
	
	Signed
	
	

	
	
	
	
	
	
	
	

	
	
	Name
	
	

	
	
	
	
	
	
	
	

	
	
	Date
	
	

	
	Quantity
	Catalogue number
	Description of item required
	Item price
	Item total
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	Total (excluding VAT)
	
	

	
	
	VAT (if applicable)
	
	

	
	
	Total
	
	

	
	This purchase is subject to our Conditions of Purchase (attach terms and conditions or, if using a framework agreement enter the contract number). No other terms shall effect.
	Contract number (if applicable)

	
	
	

	
	Signed for, on behalf of, [Name of School]

	
	Signed
	Name
	Date
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