
 

       PURCHASE REQUISITION 

 
 
   

  Requisition #:  

Requestor’s Name:  Phone #:  

  

Organization:  Date:  

 Date Needed:  

Ship To: Mississippi College 
200 S. Capitiol St. 
Clinton, MS 39058 
Attn:  

Source:  

  

  

  

  
 

ITEM 
 

COMMODITY DESCRIPTION QUANTITY U/M 
 

UNIT PRICE EXTENDED 
 

 
 
 

 
 
  
 
 

 
 
 

 
 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
                                                                                                                                                                                     
TOTAL 

 
 

 
  
 
DELIVER TO: 

 
      FOR PURCHASING OFFICE USE ONLY 

 
Purchase Order No.: _____________________ 
Issued To: _____________________________ 
_______________________________________ 
_______________________________________ 
_______________________________________ 
_______________________________________ 

 
Name: 

 
  

 
Building: 

 
  

 
Room No.: 

 
  

 
Special 
Instructions: 

 
 
  

 

 
 
In making this requisition, I certify to the best of my knowledge that my budget has unencumbered funds to cover this purchase. 
 
Account No:   

 
 
 

 
 

 
 
 

 
  

 
 
 

  
 
 

 
  

 
Fund 

 
 

 
Organization 

 
 

 
Account 

 
 

 
Program 

 
 

 
Activity 

 
 

 
Location 

 
 

 

Signed: 
 
_______________________________________________ 

 

Approved: 
 
_______________________________________________ 
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