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PR Reference No: .................................

(to be completed by requestor)

PURCHASE REQUISITION FORM
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Instructions:

(1) Fill in the PR Reference Number with the submission of this form for approval.
(2) Please ensure the details stated in this form tally with the details in the quotation form.
(3) Any requisition should be made at least 3 months in advance before it is needed.
A. PARTICULARS OF STAFF REQUESTING (to be completed by requestor)

	Name/Position
	
	Signature

	Faculty/Department/Division
	
	
	Date



B. DETAILS OF REQUISITION (to be completed by requestor)


	No.
	
	Specifications*
	
	Per Unit
	Quantity

	
	
	
	
	Price (RM)
	

	
	
	
	
	
	


TOTAL

*[image: image3.jpg]


Not more than 6 items & attach separate sheet if necessary

C. JUSTIFICATION :

D. CLASSIFICATION OF PURCHASE:

Consumables: YES NO /Minor equipment: YES NO / Major equipment: YES Others (Specify):

E. RECOMMENDATION (to be completed by Head/Coordinator and Dean/Director)


Total

(RM)

NO

	
	
	
	
	Signature
	Date

	Head/Coordinator
	Recommended :
	YES
	NO
	__________________
	___________

	Dean/Director
	Recommended :
	YES
	NO
	__________________
	___________

	Remarks (if any)
	____________________________________________________________________


UQPC/PR/R5
PR Reference No: .................................

(to be completed by requestor)

F. FINANCIAL DETAILS (to be completed by Bursar/Finance Officer)

(1) Operating Budget Allocation:
YES
NO

	Allocation
	
	
	
	
	

	
	
	
	
	
	

	Cost of Items Requested
	
	
	
	Bursar/ Finance Officer’s Signature

	
	
	
	
	
	

	Balance of Allocation
	
	
	
	Date

	
	
	
	
	

	(2) BPIMB Capital Budget Allocation :   YES
	NO

	
	
	
	
	

	Allocation
	
	
	
	
	

	
	
	
	
	

	Cost of Items Requested
	
	
	
	Bursar/ Finance Officer’s Signature

	
	
	
	
	

	Balance of Allocation
	
	
	
	Date

	
	
	
	
	
	


G. APPROVAL (to be completed by Vice-Chancellor/Registrar)

Approved
Not Approved

H. URGENT PURCHASE/PAYMENT ONLY (>RM1,000.00 and  RM10,000.00)

Please justify for urgent purchase

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

Approved
Not Approved

Remarks:
___________________________________________________________________________

_______________________________

Authorised Signature

( Vice-Chancellor/Registrar/Bursar)

*To be approved in the presence of the requestor



_________________________ Date

