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A purchase requisition is a request or instruction to Purchasing Services to procure a certain 
quantity of a material or a service so that it is available at a certain point in time. Purchase 
requisitions generally include information on the department requesting materials, the exact 
number of supplies requested, a general description of those supplies, the legal name of the 
supplier and the expected price of the purchase. It is an internal document which, if approved, 
will be incorporated into a purchase order submitted to the supplier. 

Purchase requisition form (Appendix A) 
The following information is required when completing a purchase requisition. 

 
• Date Ordered: This field is useful in case procurement is asked to track the progress of 

the purchase. 
• Date required: If your purchase must fit into a certain time frame, use this field to 
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https://www.uwinnipeg.ca/institutional-analysis/docs/policies/purchasing-policy.pdf
https://www.uwinnipeg.ca/financial-services/docs/purchasing-procedures-updated.pdf
https://www.uwinnipeg.ca/financial-services/docs/purchasing-procedures-updated.pdf


Accounting Services Guide 
Purchase Requisitions 

6 | P a g e 
U p d a t e d S e p t e m b e r 6, 2 0 2 3 

 

 

 
 
 
 
 
 
 
 

Appendix A 



Accounting Services Guide 
Purchase Requisitions 

7 | P a g e 
U p d a t e d S e p t e m b e r 6, 2 0 2 3 

 

 

http://www.uwinnipeg.ca/financial-services/docs/purchase-req.xlsx

	Purchase requisition form (Appendix A)

