
This form for use by Ames Lab
personnel only, in requesting
materials for use under contract
DE-AC02-07CH11358

VENDOR NUMBER

REQUISITION P.O. No A

Iowa State University          Ames, Iowa
Helpful Hints

• Electronic or preprinted forms are available. Electronic is faster and error-free.
• If you have adequate authorization to cover this requisition then sign on the “signature ap-

proval” line or obtain your leader’s Signature before sending your requisition for processing.
• Add additional pages to fully explain specifications, requirements, funding, and approvals.
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Deliver to (Optional)

Building Room

Date of Requisition Required Delivery Date

Requested By Employee # Office Address

Signature Approval Employee #

Proj Abbr./Job Order Project Work Order Account Allocate Amt.

Suggested Sources:

1.

2.

3.

Vendor’s Phone #:

Fax #:

Sales Representatives:

OLD P/O No. A:

Item  Catalog  
No.

Complete Description (Name, Number and Size)
Attach Additional Sheets if Necessary. Assign CAS numbers when applicable.

Extended 
Cost

JUSTIFICATION
All purchases require justification.
Attach pages as required.

CAPITAL EQUIPMENT Will this equipment have a useful life of more than two years?
Will it become part of existing equipment or plant?

Yes No
Yes No

If “yes” give property number of existing equipment.              This equipment will be located in Room              Building              

      BREAKDOWN/EMERGENCY Which stops research until the item(s) are received. Some vendors charge $50.00 for rush orders.
 I authorize this added expense and/or overnight express type of delivery.

Group Leader’s Approval

Phone #

Preferred

Prog Director Approval Budget Officer approval COO approval Budget Office Accounting Office

Total Cost

Procurement  
Type

Form No. 58302.066    Purchasing     Revision 6       Aug. 2009

BuyerESH&A

Qty. UnitNo.
Unit 
Cost 

Only

Budget Use

COMPUTING/NETWORK DEVICE CATEGORY (choose one)           Not a Computing Device              Windows             Mac             Linux             Sun              Cisco/Linksys        

                                                                     Legacy OS / Custom OS        No OS / Other (Enter Here)
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Catalog  
No.

Complete Description (Name, Number and Size)
Attach Additional Forms/Sheets if Necessary

Estimated
Total PriceQty. Unit

        Enter Total from Page One Here:

 Total Cost

Item 
No.

Unit 
Cost 
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