
This form is used by Ames Laboratory personnel to request goods and/or services under contract DE-AC02-07CH11358 

PURCHASE REQUISITION 
FOR GOODS AND SERVICES 

Helpful Hints 
*If you have adequate signature authorization then sign on the “Signature Approval” 
line.  Otherwise, obtain the appropriate program level signature before sending the 
original requisition to Purchasing, 211 TASF for processing. Provide additional 
supporting documents including specifications, requirements, and/or quotes. 
*For instructions to complete this form, see
https://www.ameslab.gov/operations/purchasing/fill-out-requisition-form 

P.O. No: 

Requisition #: 

Vendor #: 

Commodity Code: 

Buyer: 

Signature  Authority  
Verification:  

Date of Requisition Required Delivery Date Deliver to Address (Building/Room) (initials, date, amount) 

For purchasing use only 
Requested by Employee # E-mail 

Signature Approval Employee # Requester’s Phone # 

Program Director Approval Additional Approval Signatures 

Project Abbreviation 
or Job Order 

Project Account Work Order Allocate Amount (indicate $ or %) 

Suggested Vendors: Vendor’s Phone #: 
1. Vendor’s E-mail: 
2. Sales Representative: 
3. Previous PO #: 

Item 
No. 

Qty. UOM 
(lot, each) 

Part No. Complete Description (Name, number, size) 
Attach additional sheets if necessary 

Unit Cost Extended 
Cost 

ESTIMATED TOTAL: 
JUSTIFICATION FOR NEED: 

IF APPLICABLE: 
Vendor will come onsite Annual renewal Work Complete 

COMPUTING/NETWORK DEVICE CATEGORY: Window Mac Linux Sun Cisco/Linksys Legacy/Custom Other 

CAPITAL EQUIPMENT:  (Only applicable to items ≥ $500,000   OR   an item being added to existing piece of capital equipment/system) 
Will this equipment have a useful life of more than two years? Yes No 

Will it become part of existing equipment or plant? Yes No 
If “yes” give property number of existing equipment. Located in Room Building 

FOR RUSH ORDER:  (Stops research until the item(s) are received) 
Some vendors charge an expedite fee for rush orders. I authorize this added expense/overnight delivery. 

Signature Approval 

Form, 58302.066  
Purchasing, 4-1780 
Rev. 7, Jan. 2015 

https://www.ameslab.gov/operations/purchasing/fill-out-requisition-form


 

Item 
No. 

Qty. UOM 
(lot, each) 

Part No. Complete Description (Name, number, size) 
Attach additional sheets if necessary 

Unit Cost Extended 
Cost 

       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
 ESTIMATED TOTAL:  
 

 Enter Estimated Total from Page One Here:  
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